
Changing your Default Reply 
option in Office365 

 

 
 

If it says Reply All.. follow these steps this to change it to Reply: 
 

 
 

 
 
 
 
 



This is the menu that will come up: 

 
 

then... 
 
In the box at the top, search for REPLY 
 
 



 
 
 
The final steps... 
 

 
 
Be sure to click SAVE. 
 

 
 
Now your default should be Reply. 
 



You can always Reply to All if absolutely necessary (rare occasion) 
by using the drop down menu.  
 

 
 



 


