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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 

 

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

 

Select Rules, New Rules 

 

Select Create a new rule for arriving messages 

http://exchange.socccd.edu/
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If the message below comes up, 

Select Delete Disabled Rules 

 

Select Forward or redirect 
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Check Forward the message 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. 

 

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

 


