GroupWise - Creating Rule
Out of Office - Automatic Reply

e Pull down the TOOLS menu.
e Select RULES.
e Click the NEW button.

Pull down the
ADD ACTION

arrow and
select REPLY.

MNew Rule

Fiule name: |

When event iz

MNew |tem =

If conditions are  [optional]

[tem types:
[ Mail

[ Appointment o

[ Tazk

| Reminder note

[ Phone meszage

Then actionz are

—»  Add Action -

Specity a name tor your rule here
ex: Out of Office Reply

Anditems are: v Received | Sent | Posted

[ Draft

Define Conditions... |

At an all items

Check which items will be affected
- such as Mail and Appointment.

Appaintrent conflict exizts: |DDES not matter ['es or Ma)

El

Type in the message you would like your maill
senders to receive. Example: I will be out ¢f|the
office until Monday 9/19/08. Please contadt [sam
Spade if you have a problem.

A | Cancel |

Click SAVE.

To Delete the Rule:

e Click on TOOLS
e Select RULES
e Click the DELETE button.
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