I Set “Out of Office” for Teams

I In Teams, click on “User Icon” on top right hand corner: I

I Click on “Set Status Message”:

Matthew.Rosenwasser@nationaldebtrelief.com

@ ' Matthew Rosenwasser
Available ® Set status message

b

¥

I Click on “Schedule Out of Office”:

[J Show when people message me (0)

Clear status message after

Today

Schedule out of office

¥

Click on “Turn on automatic replies”
and fill out Out of Office message:

Out of Office

also sync with your Qutlook calendar.
Turn on automatic replies ()

Out of office message (3)

Travelling to office on the Moon.

Set up a message to let others know you're on vacation or not available to

Will be back next week depending upon solar flare activity.

L 2

Click on “Send replies only during a

time period”

Send replies only during a time period

I Click the “Save” button: I

I Enter Start/End date & time:

Start
Aug 1, 2023 7:00 PM
End

Aug 2, 2023 7:00 PM




