VirtualRiders

Set up an email Out of Office Auto Responder

How to...

If you are going to be absent from a workstation/computer for any length of time then it is possible to
set up an automatic response to incoming e-mails letting people know you are not there (for

example). This applies to users of VR web services or users who have access to webmail using
CPanel on their web servers.

Log onto your webmail web page
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Connect to artemis.krystal.co.uk

The server artemis. krystal.co,uk at WebMail requires a
username and password,

User name: [@me@yourweb.org.uk v|

Password: | ITITITIT) |
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Type in the details for your Email Address and your password in the respective boxes
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This will bring you to your personal e-mail page (note this can be used to read mail from any internet
connection world wide).
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You are logged in as me@yourweb.org.uk
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Choose Auto-Responders for a message to be sent to people e-mailing you while you are away.
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| Auto Responders

You can use autoresponders to send & message back automatically to anyons who sends an email te a certain account. This
can be useful for times when you are on vacation or unavailable, or if you have a generic message that you wish to send
for & support email address,

B Video Tutorial |
Add Auto-responder

Search oo

Current Auto Responders

EMAIL SUBJECT FUNCTIONS

There are no autoresponders sstup on this domain.

Hint: If you do not create a forwarder or email account with the same address as each auto responder mail sent to the =
autorespander will only be handled by the autoresponder before it is dizcarded.
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You may see this message if you have never set up an Auto responder on this account before.
Cl i ck on -Rieasdpdo nAduetroo button
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Otherwise you may see this
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. Auto Responders

You can use autoresponders to send & message back autematically to anyone who sends an email to a certain account, This
can be useful for times when you are on vacation or unavailable, or if you have a generic message that you wish to send
for a support email address.
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EmMAIL SueJECT FuncTIONS

me@yOUrWeb.Ol’g.uk test responder Edit Delete

Hint: If you do not create a forwarder or email account with the same address as each auto responder mail sent to the
autoresponder will only be handled by the autoresponder before it is discarded.
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Choose edit and continue.
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me@yourweb.org.uk
me

You will need to fill in the from, subject and text boxes and then tick the HTML Message box to
activate the responder.

Presst h e ACreate Modi fyo button to finish the proc¢

When you want to remove the responder it is the same process but you just need to untick the HTML
message box and press the ARCreate Modifyo butto



