Login to your email, and then...

Step 1:

(top right corner)

QOutlook Calendar

People

First, click here! Refresh

Automatic replies
Change theme
Delivery reports
Display settings
Manage apps
Mobile devices
Offline settings

Then here! Region and time zone

Feedback

Step 2:

4 MAIL Mail options
4 Automatic processing

Automati lies . )
Htomatic rephe following categories:

In this section, you can change your email account settings. Email options are organized into the

® Automatic processing — Control how inbound and outbound email is handled.

Layout — Customize the look and feel of your inbox and email messages.

Clutter
Inbox rules .
® Accounts — Set up, connect, and manage your email accounts,
Junk reporting .
Mark as read & Delivery reports — Search for delivery infermation abeut messages that you've sent or
Message options received.

Read receipts
Retention policies
4 Accounts

Block or allow

Connected accounts
i ]
Gz Click here!

POP and IMAP
4 Layout
Conversations
Email signature
Message format

Message list



Step 3:

X DISCARD

you've entered your

Click here AFTER
Forwarding other email address.

& Start forwarding
Forward my email to: / Enter your personal
email address here.

jsmith@mbts.eduy

Keep a copy of forwarded messages in Outlook Web App
¥ 9

atop torwarding

And now you’'re done! It would be a good idea
to send yourself a test email at this time to
make sure it is working correctly.



