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
fisthame.lasthame@salve.edu and your Salve password.
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Select Mail under My app settings
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In this section, you can change your email account settings, Email options
organized into the following categories:

® Automatic processing — Contral how incoming and outgoing em
handled.
® Accounts — Choose how email will flow in and out of your accoun

® layout — Customize the look of your inbox and email messages.
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Select Reply settings
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Select radio button Reply and exit the Settings menu by clicking the
Options back arrow.
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