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Step 1: sign into your Trustmont email g e, 5LED 5

Step 2: once signed in scroll to the bottom on the left hand
side and select options
Step 3: under messages on top left pick vacation reply
Step 4: once in vacation reply click on the "+New" to add
Step 5: select the dates and times you will be out of the
office *this tells the email server when to implement this
message on your behalf
Step 6: in the box below the dates include your message
(example: Thank you for contacting me, your business is
important to me. | will be out of the office from __ to
. If you need immediate assistance, please
contact the home office of Trustmont at 724-468-5665 or
I will get back with you as soon as possible once | return.)
Your name, title, contact info should be below the message
as well (if you have a signature set up it should pre-
populate). You can change the font, size, color, etc to be
whatever you like
*keep in mind if you are not a registered branch office
you CAN NOT include your office address
Step 7: once done click save
Step 8: you will see a check mark under active on the far
right for the vacation date range you just entered
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