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SETTING YOUR OUT OF OFFICE ASSISTANTEmail


To set your Out of Office Assistant, follow the instructions below:
[image: ]
1. Log on to the Outlook Web App
	
https://connect.emailsrvr.com
Login with your email address and email password
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2. Click on Options
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3. Click on See All Options
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4. Click on Tell People You’re on Vacation
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5. Click on Send Automatic Replies and complete the fields and type a message. 
[bookmark: _GoBack]
6. Click on Save in the lower right.

7. When you return to the office, repeat steps 1-6, only choose “Don’t Send Auto Replies”, then Save.
Page 2 of 2

image3.png
it/ connect emailsnr.com/ovia/auth/logon sspx replsceCurrent=1&uri=h © + @ B G X

File Edt View Favorites Tools Hep
& ) Web e Gallry +

6mookWebApp

Security ( show explanation )

© This s a public or shared computer

© This s a private computer
Warning: By selecting this option, you confirm that this
‘computer complies with your organization's security
policy.

Use the light version of Outlook Web App.

. | ila@novatofie org

E-mail addres

Password:

Connected to Microsoft Exchange
© 2010 Microsoft Corporation. Al rghs reserved.

_—4





image4.png
3 Welcome to Facebook - Log L.

Michael Hughes - Outlool

Fie Edt View
& ) Web e Gallry +

Favorites

Tools Help

BB 0 B v Pager Soidyr Took @r

Gutlook Web App
Mail > Inbox 18613 Items

4 Favorites
3 tnbox (10)
8 Unread Mail (10)
3 senttems
@ Deleted Items (1321)

4 Michael Hughes
© 2 Inbox (10)
(2 Drafts (2]
3 senttems
@ Deleted Items (1321)

@ Junk E-Mail [72]
& Notes
> 0 RS Fecds
(6 RS Feedsl
5 B Sesrch Folders
> 08 Synclssues

(2 Mail
FH calendar

Contacts

[ Tasks

&9 public Folders

- Automatic reply messages wil be sent until Saturday, July 07, 20121200 PM Click to hide

B8 Find someone Options -~ @

New~ Delete~ Move~ Fifter - View~ ] Update on my status
‘Search Entire Mailbox. N
Conversatons by Date - Neweston Top + Eric Nickel & @& & adions-
B

1 Cached Email - moving your mal as you move

Jesne Vil
1 testing 00A
Jesne Vil
1 This Weel's Top 20
Travelzoo
v cTro
Chiis Goodspeed
2 station 63
Jesne Vil
1 New-C Shift- Wednesday.doc
marinfireecc

=l (no subject)
CAD@maringov

I 1t's Getting Hot! Save on Honeywell Thermo...
PerSupply.com

1 CMB Detected Potential Junk Mail
CMB Support

3 Quarantine Notification
Quarantine

Vesterday

>3 Auto Reply
Jeanne Vil

3 Roster
Steve White

>3 Tvoices
Jeff Whittet

& Memo 02912 pagers
ety Box

v
1226 PM

12230M

1218PM

11:46 AM

11:36 AM

920 AM

920 AM

820 AM

658 AM

620 AM

151 AM

Tue10:57 PM

Tue909 PM

Tue8:28 PM

Tue 358 PM

To: Marc Revere; Mark Heine; Bil yler Ted Peterson; Jeff Veliquette; Michael Hughes; Gerald McCarthy
Wednesday, June 20,2012 1226 PM

From: Chris Wikeen <cwikeen@novatofire.org>

Date: June 20, 2012 11:51:55 PDT

To: Eric Nickel <enickel@novatofire.org>, Nor Cal Valery Lambrth <valharbour@schat.com>, Marian Rodgers <scopear3@yahoo.com>
Subject: Update on my status

Greetings,

After speaking w my physician this morning I will continue to stay for an additional 24 hours of hospitalization. 1 will be discharged tomorrow morning. 1 did not have
a central line placed. They did attempt and were unsuccessful in getting it placed... That's another story. Iwill transfer to oral antibiotics tomorrow and continue w
‘this treatment for another week.

Right now my biggest challenge is keeping the infection at bay and regaining the full use of my right hand. In terms of work I will re-evaluate tomorrow following an
appointment w my primary physician. I will provide another update this weekend.

Thank you for your time and support.
Chris.

Sent from my iPad
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RE: 4th of July Advance Ad

gayle@bigcatadvertising.com Q@ @ e
To: Jeanne Vil; Sandy Wargo
e Eric Nickel

Wednesday, June 20,2012 1231 PM

This is a great shot - however, the original looks more ominous and it's vertical so my vote is for the original. We can save this one for something else.
Sound good?

Gayle Peterson

Creative Director

Big Cat Advertising

10 Commercial Blvd., Suite 210
Novato, CA 94949

Office (415) 884-3500
Fax (415) 884-3503
www bigcatadvertising.com





