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1. Select Mail, click on your
username in the top right

2. Click on your photo in the
top right hand side and
select open another
mailbox from the drop
down menu

Burgardt, Christine

A
a1 E0.CoIm

Christine.Burgardt@fortbe
Change
About me /
Open another mailbox...
2.
Sign out
Page 1 of 3 8/23/2016




FBISD

INSPIRE*EQUIP*IMAGINE

3. Enter the username for the
account you wish to
manage

Open another mailbox

0365userll

p Search Directory

4. Click on the Cog next to the
username and select Mail

Automatic replies

X1

Create an automatic reply (Out of office)

message.

Display settings

Choose how your Inbox should be organized.

Theme

. Default theme

Notifications

Cn

My app settings
Office 3652.

Mail V\

Calendar

—

eople
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Select Set automatic
replies.

Select Send automatic
replies. You can now
modify the out of office on
behalf of the user.

== Office 365 Outlook

(© Options
Shortcuts H save X Discard
» General
+Mal Automatic replies
Automatic processing, Create automatic reply (Out of Office) messages here. You can set your reply to start at a specific time, or set it to continue until you turn it off.
Automatic replies
Clutter

and sweep rules

Donit send sutomatic replies
) Send automatic replies /

Send replies only during this time pericd

Junk email reporting

Fri 5/13/2016

Sat 5/14/2016
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