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How to Forward STMU Email

1. Login to StMU Wembail
https://mail.stmu.ca/owa

2. Click ‘Options’ on the top right
3. Click ‘Create an Inbox Rule’

Wl Find someone Options ~

Options
Set Automatic Replies..
Change Your Password...

Create an Inbox Rule..,

See All Options...

Select a Theme

(WER
4, Click ‘New’

5. Choose ‘Create a new rule for arriving messages’

& New.. P

| Create a new rule for arriving messages...

[ Move messages from someone to a folder...

6. Click ‘More Options’ field

New Inbox Rule
*Required fields
Apply this rule..

*When the message arrives, and

Select one

Do the following:

Select one

j More Optionsl/

7. Choose ‘Apply to All Messages’ (as in screenshot below)

8. Choose ‘Forward the message to..” (as in screenshot below)

Open: hitp://helpdesk.stmu.ca or Email: helpdesk@stmu.ca or phone: (403) 254-3123
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& New Inbox Rule - Mezilla Firefox =5 =R
ﬁ_ﬂ https://mail.stru.ca/ecp/RulesEditor/NewlnboxRule.aspxfpwmcid=28ReturnObject Type=1 I
New Inbox Rule 7]

*Required fields
Apply this rule...

*When the message arrives, and:

Do the following:

i Select one -
Select one
Move, copy, or delete »
Mark the message »
Forward, redirect, or send * | Redirect the message to...
Add Exception Forward the message to... 4
Forward the message as an attachment to...

] Stop processing more rules (What does this mean?)

MName of rule:

[Apply to all messages]

/ Save K Cancel

Done mail.stmu.ca [}

9. Enter the ‘To’ Address

Message recipients:

To-> }

10. Click ‘Ok’

11. Click ‘Save’

Open: hitp://helpdesk.stmu.ca or Email: helpdesk@stmu.ca or phone: (403) 254-3123




