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Procedures Screenshots 
 

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

 
4. Click on the Cog next to the 

username and select Mail 

 



 

 Page 3 of 3 8/23/2016 

5. Select Set automatic 
replies. 

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

 

 


