Out of Office replies - Set via
Webmalil






1. Log into https.//hex.barweb.com.au/owa with your email account details

4 Outlook

Domainiuser name:

Password

®) signin

Click the cog icon at the top right-hand side of the window, then click Set automatic replies.
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https://hex.barweb.com.au/owa

Click Send automatic replies to enable automatic replies

If you wish to specify atime period, click Send replies only during thistime period: and specify the

period below.
2.



Fill the text box below with the automatic reply you wish to be sent to internal email addresses.

Automatic replies

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 tumn it off.

Don't send automatic replies
® Send automatic replies

+*| Send replizs only during this time periad
Start time | Thu 7/26/2018 S00PM -

End time | Mon 8/6/2018 S:00 AM =

Send a reply once to each sender inside my organization with the following message:

B I U A A & A = 1= Z€ 3= V

Thank you for your email.

| am currently out of the office, but | will return Monday 8th
August.

Regards
A. Barrister

If you only want sendersin your contact list to receive automatic replies, click Send repliesonly to



, otherwise click Send repliesto all external senders.

Fill in the text box below with the automatic reply you wish to be sent to external email addresses. If

you want the reply to be identical for al senders, copy the text in the internal text box and paste it into

the external text box.Click Send automatic reply messages to sender s outside my organization to



enable automatic replies to mail received from external email addresses.
Send automatic reply messages to senders outside my organization
Send replies only to senders in my Contact list

®) Send automatic replies to all external senders

Send a reply once to each sender cutside my organization with the following message:

B I UM A & A D iz = 3= v

Thank you for your email.

I am currently out of the office, but | will return Monday 8th
August.

Regards
A. Barrister

5. Click Save
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