
How to change the automatic reply on a Shared Mailbox  

1. You need to setup the Shared Mailbox as a profile in your Outlook client before continuing. 
Open Outlook client and select your Shared mailbox profile.  
 

 
2. In Outlook, select File and click on “Manage Rules & Alerts” 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



3. Click on “New Rule” button, select “Apply rule on messages I receive, click Next 

 
 
 
 
 
 
 
 
 



4. Select “where my name is in the To or CC box, click Next  

 

 

 

 

 

 

 

 

 



5. Select “have server reply using a specific message”, in Step 2 click on “a specific message” 

 

 

 

 

 

 

 

 

 



6. Type in your message details, a subject and body of the email, then click on “Save & Close” 
button

 

 

 

 

 

 

 

 

 

 

 



7. Once message is saved click on Next 

 

 

 

 

 

 

 

 

 



8. If you need to exclude anyone from this rule you follow step 8 by adding email addresses you 
wish to exclude, if not you can skip step 8. Click Next 

 

 

 

 

 

 

 

 



9. Fill in your Rule name and click Finish, then click Finish.  

 

 

 

 

 

 

 

 

 



10. Rule is now created, Click Ok  

 


