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Office 365 Forwarding Rule

The aim of this document is to provide students with instructions on how to set up an Office
365 email forwarding rule.

Target Audience: Office 365 users (only)

Note: The Office 365 forwarding rule can be used by Year 14 Students, who have used their
C2k email address for UCAS application, to facilitate incoming email from UCAS. The
forwarding facility will be operational for 3 months from 30 June - 30 September and during
this period Year 14 Students should update their email address with all contacts to their

non C2k address

OneDrive- Office 365

MyApps

C2k NewsDesk Office 365

audio

network

Audio Network NiMaps

View All

Choose People

Collaborate with Office Online

April 2015 lof4 www.c2kexchange.net



Information Sheet No EN100 Office 365 forwarding rule

Click} New
Click} Create New Contact

Outlook
@ New . All People Lists
p Search my contacts MY CONTACTS

What would you like to do?

Create contact

Create a new contact for someone you
interact with. Find it under My Contacts.

Enter| Contact information

Hsave X Discarp

First name: Middle name:

Last name:

@ Emai 1

Email:

Display as:

Choose Mail
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Click} Settings | Options

Office 365 settings

Mail settings
Refresh

Automatic replies
Display settings
Manage apps
Change theme

Feedback

Click; Mail | Inbox Rules

Office 365

Outlook

(© Options

SHORTCUTS
» GENERAL

«MAIL

4 Automatic processing

Automatic replies

Clutter

Inbox rules

Junk email reporting
Mark as read
Message options
Read receipts

Reply options

4 Accounts

Block or allow

POP and IMAP

Mail options

In this section, you can change your email account settings. Email options are organized into the following categories:

¢ Automatic processing — Control how incoming and outgoing email is handled.
* Accounts — Choose how email will flow in and out of your accounts,
* Layout — Customize the look of your inbox and email messages.

¢ S/MIME — Manage encryption and digital signature settings for email that you send.

Click] “+” to add rule

Inbox rules

Choose how mail will be handled. Rules will be applied in the order shown. If you don't want a rule to run, you can tumn it off or delete it.
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Enter; name for new rule e.g.
Forward

FromWhen the message
arrives
Select | [apply to all messages]

From; Do the following

Select | forward the message to
Choose the contact (previously
set up)

Click} Ok to confirm

Office 365

Outlook

H ok X CANCEL

New inbox rule

Name

forward

When the message arrives, and *

[Apply to all messages] v

Do the following *

Forward the message to... v | Test Forward

Add action
Except if
Add exception

Stop processing more rules (What does this mean?)

X CANCEL

=aE

L b

Test Forwarding

Inbox rules will be confirmed

Inbox rules

Choose how mail will be handled. Rules will be appled in the crder shown. If you don't want a rule to run, you can tum it off or delete it

+70 14
On Name
E forward

Roule: forward

After the message arrives and...
[Apply to all messages]

Do the lul!mhing...
forward the message to
And stop processing more rules on this message

Except when...
MA
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