vacation ooo out of office

Important: To have OoO up and running, I-MATH Zimbra users have to setup OoO three times!

e on Zimbra as described below
e on Outlook as described below
e on Outlook even for 'Send replies outside of your organization'

Zimbra

1. Log onto the webmail interface mail.math.uzh.ch

2. Go to Preferences > Mail > (scroll the big right window down) Receiving Messages > When a

message arrives: Send auto-reply message:

Receiving Messages

VYWhen a message amives: | | Play a sound {requires QuickTime or Windows Media plugin)
Highilighit the: kiai tab
Flash the browser titie

Forward a copy to:

enler emad address

Don't keep a local copy of messages

| Send a nolification message to:

| enfer emal address

faf Send avio-reply Message;

Il be out of fown undil 200 K008
and Il answer your email upon return

& Start Date ~ | End Date
{smnnm:|aw1mﬂ11 __:J End On: [ 22472011 __:J

1. Press Save

Please be aware: Notifications will only be sent once a week per person. This means, if you send a
testmail to yourself on Monday, you will receive the automatic reply. If you send a second testmail
to yourself 5 days later, you will not!


http://mail.math.uzh.ch
https://wiki.math.uzh.ch/public/uploads/images/gallery/2026-06/7S6zimbraaway.png

outlook.com

e https://support.microsoft.com/en-us/office/set-up-auto-reply-out-of-office-cc0e480f-973e-

4412-a27b-8a52108d6d51

e Take care that you put your OoO message two times in the 'automatic reply'-Settings:
o Send automatic replies inside your organization
o Send replies outside of your organization

) % outlook.office365.com/mail/options/accounts-category/automaticReply?RpsCsrState=29dae6f8-23d4-2dd2-3ed3-7d65fafd1... & < | TP 2o P LB %=
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Settings Email account Automatic replies X

Q Search settings Automatic replies]

Signatures [ 3 )

| - start and end at a specific time. Otherwise, they'll continue until you turn them off.
7 '2 ) Categories @
£53 General g/ @ Automatic replies on

Mobile devices
= Mail

Calendar
S¢ People 12/10/2024

Use automatic replies to let others know you're on vacation or aren’t available to respond to email. You can set your replies to

Storage [ send replies only during a time period

12/11/2024

Send automatic replies inside your organization
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a | am currently out of the office with limited internet access. | will reply when possip

For urgent matters please contact: support@math.uzh.ch

Best wishes,

@ Send replies cutside your organization

[J Send replies only to contacts
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@ | am currently out of the office with limited internet access. | will reply when possible.

For urgent matters please contact: support@math.uzh.ch

Best wishes|
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