Out of Office Auto-Reply

http://webmail.wabash.edu/
e Login to your Webmail
e Click on the Options Icon

e Click on Mailbox Manager /

Folders Dptions Quarantine

~
Current Folder: Mone |_:_| ﬁ:j ﬁ (7] '41 @
DOptons

Parsonal Information Display Preferences

Thiz contains personal information about yourself “You can change the way that SquirrelMail looks

such as your narne, your ernail address, ete, and displaysz information to vou, such as the

colors, the language, and other settings,

Meszsage Highlighting Folder Preferences

Based upon given criteria, incoming messages can  These zettings change the way your folders ara

hawe different background calars in the message displayed and manipulated,

list, Thiz helps to easily distinguizh who the

meszsages are from, especially far railing lists,

Index Crder Mailbax Manager /
4 The arder of the message index can be rearranged Manage server-side filtering, vacation messages,

and changed to contain the headers in any order and forwarding. (Separate login requirad)

WOu Want,
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e This will take you to a new Log-in screen

]

(5 SENDMAIL. |INTELLIGENT;

| You have logged owut. Thank you for using the Message Organizer. |

Login: |

Passwnrd:|

[T Remember me on this computer

Login |

Then click on the “Vacation Notice” tab



() SENDMAILe v/ /INTELLIGENT,INBOX}

Logged in as: brainarm@wabash.edu  [LOGO

My Account / Summary

Summary
Below is a summary of your account.

Name: brainarm
Vacation Notice: Disabled
Mail Forwarding: Disabled

e A new screen will appear with options for setting the date & time
of your Out of Office notification.

e Be sure to set the time zone to (GMT-05:00) US/Eastern (DST)
() SENDMAILe

brainarmi@wab ash.edu
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My Account / Vacation Notice

P‘-F'F'Wl

Vacation Notice
¢ Turn off this vacation response

¢ Turn on this vacation response always

= Turn on this vacation response during:
StartTime [ )]y =24 =l[3am  x]|2006 =]
EndTime [y =25 zljfam  x|2006 =]
Time Zone  {/ahT-05:00) US/Eastern (DST) |

(DETy Time zone uses daylight zavings time (GMT offset iz adjusted automaticallyy

Vacation Message
 Default suhject- Re:=original subject=

* Use this suhject response:

Subject

COut of the Office Monday, July 24

Body

I will be out of the office on Monday, July =24. ;I
I will read wyour message when I return.

Thank wvou,

Monica

e Once you have filled out your Out of Office form,
e Click “Apply” to save the setting.
You will see a verification of the update at the top of the page.
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My Account / Vacation Notice

Updated settings Tor brainarm@wabash.edu.

e Click “Logout”



