Directions for Setting up an Auto-Office reply to All Incoming EHS Emails While You Are Away:

1. 
Open Groupwise under email login

2. 
Click "Tools" from the toolbar

3. 
Choose "Rules"


4. 
Then "New"

5. 
In the New Rule Window:

6. 
For Rule Name, type "Out of Office"

7. 
Under the heading 'When Event Is', check the box for Received

8. 
Under Item Types, check 'Mail'

9. 
In the 'Add Action" dropdown menu (bottom left) select Reply

10. 
In the next window, click OK for Reply to Sender

11. In the Reply window, type your message to be sent back to all who email you, then click OK.

12. Then click save and close the window.

