Notes - Setting up a Rule for your Outlook Web Access Account

Setting up an Rule to forward your e-mail to a preferred e-mail address

Open your bolton.ac.uk - Outlook Web Access account, you should see the screen
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...on the top line click on New (highlighted).................
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a Edit Rule : Dutlook Yeb Access -- Webpage Dialog

|l save and Close‘af| @) Help

Rule Name (optional)
When a message arrives

Where the

From field contains

i
Subject contains
Importance is Any hd
Sent to
People or Distribution List [£2]
Oris [ Sent only to me
Then

' Move it to the specified folder
L Copy it to the specified folder
 Deleteit

© Fornardit to

i
I Keep a copy in my Inbox

Complete the above dialogue box as shown on the next page
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Setting up the Rule

0 Inthe top box type in a Rule Name, this is optional but advisable for future
reference if you need to edit it, if you change your preferred e-mail address

0 Leave all the 'Where the' and 'Sent to' boxes blank

0 At the bottom, check the forward to button and type in your preferred e-mail
address

0 If you wish to keep a copy of the e-mail in your Bolton account Inbox, tick the
check box at the bottom

/2 Edit Rule : Dutlook Web Access — Webpage Dialog x|

!l Save and Clasa|ﬂ¢ ‘ @ Help

Rule Name (optional) Redirect my Balton mail
When a message arrives

Where the

From field contains w

Subject contains

Importance is Any ¥

Sentto

Peaple or Distribution List 9]

oris I Sent only to me

Then
' Mave it to the specified folder
' Copy it to the specified folder
' Deleteit
& Forward it to you@hotmail.com Hl
¥ Keep a copy in my Inbox

Finally, click on Save and Close

3} Edit Rule : Dutiook Web Access — Webpage Dialog x|

|ied 5ave and close|R, ‘ @ Help

Rule Name (optional) Redirect my Bofton mail

When a message arrives

Where the

From field contains w

Subject contains

Importance is Ay w

Sent to
People or Distribution List 1
Oris ™ Sentonly to me

Then
" Move it to the specified folder
" Copy it to the specified folder
" Delete it
& Fowarditto you@hatmail.com |
¥ Keep a copy in my Inbox

You have now set up the Rule to forward all e-mails sent to you@bolton.ac.uk to your
preferred e-mail address.

A. Dale - August 2008



