To setup forwarding rules in Outlook 2010

1. In Outlook click on the File

Microsoft Outlook

/ Receive Folder

Jruggirello@goodwip.edu
Microsoft Exchange

% Add Account
Open e i

H . Acfount Settings
@L Mqdify settings for this account, and configure additional connections.

elp
H ’Il' Access this account on the web.

Account
B oOptions Settings ~ https://webmail.goodwin.edu/OWA/

® Exit

Automatic Replies (Out of Office)

se automatic replies to notify others that you are out of office, on
'vacation, or not available to respond to e-mail messages.

«l

Automatic
Replies

Mailbox Cleanup

Manage the size of your mailbox by emptying Deleted Items and
archiving.

1.74 GB free of 2 GB

Cleanup
Tools ~

Rules and Alerts

@J Use Rules and Alerts to help organize your incoming e-mail messages,

and receive updates when items are added, changed, or removed.
Manage Rules

& Alerts

3. Click on New Rule

iules and Alerts |
/ k.u._

E-mail Rules Manage Alerts

@ﬂew Rule... Change Rule~ 52 Copy... X Delete | 4 ¥ RunRules Mow... Options

| |Rule (applied in the order shown) | Actions




4. The rules wizard will open. Select Apply rule on messages I receive then click on Next

Rules Wizard / &J

Start from a template or from a blank rule
Step 1: Select a template
Stay Organized

33

Move messages from someone to a fold
Move messages with specific words in the subject to a folder
Move messages sent to a public group/to a folder

Flag messages from someone for foflow-up

Move Microsoft InfoPath forms of a/specific type to a folder

S Feed to a folder

NPl e NUCRNAN

Move RSS items from a specific
Stay Up to Date

“: Display mail from someone in the New tem Alert Window

& Play a sound when I get mesgages from someone

# Send an alert to my mobile device when I get messages from someone
Start from a blank rule
¢ =1 Apply rule on messages I receive

=1 Apply rule on messages I send

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives

< Back Mext = ] l Finish




5. Check the box next to where my name is in the To of Cc box then click Next
Rules Wizard / | X J

Which condition(s) do you want to checl
Step 1: Select condition(s)

[] from people or public group

[ ] with specific words in the subj
[ ] through the specified account
[ ] sent only to me
[ ] where my name is in the T¢ box
[ ] marked as importance
[ ] marked as sensitivity
[ ] flagged for action

[ ] where my name is in the Cc box

where my name is in the To or Cc box

[ ] where my name is not in the To box

[ ] sent to people or public group

[ ] with specific words in the body

[ ] with specific words in the subject or body

[ ] with specific words in the message header

[ ] with specific words in the recipient's address
[ ] with specific words in the sender's address
[ | assigned to category category sl

»

m

Step 2: Edit the rule description (click an underlined value)

Apply this rule after the message arrives
where my name is in the To or Cc box

v

Cancel I[ < Back ” Next > I[ Finish




6. Check the box next to redirect it to people or public group. The rule is filling in at the
bottom. You will now select/(he underlined people or public groups

Rules Wizard / / tﬁ

What do you want to do with the message?
Step 1: Select action(s)

[] move it to the specified
[] assign it to the catego

[] delete it

[] permanently delete |
[] move a copy to the/specified folder
[] forward it to people or public group

[] forward it to geﬁe or public group as an attaghment

Ider -
category

111

le or public grouy,

[ ] have server reply using a specific message
[] reply using a specific template

[] flag message for follow up at this time
[] clear the Message Flag

[] clear message's categories
[] mark it as importance

[] print it

[] play a sound

[] start application
[] mark it as read

Step 2: Edit the rule description (click/an underlined value)

Apply this rule after the message
where my name is in the To or
redirect it to people or public group

Cancel ]l < Back ][ Mext = ]l Finish




7. The global address book will pop up, type in the address you want to redirect the

messages to an‘l click OK.
\ \
| Name \ T&Ng Business Phone Location Department |

Aaron Isaacs

Abby Alter E
Abby Kehoe

Academic Staff

Accounting Department

Adam Craig

Administrator

g
g
8
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g
g
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Admissions Departmeht
admissions-online
Adriane Cropley
Adrienne Doughty
Advancement

Advising

Agnes Bubloski
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\\/ I b

To-> !jdoe@home.com \| |

8. Select Finish

Rules Wizard gﬂ

What do you want to do with the message?
Step 1: Select action(s)

move it to the specified folder -
assign it to the category category

__

anently delete it
copy to the specified folder

[] forwardNt to people or public group
[ forward it%g people or public group as an attachment

11

redirect it to le or public grou,
[ have server reply using a specific message
templ

[] clear the Message Flag
[ clear message's categori
[] mark it as importance

[ ] print it

[] play a sound

[ ] start application

[ mark it as read

Step 2: Edit the rule description (click an und%\d value)
Apply this rule after the message arrives

where my n r Cc box

redirect it t

cancel | [ <Back | wet> | [ Fmsh |




9. Select Ok from the E-mail rules and then on the Home menu at the top to return to your
mail.

Home Send / Receive Folder View

Rules and Ale}t\ M

E-mail Rules | Ma Alerts

@ﬂe‘w Rule... Cﬂgxae Rule > 53 Copy... P Delete | 4 ¥ Run Rules Now... Options

-~ |Rule (applied in the éf\der shown) | Actions | -
Open where my name is in the To or Cc box b
Print

Help

E Options i

® Exit

Rule description (click an underlined value to
| Apply this rule after the message arrives
where my name is in the To or Cc box
redirect it to jdoe@home.com

[ | Enable rules on all messages downloaded from RSS Feeds




