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Email: How to Set an Out of Office Message on a Shared Mailbox

Here are instructions for setting an out of office message on a departmental shared
mailbox.

1. Log in to your personal Office 365 account at www.office.com.
2. Enter your Network ID and password to sign in to your account.
3. Click on Inbox.

4. In the upper right hand corner, click on the icon next to your name.
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5. This should open a drop down window where you can select the option to Open
another Mailbox
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6. Type in the exact mailbox name or choose to search the directory to find your shared
mailbox.
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7. Once you- click Open, you should se-é a neW broWser window open and you will now
be looking at the Inbox for the shared mailbox.

8. Now you are able to click on the H icon in the upper right hand corner of the
window and type Auto to allow you to select Automatic Replies.
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9. You are now able to draft the out of office message for this mailbox. Be sure to click
Ok to save your changes once you are finished.



W DK ¥ Cancel

Automatic replies

Creabe automatic reply [Out of Othce} messages here. You can set your reply bo stark at a specidic bime, or sek it 1o
continue witil you fum it off.

Don't wandl sutormatic replieg
L TR S T

of  Zand replias ooy dun

Start time | Er 12222017 E (ewam =
End tiree | Tue 172/2018 EII BOG AN =

Block ey calendsr for this

o

= g ne riew i meitetions Sor events that coour dur mig s peEnco

Diecine and cancel my mestings during this pericd

Send a reply once to sach sender inside my ongerezation with the followimg messsge:

i Sk A W

B I U A A & A

This mailbox will be unmonitored wuntl lanuary 2 at 0800,

b MEget 1o iendes suliid




