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How to Setup a Vacation Message
When you are out of the office, you have the option of setting a vacation message (also referred to as an auto-responder).  This document will show how to create a vacation message step-by-step.
STEP ONE: Open Internet Explorer 
 or another other web browser.
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STEP TWO: In the address bar, type the URL mail.friendlyhouse.org and hit Enter on your keyboard.
STEP THREE: You should now see the login screen for your webmail (called SmarterMail).  To login, type your full e-mail address (example: ernestos@friendlyhouse.org) and your password (your password is the last four digits of your social security number).  When you are finished click Login.
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STEP FOUR: Once you have logged in, you will see the main mail screen.  Click on Settings ( My Auto-Responder.

[image: image3.png]pdl My Auto-Responder

My Content Fitering
My Spam Filtering
My Shared R

My Mapped R

1y T4

Nonews tems

Disk Space Limits.
Limit

Currently Used
Junk E-Mail Folder

Tasks
Notasks scheduled

10u8
1KB

Empty

Clear Junk E-Hail Folder





STEP FIVE: The next screen is the main screen for Auto-Responder Messages.  Under Options, check the box for Enable auto responder.
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STEP SIX: Next, check the box for Limit responses to one per day per sender.  This option simply means that even if someone sends you multiple messages during the course of a day, he or she will only receive one auto-response (vacation) message in reply from you.
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STEP SEVEN: Next, click the tab Auto-Responder Message. [image: image6.png]parenting
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STEP EIGHT: On the next screen, you complete the fields for your message including a Subject and Message Text.  Enter the text for your vacation message in each corresponding field.
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STEP NINE: Once you are finished be sure to click 

 Save.  Immediately upon clicking Save, your auto-responder message is active.
STEP TEN: When you are complete, be sure to Log Out.
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STEP ELEVEN: Don’t forget that when you return to the office, you need to turn your auto-responder message off!  Follow STEPS ONE – FOUR to get back to the main screen for Auto-Responder Messages.
STEP TWELVE: From the main screen, uncheck the box Enable auto responder.
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STEP THIRTEEN: Click 

 Save.

STEP FOURTEEN: Finally, be sure to Log Out.
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TYPE A SUBJECT HERE.





TYPE YOUR MESSAGE IN THIS BOX.
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