Setting Away Message For Shared Email

1. Browse to Outlook.Office.com and login as yourself.
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m} Keep me signed in

Can't access your account?

2. Once logged in, click your name that is located in the top right corner of the window.
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3. Click “Open another mailbox..”
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4. Another window will appear and type in your shared mailbox address then type OK
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5. You will see your shared mailbox will be opened in a new tab. (Click the tab to open your shared
mailbox.) (Note: This is how you can check your shared email from a web browser.)
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6. Click the Gear () symbol.

7. Click the “Automatic Replies”
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Message.

8. Set up your automatic reply and then click OK.
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Automatic replies

Create automatic reply (Out of Office) messages here. You can set your reply to start at a specific time, orset ftto A
continue until you turn it off.
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