How to Redirect Email from Your WCU Account

1) Log into your WCU webmail account.

Campus Connections Library ¢
Webmail myWCU D2L

Username
Password
m Forgot Password
Change Password ?

2) Click Actions on the far right, then Create Rule.

& 4 & |Actons - |
View original message
Oldest on Top
Expand All
Collapse All

=% Reply

@ Reply All

= T# Forward

il Forward as Attachment

=1 Mark as Unread

75 Delete

5 lgnore Conversation

A3 Move to Folder...

7 Copy to Folder...

®: Open Delivery Report

3) Click More options in the pop up window.
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New Inbox Rule (7]
*Required fields

Apply this rule...
* When the message arrives, and:
L) It was received from 'Newcombe, Ellen'
It was sent to 'Smith, Terri L.'
1 It includes these words in the subject 'FW: Mediaiste live stream and record'

Do the following:
Move the message to folder... - * Select one...

[i5] More Options...

J Save | ¥ Cancel

4) Under when message arrives, and:, select Apply to all messages

Apply this rule...

* When the message arrives, and:
! Select one -

Select one

It was sent or received

It includes these words

My name is

It's marked with

It's

Its size is within the specified range...

It's received within a specific date span...
[Apply to all messages)

5) Under Do the following, select Forward, redirect or send and choose an option to

either forward the messages or redirect the messages. Click the Save icon.

Do the following:

Forward the message to... - * Select people...
Select one

Mowve, copy, or delete »

Mark the message »

Forward, redirect, or send * | Redirect the message to...

Add Exception Forward the message to...
Forward the message as an attachment to...

™~ Stop processing more rules (What does this mean?)

6) Your address book will automatically open. Enter the destination email address. Then

click OK in the lower right hand corner
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Address Book = L=

Aaker, Cadence
Contact Alias
1] E-mail

ke g Information D
Aaron, Carly F. Rl
Cortacts Student

Ll West Chester Global ... o

Arange by Mame - A on 10
Show othar addresa lists ¥ a— wdii :

Organization 2z
a My Contacts CATE5864 @weupa. edu
&3 contacts Aoy, Davoes 1
Student
DAGS7B006 @weupa. edu
Aaron, Jessica H
Student
JABEADOE Edwoupa. edu
Abayomi-lge, Olabimpe
Student
CABOEIT T @ woupn. odu
Abbadusky, Diane C
Student
DADST1 077 Ewoupa. edu
Abbadusky, Matthow A
Student
MA7S1812@weupa. edu

Type destination email here

i terrl. amith315@ gmail.com

This dialog box appears. Choose Yes.

Warning x
i

W, Do you want this rule to apply to all future messages?

Yes No

7) Add exception if needed. If not, Click Save.

Except if:
Add Exception

¥ Stop processing more rules (What does this mean?)

Mame of rule:

[Apply to all messages]

" Save

e

CABBA4BE
CABEAHS @ woupa.edu

Student
Waonst Chestor University of

4

|
Cancel

K Cancel

You should be set up now!
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Remove Forwarding/Redirecting Emails Remove Forwarding

1) Log into your WCUPA email account, and click on the Options button.

Outlook Web App sign out | Smith, Terri L. -

Mail > Inbox B75 ltems

» Find Someone  Options -

F it - - - i - View - ] .

e New - Delele - Move- Fiter- View- & | WCU HEOA Student Disclosure
2 Bentk Thet L Search Entire Matlnax £ -1¥  Announcement FALL 2010
=4 Mail Conversations by Date ~ Newestan Tap
FH calendar . I WCU HEOA Student Disc.... — " 2 Academic Computing... @& 4 M Actions -
- I Academic Computing Center 8/7/2010 SR S R
e 4 West Chester University ... Tuesday, September 07, 2010 4:27 PM
|«{I Tacksa West Chester University of ... 9/4/2010 +

2) Choose See All Options.
_u;T "Find Someone Options ~
n Options

Set Automatic Replies...
Create an Inbox Rule...

VI —See All OptionsS I
Select a Theme

sl

]

2
2 ncaunu. 1 uu s o cuuan o

3) Select Organize E-Mail, chose the rule that you created to forward messages, and
uncheck the Check box. Return to Mail. Your email will no longer forward to the other

email address.
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