NCAD Staff Webmail Out of Office Reply
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NCAD Webmail and setting up an "Out of Office" Reply

First log into your NCAD Staff Webmail account
For instructions please click here

To setup an "Out of Office" reply (autoreply) to emails you receive do the following:

http://old.ncad.ie/itsupport/email/autoreply.htm

Options - Mail Vacation Message

|DEnaDIe Vacation Message for the tj iod.

Start vacation notice on: March v |11 v | 2011 ~

Stop vacation notice on: March - 11 v | 2011 ~» E .

Send the following message in response to all incoming mail senders when the Vacation Message is enabled:
Subject: X F

Number of days between replies to F 2

send the vacation message: 0

Message: vacation message to the internal senders:

G.

Welcome Ncad Migration = Home = LogOut = Help 7 e
Mail Address Book Options A

Global I Mail Iﬁzires-} Book

Personal Information | Settings | Layout |JVacation Message Mail Filters

Text sentin response to external senders.If no vacation message is specified for internal senders, the same text will be sent as your

Click on the "Options" tab
Click on the "Mail" tab
Click on "Vacation Message" tab

Place a tick in box for "Enable Vacation Message...." by clicking on it

MY oo oW p

Select the "Start Date" and "End Date" for the Vacation Message

F. Putin a subject line for the "Out of Office" reply

F.2 If you wish users to receive an autoreply straight away put a "0" in box
G. Putin text for your message

H Once happy with options you have selected please click on
Save button on top right
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