Outlook Web App — Mail Processing Rules
Forwarding all Incoming Mail to a Personal Email Address

1. Loginto OWA and click the arrow next to Options in the upper, right-hand corner under your

name.

sign out

W& Find someonel Options ~

2. Select Create and Inbox Rule

sign out | Mattlin, Jay A ~

W& Find someone Options = @ -

Options

Set Automatic Replies...

POC TOUr Pasew o i
thions -
Create an Inbox Rule...
See AlTURTICAE. .
E54 P
?
3. Onthe next screen, click New...
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4. At this point, a new window will open to set the rules.
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5. Select the dropdown for “When the message arrives, and:” and click “[Apply to all messages]”
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6. Next, click the dropdown for Do the following: and click “Redirect the message to...”
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7. Once you select Redirect the message to... your address book will open. You will then type in the
address you would like your mail forwarded to in the To box at the bottom. Then click OK.
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Business Contact Manager
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Abram Jr, Donald L
SHERIFF-DEPUTY SHERIFF , SHERIFF PATROL
dabram@sheriff fairfield.oh.us
Agosta, Aaron M
SHERIFF-DEPUTY SHERIFF , SHERIFF JAIL
aagosta@sheriff fairfield.oh.us
Albert, Debra L
FCDD DIR OF SERVICES/SUPPORT , FCDD ADMIN
Dalbert@fairfielddd.com
Allen, Daniel James
SHERIFF-DEPUTY SHERIFF , SHERIFF PATROL
Jallen@sheriff fairfield.oh.us
Altman, Jody F
SHERIFF-RECORD CLERK , SHERIFF CIVIL
jaltman@co fairfield.oh.us
Anders, Beverlee J
AUDITOR-FINANCE , AUDITOR-FINANCE
Banders@co.fairfield.oh.us
Anders, Joshua T
UTILITIES WATER OPERATOR., UTILITIES-OPERATIONS
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LANCASTER
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8. Your New Inbox Rule screen should now look like this...
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9. Click Save and your new rule will be active. You can now exit from Outlook Web App.



