HOW TO SET AN EMAIL AUTORESPONDER (OUT OF OFFICE, ETC)

1. Open an internet browser window
Internet Explorer, Mozilla Firefox, Chrome,

Safari, etc.

2. Log into WorldClient
https://mail.cityofwestfield.org
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Enter your entire email address for your
username
ie: helpdesk@cityofwestfield.org

Language
Theme

MDaemon Email Server for Windows/WorldChent v13.0.1 ©2012 Alt-H Technologies.

Enter your current password
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NOTE: Directions are based on LookOut theme — they may vary slightly with other themes

3. Click on Opti?ns
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5. Enable AutoResponder
Check Enable Autoresponder
Schedule date range

e Check “Only Send During
This Time Range”

e Start date & Time

e End Date and Time

Enter message to be sent in box

Click on Autoresponder
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-] options
=] Personalize - Customize the

appearance and operation of yaur
account.

|4 Compose - Customize the 3
appearance and operation of
& composition.

|# Autoresponder - Manage
WorldClient's autoresponder
settings.

(=j Folders - Create personal folders
t0 store and manage your
messages.

[ Filters - Set rules to distribute

6. Click Save

HIE Autoresponder (Out of Office)

Enable Autoresponder (Turn on feature that auto-replies when you receive an emd
["] only send during this time range:

Starting [12/17/2012 - [10:00AM | ~
Ending [12/18/2012 | = [10:00AM | ~

Auto-reply with the following message:

Your request has been received by the Westfield Technology Center.
Did you know that you can now submit your requests drectly online?

In an internet browser, just go to https /v cityofwestfield.org/?page_id=4759 and di

From there, enter your email address and folow the directions. The submiftal password i

You can use this site to check status of your requests. You can even access it from home

on "Enter Online Request,”
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