Redirecting Email in OWA

Please follow the step below to redirect your incoming email to another email account through OWA.

**You will need to use Internet Explorer 6.0 or higher to redirect your email. Web browsers such as Google Chrome or
Firefox will not show the “Rules” option. Once the rule has been made you will not need to use Internet Explorer.

1. Click Options in the upper right hand corner of the screen.
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2. Click Rules in the choices on the left.

4] IViessal

Messaging

Speling Mumber of i

Calendar Options After movin

Out of Office Assistant Play a

Rules Displa
Displar
Displar

=~ : 1
L Mail ¥ E_mail



3. Click on the New Rulebutton and then Create a new rule for arriving messages
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4. Click Forward or redirect... then check the box for Redirect the message to people or distribution lists
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5. Select a name from the GAL or your contacts or type an email address into the To ->box and click OK
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6. Click on the link for Move, copy, or delete... and click the check box next to Delete
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7. Type a name for your rule in the Name: box and click Save
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8. You should see your new rule listed in the list of rules.
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