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QUICK TIP   
OUT OF OFFICE NOTIFICATIONS 

If you are going to be out of the office, you can set up an Out of Office contact in your In Basket. 
This will allow you to assign someone to cover your In Basket while you are out and it will 
generate an out of office response to patients who try to send a My Chart message to you.  

 
To set up your out-of-contact: 

1. From your In Basket click Out. 

 
 

2. Select New  in the lower left corner. 
 

3. The Out of Contact window opens up where you can enter a reason in the Comment 
field, beginning and ending dates in the Date fields, and the name of the person 
covering your In Basket in the Delegates field.  
If your department has a covering group you will enter that name in the Covering 
groups field. 

 

4. Click Accept when done. 
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Whomever you’ve listed as a Delegate or Covering Group will only have access to your In Basket 
for the dates you entered in the Dates fields.  

Make sure to tell the delegate or covering group that you’ve granted them access to your In 
Basket. They will find your In Basket by clicking on Attached In Baskets. 

 


