
 How to Create a Vacation Rule in GroupWise 

1. In the GroupWise menu bar, select Tools>Rules.  Click New.  
2. Type a name for your new rule.Click Add Action – select Reply. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. In the Reply window, select OK.   
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4. Fill in a subject line, and add the message you would like for the reply.  Click 
OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Click Save. 
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6. By default, the new rule will be active (checked).  Make sure you uncheck the 
box until you are ready to use the rule! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Click Close. 


