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(Full Access) email account

1. Loginto the Outlook Web App at https://outlook.office365.com using your own Office 365
credentials

2. Click on your profile image (or placeholder image) on the top right

3. Choose Open another mailbox
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4. Type in the name or email address of the Shared Mailbox and select it
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https://outlook.office365.com/

5. Click the settings cog on the top right and then click Automatic replies
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6. Configure your automatic reply and you’re done.
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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.
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Thank you for your email Office 365
I'm working remotely until Monday 2/5, though | will try to get back to you et
throughout the day.
For urgent issues, please contact the GCITS office on 1300 042 487, Calendar
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