INSTRUCTIONS FOR FORWARDING PAYROLL E-MAIL TO A PERSONAL E-MAIL ACCOUNT

1. Click on Tools = Rules and Alerts...
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2. Click on New Rule...

auHay

Rules and Alerts
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E-mail Rules | Manage Alerts |

Mew Rule...

Rule~ 23 Copy.., ¢4 Delste & % PRun Rules Mow... Options
| Rule (applied in the order shown)

| Actions -
Select the "Mew Rule” button to make a rule,

Rule description {click an undetlined value to edit):

™ Enable rules on all RSS Feeds

QK I Cancel Soply




Click “Move messages with specific words in the subject to a folder” and then click Next.

Rules Wizard x|

Skark Fram a template o From a Blank rule
Step 1: Select a template

Stay Organized
3 Move messages from someone ko a folder
3 Maove messages with specific wards in the subject ko a Folder
3 Maove messages senk ko a distribution list to & Faolder
>< Delete & conversation
? Flag messages frarm someone Far Fallow-up
3 Mave RSS items From a specific R55 Feed to a Folder
Stay Up ko Date
= Display mail from someone in the Mew Them Alert Window
W Play a sound when I get messages from someone
'Q Send an alert ko my mobile device when I get messages from someone
Start from a blank rule

= Check messages when they arrive
=1 Check messages after sending

Step 2: Edit the rule description (dlick an underlined walue)

Apply this rule after the message arrives
with specific words in the subject
move it bo the specified Folder

Example: Move mail with Project in the subject to my Project folder

Cancel = Back I Mext = I Finish




4. Onthe next screen, Step 1 is fine. In Step 2, click “specific words” and enter “Fairfield County
Payroll Advice into the box that pops up and click Add and then Ok.

Rules Wizard x|

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

with specific words in the subject

[ from people or distribukion lisk

[ through the specified account

[ sent anly ko me

[ ] where my name is in the To box

[ ] marked as importance

[ 1 marked as sensitivity

[ flagged For ackion

[ where my name is in the Cc box

[ where my name is in the To or O bos
[] where my name is nat in the To bo —
[ senk to people or distributkion lisk

[ with specific wards in the body

[ with specific wards in the subject or bady

[ | with specific waords in the message header

[ with specific waords in the recipient's address

[ ] with specific words in the sender's address

[ ] assigned to cateqory category LI

|»

Step 2: Edit the rule description {click an underlined wvalue)

ply this rule afte

MEssage arrives

Zancel | < Back I Mext = I Finish |

Specify words or phrases to search for in the subject:

/\
IFairFieIu:I County Payrall Advice Add >

Search lisk:

Remoyve |

Ik | Cancel |

5. Click next.



6. The following box will appear. Uncheck “move it to the specified folder” and check “forward it to
people or distribution list.”

Rules Wizard x|

What do wou wank to do with the message?
Step 1: Select action(s)

[w*irnove it ko Ehe specified Folder ia
[ assign it ta the cakeqory category
[ delete it

[] permanently delete it

= T TR el

mrward it to people or distribution list

5 an attachment
[ redirect it to people or distribution list

[ ] have server reply using a specific message

[ reply using a specific template

[ flag message For follow up ak this kime

[ clear the Message Flag

[ clear message's categories

[ ] mark it as importance o
[ print it

[ play a sound

[ start application

[] mark it as read x|

Step 21 Edit the rule description (click an undetlined walue)

Apply this rule after the message arrives
with Fairfield County Pavrall Advice in the subject
o it ko the specified Folder

Cancel < Back I hext = I Finish

7. Thenin Step 2, click “people or distribution list.”

Step 2: Edit the rule description (click an underlined walie)

Apply Ehis rule after the message arrives

with Eajrk o jeck
Far it ko people or distribukion lisk

Zancel < Back. I Mexk = I Finish




8. Enter your personal email address in the To box. Click Ok

Rule Address x|
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9. Verify that your Step 2 looks like this...

Step 2: Edit the rule description (click an undetlined walue)

Apply this rule after the message arrives
with Fairfigld Counky Payroll Advice in the subject
Forward it to vouremailaddress@someemaildomain, com

< Back I Mext = I Finish

Cancel

10. Click Next.



11. Click Next, the following screen will appear. You do not have to do anything on this screen. Click
Next.

Rules Wizard x|

Are there any exceptions?
Step 1: Select exception(s) (if necessary)

|| exceptif from people or public group -
|| exceptif the subject contains specific words —
| except through the specified account

| exceptif sent only to me

| except where my name is in the To box

| exceptif it is marked as importance

| exceptif it is marked as sensitivity

| exceptif it is flagged for action

[ | except where my name is in the Cc box

| except if my name is in the To or Cc box

[ ] except where my name is not in the To box —
| except if sent to people or public group

| except if the body contains spedific words

| except if the subject or body contains specific words

| except if the message header contains spedific words

| except with spedfic words in the recpient's address

| except with specific words in the sender's address

| exceptif assigned to cateqory category ;l

Step 2: Edit the rule description (dick an underlined value)

Apply this rule after the message arrives
withiFairfield County Paycheck Adviceiin the subject
forward it to your e-mail address.com

Cancel < Back I Mext = I Finish |




12. You will now create a name for the Rule.

Rules Yizard

Finish rule setup.,

Step 1: Specify a name For this rule

Fairfield County Payroll Advice

Step 21 Setup rule options
™ Run this rule now on messages already in "Inbox"
¥ Turn on this rule

™| Create this rule on &ll accaunts

Step 3: Review rule description (click an underlined walue ko edit)

Apply this rule after the message arrives
with Eairfigld Counky Pavroll Advice in the subject
fForward it to wouremailaddressimsomeernaildormain. com

Cancel < Back [exh =

| | Finish I

13. Click finish.




