
Enabling and Editing Email Form Auto Response 

An automatic email response can be enabled to send to a patron as a confirmation of their form submission. This can be especially 
helpful if additional messages need to be sent during times of extended closures. 

 

 
1. Log in to the LibApps dashboard 
2. Under Admin on the orange 

toolbar, select Queues 
 

3. Use the search bar to search for 

your library and select the Edit icon under Actions 
 

4. Under the Email tab, Select the Active button under “Auto Reply Email” 

 
5. Choose how you would like to schedule the Auto-Reply 

a. Always active 
b. Active Only During Off-Hours 
c. Active When Scheduled 

 

 
 
 

6. Edit the desired message under the Email Template tab and “Submission Confirmation (to patrons)” 
expansion box 



 


