
To setup forwarding rules in Outlook 2010 

1. In Outlook click on the File 

2. Click on the Manage Rules & Alerts button on the right side 

 

3. Click on New Rule 

 



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

 



5. Check the box next to where my name is in the To of Cc box then click Next 

 



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 the underlined people or public groups 

 



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

messages to and click OK. 

 
8. Select Finish 

  



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

mail. 

 


