Enter your network username and password in the Connect exchange box.

Connect to exchange. lse.ac. uk

@‘a

exchange. lse,ac,uk

Iser narne: | L) - |

Password: | |

[CJremember my password

[ Ok J[ Cancel l

Click on the OK button.
At the bottom of the left pane, click on the Rules button.
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On the Rules toolbar, click on the New button to display the Edit Rule dialog box.
Select the Forward it to box, click in the text box and specify the address to which you wish to
forward incoming mail.



-3 Edit Rule : Outlook Web Access -- Web Page Dialog

H Sawve and Close 9-,/ @) Help

Rule Mame {optional)

when a message arrives

Where the

From Field contains
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Imporkance is Any b
Sent to
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Or is [Jsent only ko me
Then

() Mave it ta the specified Folder
O Copy it ko the specified Folder
) Delete it

() Forward it ko jbloggs@hotmail, com|

D Keep a copy in my Inbox

kit ffowal3 . Ise. ac. ukfexchange/a. bridge Pemd=editrule & Internet

Note: This action only forwards a copy of the incoming mail to the specified destination. The original
message will remain in your LSE Inbox. To avoid a build up of forwarded mail in your Inbox, it is
recommended that you also remove the tick from the Keep a copy in my Inbox box.

Click on the Save and Close button. You may be warned that the rule will act on all incoming
messages.

Microsoft Internet Explorer

\_?/ This rule will be applied ta every message you receive. Are wou sure you wank ta do this?

[ ok |[ Cancel ]

Click the OK button to display the new rule in the Rule Name column.
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