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Purpose: 
You can create a rule in voice mail that will activate anytime you turn on your Out of Office in 
Outlook. This allows you to record a general message that says something to the effect “I am 
currently out of the office, please call So-and-So at extension xxxxx for assistance”. You will want to 
avoid using dates or times in this general greeting. This way you do not have to re-record your 
greeting every time you are Out of Office, it will be automatically turned on when you activate Out 
of Office in Outlook. 

 

Instructions: 
1. Log into your E-mail via the OWA web page. 

 Or in Outlook 2010, Click on the File tab, and then select the “Manage Voice Mail” 
button. Login then skip to step 5. 

2. Click on “Options”, in the top right corner. 
3. Now Click on “See All Options”. 
4. Click on “Phone”. 
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5. You will now see the following page. 

6. Now Click on New Rule, in the Call Answering Rules section, and the following pop-up will appear. 

7. You will now want to add “If automatic replies are turned on”; just Click on it and it will be added 
under the heading “If all the following conditions are met”.  

 You may add a “Transfer call to…” option if you desire, this will allow a caller to press 
whichever button you specify and be transferred to whomever it is you have specified. 
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8. Once you have specified the conditions in your rule, you will need to record your “Out of Office” 
greeting. Click on the Blue link at the bottom of the window that says “Call the Play on Phone 
number to play or record a greeting for this call answering rule….” The System will call your phone 
and prompt you to record a message that will play for your “Out of Office” rule. When done 
recording, Click “Save and Close” on the bottom right hand corner of the page, wait a couple of 
minutes, then turn on your “Out of Office” and test.  

 Remember to include in your greeting “press x to be transferred to so-and-so or press # to 
leave me a message” if you have included that option in your rule.  
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