NOTICE

The forwarding of Chicago-Kent email to external email accounts and/or access to Chicago-Kent
email via a mobile device is unsupported services provided only as a convenience to users.

All users of Chicago-Kent email accounts are expected to continue routinely checking and
reading email via Microsoft Outlook or Chicago-Kent's Webmail service. Chicago-Kent will not be
held responsible for missed information or lost data due to problems associated with external
email accounts and/or mobile devices.

Following the procedure described below will send a copy of every single message your Chicago-
Kent account receives to the destination address you specify. If the destination address is
associated with a mobile device, it is possible the mobile device could run out of space if your
Chicago-Kent account receives a large number of messages or several messages with large
attachments. Chicago-Kent will not he held responsible for lost data or missed information should
this occur.

An unlimited bandwidth data plan is highly recommended when using a mobile device to receive
copies of Chicago-Kent email or otherwise access your Chicago-Kent email account. Chicago-
Kent will not be held responsible for any charges you may incur from usage of your mobile
device.



Forward Kentlaw mail to another email address
Note: Emails will still be available in your Kent mailbox after creating this rule
Create a new rule in Microsoft Outlook (Webmail will not work)

1. Goto Tools, Rules and Alerts and Select New Rule

Rules and Alerts

E-mail Rules | tanage Alerts |

(5 blew Rule. .. | Change Rule ~ 43 Cop X Delete | @ % Run Rules Now... Options
Rule (applied in the order shown) Actions
Select the "New Rule” button to make 4 rule.

Rl descripklon \cck anrder et vaie Eorediy

[ ok ][ cance |

2. Choose Start from Blank Rule and Next

Rules Wizard

() Skart creating a rule from a template
(%) 5tart From a blank rule

Step 1: Select when messages should be checked

ls e Ehe :
Check messages after sending

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

Cancel

< Badk next> | [ Fosh |

m




3. Choose Next again

Rules Wizard

which condition{s) do wou want ko check?
Step 1: Select condition(s)

B from people or distribution i

[] with specific waords in the sub]ect
[ through the specified account:
[] sent only to me

[] where my name is in the To bax
[] marked as importance

[] marked as sensitiviky D |
[] flagged For action

[ where my name is in the Cc bax

[] where my name is in the To or Cc box
[] where my name is not in the To box
[ sent to people or diskribution lisk

[] with specific words in the body

£

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

| cancel | | <Back || mext> | [ Finsh |

4. Click on Next another time and then click “Yes” on the alert box to apply the rule to every
message you receive

Rules Wizard

Which conditions) do you wank to check?

[ with specific w._.rd In ths subject
[ through the specified account
[ sent only ko me
where my name is in the To box
[ marked as importance
[ marked as sensitivicy E
[T flagged For action
[ where my name is in the Cc box

Microsoft Office Outlook

! E This rule will be applied to every message you receive, Is this correct?

i‘f‘es][No ]

L Cancel JI_ < Back ]I_ Nexk = J[ Firish J




5. Check the box next to “redirect to people or distribution list”

Rules Wizard [§|

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

B riove it bo the ed Folder

[| assign it to the cateqory category

[ ] delete it

[ | permanently delete it

[ ] move a copy to the specified Folder

(] Forward it to peaple ar distribution list

[ forward it to people or distribution list as an attachment
(] redirect it to people or distribution list

[] have server reply using a specific messane

(] reply using a specific template

[] Flag message For action in & number of dayvs

[] flag message with & colored flag

[] dlear the Message Flag v

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

l Cancel ][ < Back JI Mext = ][ Firiish J

6. After this has been checked click on the words “people or distribution list” in the box for
Step 2

Rules Wizard

wWhat do you want ko do with the message?
Step 1: Select action(s)

[] move it to the specified Folder -~
[ ] assign it to the category category

[] delete it

[] permanently delete it

[] move & copy ko the specified Folder

[] Forward ik ta people or distribution list

] Forward it to pecple or distribution list as an attachment
| have server reply using a specific message

[_] reply using a specific template

[_] flag message For action in & number of days

]

]

flag message with 2 calored Flag
clear the Message Flag bt

Skep 21 Edit the rule description (click an underlined value)

Apply Ehis rule after the message arrives
redirect it tojpecple or distribution list)

[ Cancel ] [ < Back. ]L Mext > | [ Finish ]




7. Inthe To -> field type the email address that you want copies of all of your Kent
messages sent to and click OK

Rule Address _X.

Type Mame or Select From List: Show Mames from the:

| Global Address List v|
] Mame Business Phone: Office
-

\E-mail Recovery =
.Financial Aid Transmiss
JSLAT Student Worker 775
CJUSTINIAM SOCIETY
The Network, Archivist
421, Student Editorial Board
AZ1-Author
Aarmot, Kari 6-5164 719
abbasi, Pericles
Abboo, Raed
Abrams, Sherwin
g5 Academic Administration & ...
EAEHDEMIE SUPPORT PROGR...

< |

£

I8

Specify to whom to Forward messages: -

[ To-= ] |sumeemai|@vahnn.mm |

o] (o

8. Click next 2 times

9. Specify a name for the rule in the box provided and be sure the box next to “Turn on this
Rule” is checked under “Setup Rule Options.” Click Finish, Apply, then OK.
Finish rule setup.

Step 1: Specify a name For this rule
Kent Mail Forveard)

Step 2: Setup rule options
[JRun this rule now on messages already in "Inbox"
[¥] Turn on this rule

Step 3: Review rule description (ciick an underiined value to edit)

Apply this rule after the message armives
redirect it to someemail@Eyshoo.com

e




