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

1. Open the e-mail that you would like to have forwarded. Click on Rules in the toolbar.
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2. Click on Create Rule.
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3. Check the “subject contains” box and then click on Advanced Options
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—When I get e-mail with all of the selected conditions
[T Erom Fairfield Payroll

[ Sentto Ibseifert@

=~

Do the following
[~ Display in the New Item Alert window

[T Move the item to folder: |5E|El:t Folder Select Folder...

[ Play a selected sound: I'ﬁﬂﬁnduws Motify. waw ﬂ ﬂ Browse... |

a4 I Cancel mced Options...
e




4. The following box will appear.

Rules Wizard x|

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

with Fairfield County Paycheck Advice in the subject —
[ ] sent to beeifert@

[ ] with Eairfield County Paycheck Advice in the subject or body

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

[] where my name is not in the To box

[ with specific words in the body

[ ] 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 cateqory category ;I

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

Apply this rule after the message arrives
with Fairfield County Paycheck Advice in the subject

Cancel < Back I Mext = I Finish

Verify that the box “with Fairfield County Paycheck Advice in the subject” is checked. Click Next



5. Click on the “forward it to people or public group” box in Step 1 (top box). In step 2 (bottom
box you should see a step added “forward it to people or public group” Click on “people or
public group.

Rules Wizard x|

What do you want to do with the message?
Step 1: Select action(s)

] mowve it to the specified folder

[ assign it to the cateqory category

[ delete it

[ ] permanently delete it

] move a copy to the specified folder
|v|:forward it to pegple or public aroun

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

[ ] have server reply using a spedific message

[ reply using a specific template

[ flag message for follow up at this time

[ dear the Message Flag

[ clear message's cateqaries

(] mark it as importance b
] print it

[ play a sound

[ start application

[ ] mark it as read =]

| v

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

Apply this rule after the message arrives
with Fairfield County Paycheck Advice in the subject
forward it to people or public group

Cancel < Back I Mext > I Finish




6. The following box will appear:
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8 Abram Ir, Donald L 3
8 Agosta, Aaron M SHERIFF-DEPUTY SHERIFF

8 Albert, Debra L FCDD DIR OF SERVICES/SU...

8 Allen, Daniel James SHERIFF-DEPUTY SHERIFF

8 Altman, Jody F SHERIFF-RECORD CLERK

8 Anders, Beverlee ] AUDITOR-FIMNANCE

8 Anders, Joshua T UTILITIES WATER. OPERATOR.

8 Anderson, Timothy A EMG-ROAD & BRIDGE INSPE...

8 Anderson-Ison, Cynthia 5

8 Ankrom, Bethany Leigh CLK CTS PARTTIME-DERUTY...

8 Antle, Richard L JUv CT SECURITY OFFICER

8 Appeals Court

8 Appel, Clinton A Juv CT TEACHER. BIWEEKLY

& Archer, Jodi

8 Armbrust, Mindy J FCDD INDIVIDUAL SUPPOR....

8 Armstrong III, James &
P:I Arbme  Weimk | I _}l_l
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Type your personal e-mail address in the To-> box. Hit OK. Your e-mail address should now show.

Rules Wizard x|

Which condition(s) do you want to ched:?

Step 1: Select condition(s)

|| from Fairfield Payroll

with Fairfield County Paycheck Advice in the subject

[ sent to bseifert@

[ with Fairfield County Paycheck Advice in the subject or body
[ 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

[ with specific words in the body

[ 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 ;I

|»

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

withiFairfield County Paychedk Adviceiin the subject
forward it to your e-mail address.com

Cancel = Back I Mext = I Finish




7. 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 -~
[ | except if the subject contains specific words
[ except through the specified account

[ except if sent only to me

] except where my name is in the To box

[] exceptif it is marked as importance

[] except if 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 specific words

[ except if the subject or body contains specific words

[ except if the message header contains specdific words

[ except with specific words in the redpient's address

[ except with spedfic words in the sender's address

[ except if assigned to category category ;I

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

Apply this rule after the message arrives

withiFairfield County Payched: Advicein the subject
forward it to your e-mail address. com

Cancel < Back I Mext = I Finish




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

Rules Wizard

Create bhis rule an all accounts

Apply this rule after the message arrives
with Fairfield County Paycheck Advice in the subject
forward it to your e-mail address. com

Click finish.



