Set a Forwarding Address in Exchange 2010

11/20/2012

1. Log on to your mailbox from mail.anl.gov using any web browser. At the time of this
writing, all users except CSE and BIO use the format ANL\username. Some BIO divison

users log on with BIO/username. CSE Division users will log in as either

CHM_CSG\username or CMT-205\username.
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From the “Options” menu in the top right hand corner of the screen, choose “Create an
Inbox Rule”
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3. From the “New” Menu, choose “Create a new rule for arriving messages”

S

don't want a rule to run, you can turn it off or delete it.

¥ New.. - >

- Create a new rule for arriving messages...

Block or Allow

nermal

Details s 4

[ Move messages from someane to a folder...
[ Move messages with specific words in the subject to a folder...
[z Move message sent to a group to a folder...

7% Delete messages with specific words in the subject...

1 selected of 24 total

weedge to
‘nermal@anldelta.org’

@ F E... | [_] Argonne E... ] E__-,: Argonne E... ] E__-,: Argonne E... lu E-Mail Cﬁen...ld outweb_red... I l_% Inbox Ru... ar =
(- | ik anl.gov | https://mail.anl.gov/ecp/ Trfr=owaip=RulesEditor/InboxF - - 'g." Google P| # B
Outlook Web App sign out ‘ Zaluzec, Christiaan N.
o Maill > Options My Mail 0 -
% B
Account = m §x
Organize E-Mail Inbox Rules Autocratic Replies  Delivery Reports
Groups
Settings Inbox Rules
Phone Choose how mail will be handled. Rules will be applied in the order shown. If you

s arrives

m

received
:@anl.gov’

https://mail.anl.gov/ecp/Rules...oxRules.slab?showhelp=false&#

—




4. Apply this rule to all messages, and choose “redirect the message to...”

-
@ New Inbox Rule - Moxzilla Firefox

‘ b anl.gov | https://mail.anl.gov/ecp/RulesEditor/MewlnboxRule.aspx?pwmcid=2&ReturnObject Type=1

New Inbox Rule
*Required fields
Apply this rule...

*When the message arrives, and:

[Apply to all messages] v|

Do the following:

Redirect the message to.. v| * Select people...

More Options...

+ Save

K cancel




4

5. If the address book window doesn’t pop up automatically, choose “*Select people...” to

display it, then enter your forwarding address in the To -> field and click “OK”
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6. Next, choose “Add Action”, “Move, Copy, or Delete”, “Delete the message”
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7. Click “Save” to complete the forwarding.




