
Creating and Modifying Auto Reply messages in the WebMail Client 
April 24, 2007 
 
1. Login to the WebMail  client with your CatID username and password 

 

 
 

 

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

 
 



 

3. Click on the Email menu on the top left corner of the WebMail client 

 

 

4. Scroll down to the Auto Reply section of this page 

 

 

 

 



 

5. Set the Mode to “Vacation, reply only one E-mail with each sender” to avoid various problems 

 

 
 

6. Set your Auto Reply Expiration Date using the calendar icon (a window will pop up with a calendar, use the 
drop down menus to select your expiration date which is the day just *before*  your planned return) 

 

 

7. Click on the Text Message radio box and enter in you Auto Reply text in the text box provided 

 

 

 

 



 

8. To Save and Exit the Preferences menu click Submit at the bottom of the page 

 

9. You will then see a Confirmation Page 

 


