
Directions:
1.	 Login to https://webmailpro.shorewest.com
2.	 Click Settings
3.	 Click Filters
4.	 Click Create

5.	 Fill in the following information, similar to photo below.
•	 Filter Name
•	 Filter Enabled (Turn on when ready to use)
•	 Scope - All Messages
•	 Actions - Reply with message
•	 Message Body
•	 Message Subject
•	 My e-mail addresses
•	 How often send messages

6.	 Click Save
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