How to Create a Forwarding Rule in OWA

Within the Outlook Web App, at the top right corner, click ‘Options’ and select ‘Create an Inbox Rule’
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For condition ‘When the message arrives, and:’ click the dropdown menu and select ‘[Apply to all

messages]’

For condition ‘Do the following:’ click the dropdown menu and select ‘Redirect the message to. ..’

(Note: A second window will appear to enter the forwarding email address)
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In the To field, type in the Gmail email address and click Ok
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Click ‘More Options’
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Select ‘Move, copy, or delete’ then select ‘Delete the message’

Click ‘Save’
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Note: deleted messages are kept in the Deleted Items folder and will continue to count against your
email quota. You will need to occasionally log into Exchange to empty Deleted Items. In the folder list on
the left of the window, right click on Deleted Items and select “Empty Deleted Items.”



