How to Auto-Forward All Outlook Emails to an Outside Email Service
By Scott Badger

Although we strongly recommend that all faculty, staff and students use Office 365 for email to take full
advantage of the collaborative features and to allow us to better support your email needs, you can
create a rule to forward some or all of your emails to an outside email service.
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Using Outlook Desktop Client

®©

Open & Export

Inbox - sbadger@ric.edu - Ou

cﬂ SBadger@ric.edu

Save As U) Microsoft Exchange

= Add Account

Save as Adobe

PDF F Account and Social Network Settings
LT ] Change settings for this account or set up maore

Account connections,

Settings -

Save Attachments

Access this account on the web,
https:/foutlook.office365.com/owa/ric.edu/
Connect to social networks,

Print

Office Account
Change
Options . . .
Automatic Replies (Out of Office)
B € Use automatic replies to notify others that you are out of office, on vacation, or
Automatic not available to respond to e-mail messages.
Replies
= Mailbox Cleanup
=3 Manage the size of your mailbox by emptying Deleted Items and archiving,
Cleanup i
Tools~
49.2 GB free of 49.5 GB
a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
Manage Rules updates when items are added, changed, or removed.
8 Alerts

1. Click “File” and select “Manage Rules & Alerts”.
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Rules and Alerts

E-mail Rules

- Mew Rule...

#hge Rule » Copy.. Delete Bun Rules Mow... Options

Select the "Mew Rule™ button to make a rule.

Rule (applied in the order shown) Actions

Rule description (click an underlined value to edit):

|:| Enable rules on all messages downloaded from R55 Feeds

QK

] ’ Cancel

Apply

2. Click “New Rule”.

Rules Wizard

S5

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

¥ Move messages from someone to a folder
¥ Move messages with specific words in the subject to a folder
%

Move messages sent to a public group to a folder
|"‘ Flag messages from someone for follow-up
¥ Move R55 items from a specific RS5 Feed to a folder
Stay Up to Date
Display mail from someone in the Mew Item Alert Window
o Play a sound when I get messages from someone

Start from a blank rule
i Apply rule on messages [ receive

D Send an alert to my mobile device when [ get messages from someane

*=] Apply rule on messages I send

Step 2: Edit the rule description (click an underlined value}
Apply this rule after the message arrives

v mrrm

Finish

3. Click “Apply Rule on Messages | Receive”.
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4. Click “Next”.

¥

Rules Wizard

Which condition(s) do you want to check?
Step 1: Select condition(s)

[ from people or public aroup

[] with specific words in the subject

[] through the specified account

[] sent only to me

[ where my name is in the To box

[] marked as importance

[] marked as sensitivity

[] flagged for action

[] where my name is in the Cc box

[] where my name is in the To or Cc box

[] where my name is not in the To box

[ sent to people or public group

[] with specific words in the body

[[] with specific words in the subject ar bady
[ with specific words in the message header
[ with specific words in the recipient's address
[] with specific words in the sender's address
[] assigned to category category

Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives

»

m

[ Cancel ][ < Back ][ Mext =

| [ Finisn

| S

Leave all check boxes unchecked.
Click “Next”.

|| where my name is in the To or Cc box

N

||:| where my name is not in the To box
”

Microsoft Outlook —

=) .

F h This ru il be applied to every message you receive, Is this correct?

Apply this rule after the message arrives

Click “Yes”.
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Rules Wizard

hat do you want to do with the message?
step 1: Select action(s)

[ ] move it to the specified folder

[] assign it to the category category

[] delete it

g | permanently delete it

| | move a copy to the specified folder
forward it to people or public group

[] forward it to people or public aroup as an attachment
[] redirect it to people or public group

["] have server reply using a specific message
[] reply using a specific template

[] flag message for follow up at this time
[] clear the Message Flag

[] clear message's categories

[] mark it as importance

[] print it

[] play a sound

[] start application

[ mark it as read

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives
forward it to people or public group

»>

m

| {

[ cancel | [ <Back || mext>

Finish |

y

8. Check “Forward It to People or Public Group” from th

9. Click “People or Public Group”.

e top section.

B e ——

F
Rule Address -

==

Search: (@ Mame only () More columns  Address Book

Go

Offline Global Address List - SBadger@rico

Advanced Find

| Hame Title

Business Phone

Location |

370

3c
& 401sound
& AADSync Service Account
& Aamat, Heidi B.
& Ababio, Abigail 5.
& Ababio, Dennis K.
& Abadier, Michael John
#% Abaherah, Ibrahim Q.
@‘:.Abanise, Mike
&ﬁbarbanel, Elijah G.
& Abate, Greg C.
& Abate, Kaitlin
& Abatecola, Alexander T.
& Abatecola, Diana M.

L S Sy R . e S ]

o« I |

Student Organization

Alum
Undergraduate Student
Graduate Student/Alum

Admitted Student
Admitted Student
Admitted Student
Adjunct Faculty IT
Undergraduate Student
Undergraduate Student
Graduate Student/Alum

PAT—.

000-000-0000

2879Dist -

L4

Roberts Hall

To ->

CK

Cancel

L%

10. In the To field, type your outside email service address. (i.e. jdoe@gmail.com)

11. Click “OK”.
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mailto:jdoe@gmail.com

12. Click “Next”.
13. Click “Next”.

Rules Wizard @

Finish rule setup.

Step 1: Specify a name for this rule

jdoe@gmail.com

Step 2: Setup rule options
|:| Run this rule now on messages already in “Tnbox”
Turn on this rule

Create this rule on all accounts

Step 3: Review rule description [click an underlined value to edit)

Apply this rule after the message arrives
forward it to jdoe@amail.com

[ Cancel ][ < Back ] Mext =

14. Make sure that “Turn on this rule” is checked.
15. Click “Finish”.

Using the Office 365 Mail App
1. Make sure that your Office 365 Mail app.
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Settings

Search all settings ye

Automatic replies
Create an automatic reply (Out of office)
message.

Display settings

Choose how your Inbox should be organized.

Offline settings
Use this computer when you're not connected
to a network.

Manage add-ins
Turn add-ins on or off, install new ones, or
uninstall others,

Theme

. Whimsical

Motifications
On

My app settings
Office 365

Mail h 2

Calendar

People

2. Click the Options buttons and then click “Mail” below the “My app settings” section.

QOutlook

3. On the left side below the “Options”
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(© Options

Shortcuts Mail options

» General

4 Mail

In this section, you can change your email account settings. Ema
¥

4 Automatic processing int the following categories:

Automatic replies

Clutter

Inbox and sweep rules

Junk email reporting

Mark as read

Message options

Read receipts

Reply settings

Retention policies
4 Accounts

Block or allow

Connected accounts

Automatic processing — Control how incoming and out
Accounts — Choose how email will flow in and out of yo
Layout — Customize the look of your inbox and email m

S/MIME — Manage encryption and digital signature sett

send.

section, click “Inbox and sweep rules”.

User Support Services
Rhode Island College
Rev 1



Inbox rules

Choose how email will be handled. Click the "+" icon below to create a new rule.

+

On Mame

4. Below the “Inbox rules” section, click the plus sign (+).

H oK X Cancel

New inbox rule

MName

When the message arrives, and it matches all of these conditions

Select one... -

Add condition

Do all of the following

Select one... -
Add action
Except if it matches any of these conditions

Add exception

+/| Stop processing more rules (What does this mean?)

5. Do the following:
a. Enterin a name for your new rule.
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b.

When the message arrives, and it matches all of these conditions’

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] &
2

Click the down arrow and select “Apply to all messages”.

&

Do all of the fellowing
Select one...
Select one...
Move, copy, or delete
Pin the message
Mark the message

Forward, redirect, or send

”

2

s mean?)

tions

Forward the message to...

Forward the message as

Redirect the message to...

Send a text message to.

Cad

chment to...

Click the down arrow and mouse over “Forward, redirect, or send” and then select

“Redirect the message to”.
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¥ Save X Cancel

D
Redirect the message to...

»
search People

Your contacts

John Doe

By first name ~

1

%

=+

~

Jo
1

d. Click the plus sign to the right of the contact which is associate to your outside email.

e. Click “Save”.

OK X Cancel

MNew inbox rule
Mame

Redirect RIC Email

When the message arrives, and it matches all of these conditions

[Apply to all messages] -

Do all of the following

Redirect the message to... -

Add action

Except if it matches any of these conditions

Add exception

+'| Stop processing more rules (What does this mean?)

6. Click “Ok”.
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