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Out of office refers to a period or block of time during which the human resource will not be

available to be assigned to tasks. For example, out of office can be used to record work permits,

vacations, medical appointments, among others.

To configure an out of office message, it is necessary to access the Teams submodule

located in the Human Resources profile of the corresponding user. It is important that this

user profile is previously associated with a Teams schedule.

Next, you must click on the add option to enable a new window where you can enter the

description, the type, and the dates associated with the out of office you want to add.
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Finally, by clicking save, the out of office schedule for the person in question will be

established.
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