
How to change the default “reply all” to “reply” 

in the Mail Web App for Office 365 

https://Outlook.office365.com 

Login to Mail Web App office 365 with your username 

fistname.lastname@salve.edu and your Salve password. 

 

 

 

 

Select the Gear on the far right of the Outlook banner  

 

 

 

https://outlook.office365.com/
mailto:fistname.lastname@salve.edu


 

 

Select Mail under My app settings  

 

 

 

 

 

 

 



 

 

Select  Reply settings 

 

 

 

 

 

 

 



 

 

 

Select radio button Reply and exit the Settings menu by clicking the 

Options back arrow.  

 

 


