Forwarding Email Outlook Web Access 2008

Log onto the Outlook Web Access Email and select Options on the upper right part of the screen.
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Select Rules on the Left side
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Select Create a new rule for arriving messages

Rules

@- Mew Rule ~ | Change Rule... Delete

LE Move messages from someone to a folder
LE Move messages with spedfic words in the subject to a folder
LE 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
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Select Delete Disabled Rules if it appears. This message does not always appear.

Compatibility with Outlook b

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 or 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 ¥

Check Redirect the message to people or distribution lists

Please note that Redirect will send the email to your alternate email but there will not be one left on
the Outlook Exchange Server. You will be able to reply to all of the senders by hitting reply with this.

Forward will send a forwarded copy to you alternate email. If you try to reply from your alternate email
it will just go back to yourself.
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Select a person from your distribution lists or type in their name.

& New Rule - Windows Internet Explorer E=NET)

£ | https:/fexchange.socced.edu/owa/7ae=Dialog&t=Rulefitmp=1 hd 5
Rule Description After the message arrives
If my name is...
Select forward or Redirect then click on If the message was sent or received...
pEDplE or distribution lists If the message indudes specific words...

If the message is marked with...
If the message is...

v this rule after the message arrives If the meszsage size or date range...

forward it to people or distribution lists Do the following

-
/ Forward the message to people or distribution lists

[] Redirect the message to people or distribution lists

[l Forward the message as an attachment to people or distribution lists

Mame: Save || Cancel

|:(3 e Internet | Protected Mode: On H100% -

Type in the email address you would like to have your email forwarded to. Then select ok
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vets Click ok when
done

Create Mew Folder Director, College Foundation, COLLEGE,/DISTRICT FOUND... |*
Ttems 1 to 50 I44 b bl

Message recipients:

Janice Mastrangelo * Type in the email address you would like 4

to foward or redirect to

OK | | Cancel |

https://exchange.socced.edu/owa/Tae=Dialog&it=AddressBook8a=PickTo €D Internet | Protected Mode: On 5 i
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& New Rule - Windows Internet Explore

| ﬂ https://exchange.socccd.edu/owa/?ae=Dialog&it=Rulefitmp=1#

Rule Description After the message arrives

If my name is. ..

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

If the message is...

If the message size or date range. ..
Apply this rule after the message arrives g g

forward it to Janice Mastrangelo Do the followin .
9 click SAVE
* Forward or redirect...
Move, copy, or delete. ..
Perform other actions. ..

Exceptions %

Mame: Janice Mastranaelo

ﬁ- 0 Internet | Protected Mode: On

Then select ok. When you return, your new rule will be displayed.

} Rules

L'.-f} Mew Rule = Change Rule. .. 7 Delete

Rule (applied in the order shown)

Janice Mastrangelo

Select the mail icon on the left navigation pane to get back to your email.
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