How to Forward Your Email

Step 1

e Using the menu bar, go to “tools” and chose “rules”

& List, create, edit, copy, delete, and run rules

File Edit View Actions

Tools

Accounts  Window Help

=

&
Address Book Property P
8 Onlinex

fat Cassidy Porter Home
..... |q_—\|[2]
............. £5 SentIterns

@[ Calendar

A H CSEW

E Contacts

-] Documents

[ Checklist

-7 Work In Progress

=] {7 eCollege
-1 eCampus
; Fall 2005

Address Book

Messenger
Dial Sender
andling...
Rules
Ctrl+F
Stop Find Esc
Busy Search...

Date Difference...

Mass Document Operations...

Replace Docurnent With Backup

Hit the Road...
Check Mailbox Size...

Options...

El
v Task

L

Mew Document

1=
QuickView

Subject

Tuesday App
Stephen Otq

Re: Distance

Weekly Spec|

Account reg

Re: Fwd: fory

Account reg
Account req
Account reg
Account req
Account reg

| Spring 2006

| Fall 2005 Survey

| Spring 2006 Survey
| Summer 2006

J %'/ﬂ | QI‘J e | @ Strip attachment

8 -4

Mail lEopertiesl Personalize|

From: Rhea Mendoza-Lewis ]

Step 2
e Click “New”

Fules are executed in the order they appear in the list. Drag a
rule to a different pogition to change the order.
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How to Forward Your Email

Step 3
e Name your Rule
e Click “Received”
e Clcik “Define Conditions”

Fule namtg,  Fonward Email
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Then achonz are
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Step 4
e Fillin the blanks as seen below. This prevents looping of email notifications.

*note the Filter Sentence MUST be exactly the same when your finished:
Include entries where...Subject does not contain ‘opened Fwd.’

Define Caonditions

Filter

Inzlude entries where ... Subject does not contain 'opened Fwd:'

- ||:u|:|eneu:| Fid:

e Click “OK”
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How to Forward Your Email

Step 5
e Click “Add Action” and choose “Forward” from the list.

Rule name:  fanward

Wwhen event is
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Appointment conflict exists: | Does not matter [Yes or Ma) ']

Then actions are
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Empty Item
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Link to Folder...
Mark as Private
Mark as Read
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Step 6
e Add the email address you want to send the email to.

Erom: Cazzidy Parter

|
To: C : I Cancel

Subject:

Addreszs Book...
Mezzage:

*no need to add anything in the other fields.

e Click OK
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How to Forward Your Email

Step 7
e Click “Add Action” and choose “Delete/Decline..” from the list.

Edit Rule

Fule name:  forward

wihen event is
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If conditions are  [optional]

Itemn types: Define Conditions. ..
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[ Task
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[ Phone message

Appointrent conflict exists: | Does not matter [Yes or No) ']

Then actions are
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Send Mail...
Forward...

Delegate...

Reply...
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Delete/Decline...
Empty Item
Move to Folder...
Link to Folder...

Save Cancel
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Mark as Private
Mark as Read
Mark as UnRead
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Stop Rule Processing

e Click “Save”

Step 8
e Make sure the box is checked and Click “Close”.

Rulez are executed in the order they appear in the list. Drag a
rule to a different pogition to change the arder.

Rule list:
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