
How to forward all your email to a new address 
(from Outlook Web Access) 
 

1. Login to Outlook Web Access normally 

2. Click “Options” in the upper-right corner then “See All Options…” 

 

 

3. In the Options dialog, click “Organize E-Mail” 

 



 

4. Click “New…” 

 

 

5. Click “Create New Rule For Arriving Messages” 

 

 

6. Under “*When the message arrives, and:” choose “[Apply to all messages]” 

7. Under “Do the following:” choose “Redirect the message to…” 

 



 

8. A “Message Recipients” box will be displayed. At the bottom enter the destination email address and 

choose OK. 

 

 



 

9. Once you’re done creating the rule, click “Save” 

 

 

10. Outlook Web Access will prompt you to be sure that you’re aware that your rule will affect ALL 

incoming messages. Click “Yes” 

 

 

11. You are done. Your email will now be forwarded to your other address. 


