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1. Login to the WebAccess client with your CatID username and password 

 

 
 

2. Click on Preferences in the top right corner of the WebAccess client 
 

 



 

3. Another window will pop up; click Mail  on the left hand side (looks like an envelope) 

 

4. Click on Auto Reply under the Mail  menu 



 

5. Check the check box next to “Automatically reply to incoming messages” to active your Auto Reply 
message. 

 



 

6. Use the drop down menus to select the expiration date for your auto reply messages (this is the final day 
when your auto reply messages be sent). 

 
7. Leave the frequency at the default of Only once to each sender to avoid various problems 
 
8. Enter your Auto Reply Text in the text box provided 
 
9. Click OK to save your settings and leave the preferences menu 

 


