
Microsoft 365 Out of Office Instructions 

 

Step 1: Locate your email address and password provided by Phoenix IT. 

Step 2: Open a web browser and navigate to https://portal.office.com/ 

Step 3: Sign in with your provided email address and password. 

  

Step 4: Select Skip for now. 

 

https://portal.office.com/


Step 5: You are now signed into your Microsoft 365 Homepage. From here you 

open Outlook. 

 

Step 6: Click on the “Gear Icon” on the top right of Outlook. 

 

 

 

 



Step 7: Click on “View all Outlook Settings” on the bottom right corner. 

 

Step 8: Click on “Automatic Replies” out of the list of settings. 

 



Step 9: To turn “On” Auto-Reply click “Automatic Replies On” slider. 

Then fill in BOTH text boxes with what you want your message to say. 

(Please make sure your message includes the length of time you are away, whom 

to contact in your absence, as well as the main office number.) 

When finished click “Save” below the text boxes. 

 

 

 

 

 

 

 

 



 

Step 10: To turn “Off” Auto-Reply when you arrive back in the office, refollow the 

instructions steps 1-8. Then on Step 9 turn “Off” the “Automatic Replies On” 

slider. And click “Save” below the text boxes. 

 


