
Setting up automatic Vacation/out of office email responder 

 Log into your Webmail 

 

 

 

 

 

 

 

 

 

 

 

 Click “Settings” 

 

 

 

 

 

 

 

 Scroll all the way to the bottom of the page until you see “Vacation Responder” 
 

 

 

 

 

 

 

 

 

 

 



 Checkmark “Last day” and enter the date you will be back in office. Use the “Subject” and 

“Message” fields to complete the responding email.  

   


