Forwarding your Exchange Office 365 Email to different Email Account
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Inbox

Go to your inbox

Call answering rules
Choose how your calls will be handled when
you don't answer the phone

Select an item to read

+ outiook open * the toj

. . Display settings
Click here to always select the first item in the list Choose how your Inbox should be

organized

Focused Inbox
Choose whether to sort email to help you
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4 Automatic processing
Automatic replies Choose how email will be handled. Rules will be applied in the order shown. If you don't want a rule to run, y

Clutter

Inbox and sweep rules

Junk email reporting Rule: novity
Mark as read v novitp After them
the messagt

Message options

Read receipts Do the follc

Reply sxtings and stop pn
Retention policies . .
Undo send This rule is:

» Accounts

» Attachment options

» Layout

Clean up mailbox

Sweep rules
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After logging into
rtal.office.com. Click
on the “?” in the upper
right-hand corner and
type “Inbox Rules” in
the Search box then

\click on the “Inbox
Rules” link below it.

Click on the “+” to add a rule
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H ok X Cancel

New inbox rule

Name

When the message arrives, and it matches all of these conditions

Name the Rule
Add condition

Do all of the following
Select one... v
Add action

Except if it matches any of these conditions

Add exception

/| Stop processing more rules (What does
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H oK X Cancel

New inbox rule

When the message arrives, and it matches all of these conditions
I Click on the down arrow
beside “When the
message arrives, and it
It was sent or received > matches all these
conditions” and choose “in

Select one..

I

Select one...

It includes these words > the To or Cc box” under
My name is > in the To or Cc box “My name is”

It's marked with > the only recipient listed

It's > in the To box

Its size is within the specified range... in the Cc box

It's received within a specific date span... not in the To box

[Apply to all messages]
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New inbox rule

Name

Forwarding Cutlook

When the message arrives, and it matches all of these conditions

My name is on the To or Cc line v

- Select the down arrow
Add condition beside “Do all of the
following” and select

Do all of the following ”Redirect the message to

”

Redireckthemessage.tox: Y | Selectpeople.. under “Forward, redirect,
Select one... or Send"
Move, copy, or delete >
tions

Pin the message
Mark the message >
Forward, redirect, or send > | Forward the message to...
Forward the message as an attachment to...
+ Redirect the message to...

Send a text message to...
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Vv Save X Cancel

Redirect t& ge to... janesmith@gmail.com| \

Use this address: jane.smith@gmail.com

22 A second window will

open. This is where you
will enter the email
address of the account

Search Peoi No match was found.

Office Eler

Your contacts

first name ~

# you would like your
Conta Wartburg email to be
forwarded.
e (Unknown) Calend:
Schedule
° +1(800) 728-3575 -
Q +1(800) 728-3575 +
Then click on “Save”
0 +1(800) 728-3575 + Phone
Business:
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New inbox rulgé

Name

Forwarding Outlook

Click “Ok” and your mail will now

When the message arrives, and it matches all of these conditions fOrWa rd to your other emai'
My name is on the To or Cc fine v account.
Add condition

Do all of the following

- jane.smith@gmail.com

Add action

Except if it matches any of these conditions

Add exception

/| Stop processing more rules (What does this mean?)

Another good idea would be to set up “Automatic Replies”, so anyone sending to your
Wartburg account will know that this account will become inactive and have the address of

your new email. To do this:
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Help x

Filter v
9 Agenda Automatic Replies| ai . - .
Click on the “?” again and
> o type “Automatic Replies”
10:25 AM Actions (3) . X
in the Search window.
N Click on the “Automatic
Automatic replies e
. Create an automatic reply (Out of office) Replles Ilnk'
911 AN message.
> Automatic processing - Calendar

330 AM \/ Control how invitations, responses, and
8:30 AN
notifications are handled.

Automatic processing - Mail

P N . Control how incoming and outgoing email is
2 Select an item to read handied.

Click here to always select the first item in the list
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Automatic replies

Automatic Replies

Create automatic reply (Out of Office) messages here. You can set your reply to start at a specific time, or set it
to continue until you tum it off.

Actions (3) Click the “Send automatic
replies” radio button

Automatic replies

Create an automatic rej

message.

Automatic processir

Sat 5/5/2018 = Control how invitations

notifications are handle

Automatic processir
Control how incoming
handled

Send a reply once to each sender inside my organization with the following message:

Help (4.
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Send automatic (O1

Send a reply once to each sender inside my organization with the following message:
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Type the message you
would like in both boxes

I have completed my degree at Wartburg College and my
email address will be changing. Please send all future emails

to <new email address> ~ and click “OK” at the top
= (Ctrl)

of the page. An example
would be, “I have
completed my degree at
Wartburg College and my
Send a reply once to each sender outside my organization with the following message: email address will be

B I UMAMNMAISiS<xv changing. Please send all
future emails to <new
email address>.
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I have completed my degree at Wartburg College and my

email address will be changing. Please send all future emails
to <new email address>
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