Changing Your Out of Office/Vacation Message
1. Go to https://ui.nems.noaa.gov. Be sure to add the s after http.
2. Press Yes to Accept the Security Certificate. [image: image1.png]



3. Enter your email username (the characters before the @ symbol), your password and hit the Login button.
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To use the user interface, please log in using your NOAA LDAP userid (e.g. Thomas.K.Murphy) and
password:

NOAA LDAP UserID: |john.mroz
NOAA NEMS Password: |

You are using the NOAA Enterprise Directory User Interface
This interface can be used to search for, modify, create, and delete entries in NOAA's Enterprise Directory.

You are currently viewing the Standard Search screen, which provides an easy and convenient way to search the directory. Enter a name,
partial narme, or userid in the Query field and click the Search buttan to quickly locate directory entries. Use the * wildcard character to
perform substring searches.

The toolbar you see at the top of this window is always available when you are using this interface. In addition to Standard Search, you can
click the other buttons to perform a variety of tasks. To modify a directory entry, first search for it using Standard or Advanced search option
and then click the Edit button within the entry display

Advanced Advanced search. The advanced search capability allows you to specify the type of entry you are looking for, where
Search to search, which attributes to returm, and what type of matching you wish to allow.
New Entry New Entry allows you to create new people or group enties in the directory. The ability to create entries in the

ditectory is currently limited to NOAA Mail Admins and Directory Adrins only.

Admin Gui

The Administration Interface Guide provides guidance on using this application to manage NEMS directory entries
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4. Enter your last name in the Query box and hit the Search button.
5. Locate your name from the list of names that is returned and select it. This will open another window.
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You are cunently logged in 35 John.Mioz. Click hete o logout

Name ____userd _____Phone ______________feMail ______________liineOffice |
Tohn Mroz TohnMroz 7574416572 Tohn Mroz@noaa gov OF4
Toe Mroz ToeMroz (301) 713-0645 192 Toe Mroz@noaa gov NWS

Total entres 2.

Basa DN o=noas.gov
Atibutes on, uid, telephonenumber, mail lineoffice
Query mioz
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6. Hit the Edit Person button at the top of the window.
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7. Scroll Down to Mail AutoReply Mode in the Mail Information Section and click on Edit.
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8. Select Vacation from the drop down. Always set to Vacation even when on travel.
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9. Hit ok to accept.
10. Click on edit next to Mail AutoReply Text (the next option in the list), select English from the Language drop down menu and enter your message in the field. Click on ok when finished.
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11. Optionally you can enter your Vacation Start Date and Vacation End Date in the next two fields. If you do not enter the Start and End dates then you will need to manually turn off the message when you return.
12. Click on edit next to Vacation Start Date and use the drop down menus to enter the date and time when your message should become effective and click on ok when finished. The time that your message becomes effective is always at 00:00 meaning 12am so you should set your Vacation End Date to the date that you will actually be returning to the office since it will become inactive at midnight on the day that is set. 
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13. Click on edit next to Vacation End Date and enter the date and time in the same manner and click on ok when finished.

14. When you are finished your entries should look similar to below.
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15. Click Save Changes on the bottom of the window to save all of the settings. Failure to do so will result in the vacation message not being set and having to enter in all of the data again.
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16. After you have hit Save Changes be sure to hit Click here to logout which will be at the top of the screen.
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