Creating and Modifying Auto Reply messages in the \@bMail Client
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1. Login to theWebMail client with your CatlD username and password

2. Click onPreferencesin the top right corner of the WebMail client



3. Click on theEmail menu on the top left corner of the WebMail client
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4. Scroll down to théAuto Reply section of this page



5. Set theMode to “Vacation, reply only one E-mail with each sendéo’avoid various problems

6. Set your Auto Repl¥xpiration Date using the calendar icon (a window will pop up watlealendar, use the
drop down menus to select your expiration date wkiche day justbefore* your planned return)

7. Click on theText Messageadio box and enter in you Auto Reply text in teet box provided




8. To Save and Exit the Preferences menu @digkmit at the bottom of the page
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9. You will then see &onfirmation Page



