How to Forward Mail from an Outlook Account

1. Click Inbox. 

2. On the Tools menu, click Rules Wizard. 

3. In the Apply changes to this folder list, click the Inbox you want. 

4. Click New. 

5. Click Start from a blank rule. 

6. Select Check message when they arrive. 

7. Click Next. 

8. Select Through the specified account.  In the dialogue box at the bottom click on specified account and select Microsoft Exchange Server.
9. Click Next. 

10. Select forward it to people or distribution list.  In the dialogue box at the bottom click on people or distribution list and select Microsoft Exchange
11. Click Next. 

12. Find the Show Names from the…and select Contacts.  You will probably have to scroll all the way down to the bottom.

13. In the bigger left box, select your alternative email address 

14. Click TO
15. Click OK

16. Click Next
17. Assuming that there are no exceptions, Click Next

18. Click Finish
If you want to run a newly created rule on messages already in the Inbox, select the Run this rule now on messages already in Inbox check box on the last page of the Rules Wizard. 

To have this rule apply to all your accounts and Inboxes, select the Create this rule on all accounts check box on the last page of the Rules Wizard. 

First the alternative email address that you wish to forward to should be in your contacts folder.  If you haven’t done so already, create the contact.  





Click Inbox


Select New then Contact


A box will appear.  In the box that says full name type a name for yourself.  Anything that makes sense to you is fine.  The only other box that has to be completed is the box on the right side, email.  Type in the email address to which you want your mail forwarded.


Select save and close











