
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. 

 

2. Click on Create Rule. 

 

 

 

3. Check the “subject  contains”  box and then click on Advanced Options 

  

 

 

 



 

4.  The following box will appear. 

 

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.   

 

 

 

 

 

 

 

 

 

 

 

 



6.  The following box will appear: 

 

Type your personal e-mail address in the To-> box.  Hit OK.  Your e-mail address should now show. 

 



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

Next. 

 

 

 

 

 

 

 

 

 

 

 



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

 

Click finish. 

 

 

 

 

 


