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1. Click on the E-mail tool

2. Click on the “Options” tab

E-mail Auto Reply
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4. Select the

E-mail Options
hyperlink for “Auto

Your Location: E-mail / E-mail Sptions

ehochmeister@sdison.edu

Reply” from the
listing below

Address Book Preferences
Choose haw many cantacts you want displayed per page.

Auto Forward

N

Farward your e-mail to another e-mail account for offline
ressage ranagemant.

Auto Reply
Send & custorn message autarnatically when you are away,

Block Addresses
Block addresses from which you do not wish to receive e-mail.

Display Settings

Set your display settings such as lacation for deleted messages
and number of massages per page.

Filters
Sart your incoming e-rail automatically inta folders and also
filtker out unwanted e-mail.

Message Preferences
Set your outgoing message preferances such as saving a copy
of sent massages and requesting return receipts.

Retrieve Other E-mail
Retrieve e-mail from all your other accounts (IMAP 2 optionally
POP, depending on your school's configuration] inte ane place,

Signature
Create = personal signature to attach to your outgaing
messages
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On the next screen:

Use the breadcrumbs under “Your
Location:” to go back to options (or
any previous view), not the back
button on your browser

T 1€ ON 7
6. Click on the
checkbox to E-mail Address Book ® Exit @ Help
enable or @ Get Mail E'Compose ehochmeister@edison.edu
disable the auto =
repl / B
Py Auto Reply
Your Location: E-rnail / Options / Auto Reply 5 Use the drop
Auto Reply allows you to set up a message that can be automatically sent to individuals who are sending you messages, To i down Carets to
activate Auto Reply enter a start and end date, check the 'Enable Auto Reply' box, type your message and click 'Ok, ChOSG the date
Start an Februa [s]|[2005 at | 700am || and time you wish
End on | February 1wy 10 [v| 2005 at | 700am |v| your auto forward
A task to “Start on”
Enable Auto Reply L] “ ”
7. Enter your — =|| and “End on".
auto reply
message in the
text box
provided
A@ SunGard 1998 - 2004,
8. Attach a | rawerea by (GG
signature to your
auto reply [F 2 & &F B3 levuiecenaruoemn Erekos]

9. Click “OK” to save
the auto reply and
return to “options”




