Forwarding Email Outlook Web Access

April 15, 2008

This is a step by step procedure on how to set up you Microsoft Exchange Account so that your email is

forwarded to another account.

Open up Outlook web mail by going to http://exchange.socccd.edu

Log in with your full email address and the password you use to log onto your work computer.

Network Logon

Use Cutlook Web Access Light

== 1= W8 s == jmastrangelo@saddleback.edu

With Outlook Web mail open, go to the Options button at the top right

Select Rules, New Rules
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Select Create a new rule for arriving messages
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Forwarding Email Outlook Web Access

Rules

@- Mew Rule |  Change Rule... Delete

E Move messages from someone to a folder

ﬂ Move messages with spedfic words in the subject to a folder
..E Move messages sent to a distribution list to a folder

}( Delete messages that have spedific words in the subject

| Create a new rule for arriving messages

If the message below comes up,

Select Delete Disabled Rules
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Compatibility with Outlook

Before you can create, modify, or delete rules by using Outlook Web Access, you must delete any
rules that you previously disabled while using Microsoft Office Qutlook. To delete such rules, did:
Delete Disabled Rules. If you dick Cancel, you wil be unable to use rules in Qutook Web Access.

To avoid a conflict between your rules in Outlook Web Access and in Outlook, aveid creating or
modifying rules in Outlook Web Access and opening the Rules wizard in Outlook at the same time.

[7] Do not show me this message again

Delete Disabled Rules | | Cancel

Select Forward or redirect

After the message arrives

If my name is...

If the message was sent ar received. ..
If the message indudes spedfic words. ..
If the message is marked with. ..

If the message is...

If the message size or date range...

Do the following
Forward or redirect.. t‘—’

Maove, copy, or delete...
Perform other actions. ..

Exceptions %
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Check Forward the message to people or distribution lists

Rule Description

Apply this rule after the message arrives
forward it to people or distribution lists

After the message arrives

If my name is...

If the message was sent or received...
If the message indudes spedific words. ..
If the message is marked with...

If the message is...

If the message size or date range. ..

Do the following

Ll orward or redirect. ..

>

Forward the message to people or distribution lists
[0 Redirect the message to people or distribution lists
[] Forward the message as an attachment to people or distribution lists

Rule Description

You can select this if you want
to access your contacts

Apply this rule after the message arrives
forward it to people or distribution lists

/'

Or you can type an email address at the bottom of the screen.

Select a person from your distribution lists or type in their name.

Message recipients:

To -> jmastrangelo @cox.net ‘

Select Save after you have typed in an email or selected from the distribution list.

Mame: jmastrangelo @mx.neﬂ

“‘ Save || Cancel




