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Untra Webmail Services v1.0
Vacation Message Tutorial

1. To begin, open your favorite internet browser. Untra recommends using either Microsoft
Internet Explorer or Mozilla Firefox.

2. Type in the domain name of your website preceded with “webmail.” and you will be forwarded
to the new webmail system. Please see the image below:

=
':é Untra Webmail Services v1.0 Login - Windows Internet Explorer

@U v |. http:/fwebmail.yourdomain.com _ - | “f| x | | Yahoo! Search
I |. Untra Webmail Services v1.0 Login i_| - v dm v ik Pa

3. You will then be prompted with a password dialog box:
a. Please enter your username followed by the domain name (see the image below).

Untra Webmail Services v1.0 Login

Email |vuuremail@murdumain.mm

Password | ---------l

Powered by UnTRa W
Copyright & 1999-2008 Untra Corporation. All Rights Reserved.

b. Please enter the password provided to you in the welcome email.
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4. Once you have logged in you will be automatically logged into your Untra Webmail inbox.

Click on the “Personal Settings” link on the top right. (Please see picture below)
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5. You will be presented with the following screen, please click the “Vacation” tab to navigate to
the vacation message area.
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You will be presented with the following screen, simply enter your name in the “Sender” area,
the subject of the vacation message in the “Subject” area, and the message can either be rich
text if you click the “HTML” checkbox or plain text if it remains unchecked. Once you are
done, hit “Save” to have the message auto-respond to emails.

E E-Mail @ Address Book 50 i ogout

Vacation

When configuring a vacation message you can use the following tags to insert information into
YOUr response message.

%subject% - The subject of the recieved message
%from% - The sender of the recieved message
%email% - The sender's email from the recieved message

E-Mail demo@untra.rackworx.com
Sender |‘r‘our Name Here |

Subject |Subject of Vacation Message |
HTML

B I U = | == Q —
wime A - Font family = Fontsize =
L}

I am currently out of the office.
Message

Save . Delete
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7. To turn your vacation message off, simple press “Delete” on the same screen and the
vacation message will be deleted.

E E-Mail @ Address Book Personal Settings

Vacation

When configuring a vacation message you can use the following tags to insert information into
YOUur response message.

%subject% - The subject of the recieved message
%from% - The sender of the recieved message
%email% - The sender's email from the recieved message

E-Mail demo@untra.rackworx.com
Sender |‘r‘our Name Here |

Subject |Subje|:t of Vacation Message |
HTML

B 7 U | =
wime A~ Fontfamily - Fontsize
—_—

I am currently out of the office.
Message

Delete

If you experience any technical difficulties, please contact Untra
Corporation via email at support@untra.com or call 215.873.0800
for assistance.
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