How Setup Email Auto-Responder

An automatic message fo the viewer for when you are out of the office.

1 Sign to your account - ie: !
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Password: 1

cPanel

2 Following window will appear —> e
¢ Click on Autoresponder Options fhhorde @i
3 Below window will appear %

* Then click on Add Auto-resonder
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Hint: If you do net créate a forwarder or email account with the same address as each auto responder, mail

sent 10 the autoresponder will only be hancled by the autorespander before it is discardec. bt

There are cumently no active aute-responders.
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Hint: If you do not create @ forwardar of amall account with tha same address as this aute responder, mail sant o thes

4 Following window wiII open __> autne#400nder will only Be handked by the Autofesdonder before 1 4 ddcarded

‘When configuring an autoresponder you can use the following tags to insert mformation into the message that i returned

Fill out info: Y coty

sl jectt The subject of the messsge that was sent to the sutoresponder
Wlrom¥%  The sender of the measege thet wes sent Lo the sutoresponder

4.1 From: Your Name s lbbserpliintg pp o pimlonires i o L
4.2 Subject: Reason

Emai b @ solancbarorg <3 kobaku??
4.3 Body: Your message C ,>
. . Subject Out of Office
e For hint and tag info see next page. — — = -

4.4 Click Create v s

4.5 Test - Send an email QMT"’”*D

Example response email below:

Create/Madly Clear [ Go Back ]

From: "Julie Hilt" <scba@solanobar.org>

Subject: Out of Office
Date: February 4, 2008 9:10:20 PM PST
To: Garson Design Services <mail@garsondesign.com> —

- X_
| will be out of the office unfil Monday, February 11.

All calls and emails will be returned at that time. bt
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Auto-responder Maintenance

Hint: If you do not create o forwarder or emadl eccount with the same address s3 esch auto responder,
mad sent to the autoresponder will ondy be handied by the suloresponder before it i discarded.

5 Back from Vacation... N
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5.1 Click Delete G T, -
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