
Out Of Office Notification Configuration 6 Steps 

 

 

Step 1: 

 

Open  Internet Explorer. 

Type https://cbs.roamaccess.net/owa for accessing web application email.  

 

 

 

 

 

 

https://cbs.roamaccess.net/owa


Step 2: 

 

Type username as email address without domain name (Eg: cro.assistant) 

Type email address password in password field. 

Then “Sign In” 

 

 

 

 



Step 3: 

 

Click  “Option” 

Select “Automatic Replies” 

 

 

Step 4: 

 

Select  “Send Automatic Reply” 

Select “Send replies only during this time period” 

Type “Start Date & Time” 

Type “End Date & Time” 

 

 



Step 5: 

 

Type standard email template (Storage Cetner) in  “Send a reply once to each sender inside my 

organization with the following message:” 

 

 

 

 

 

 

 

 

 

 



Step 6: 

 

Select  “Send Automatic reply messages to External Senders” 

Select  “Send replies anyone outside my organization” 

Type standard email template (Storage Cetner) in  “Send a reply once to each sender outside my 

organization with the following message:” 

Then “Save”  

 

 

 

Note: 

Notification will automatically deactivate based on “End date”. 


