
Configure “Out of Office” from Office365 
Updated: March 14, 2019 
 

1. Log into http://AccessUH.uh.edu/  

2. Click the Office365 Icon 

 

 

 

 
 

3. Click https://login.microsoftonline.com/  
4. Enter your Cougarnet credentials:  

• Cougarnet Username: cougarnetID@cougarnet.uh.edu  

• Cougarnet Password: Cougarnet Password 
5. Click the Outlook icon 

 

 

 

 

 
 
 

6. Click Settings 
7. Click Automatic replies 
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8. Click Send automatic replies (Note: Maker sure to uncheck the Send 

automatic reply messages to senders outside my organization.) 

9. Check the Send replies only during this time period 

10. Select the date and time 

11. Type a message in the text box 

12.  Click OK 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Configure “Out of Office” from Office365 while using the new Outlook 
 

1. Follow steps 1 through 6 above 
2. Once in Settings scroll down and click View all Outlook settings 

 

 
  
 

3. Select Automatic replies 
 
 
 
 
 
 
 
 

4. Click the Turn on automatic replies slider to the right side (Note: Maker 
sure to uncheck the Send replies outside your organization.) 

5. Check the Send replies only during a time period   
6. Select the date and time  
7. Type your message in the text box 
8. Click Save 

 
 
 


