Creating a Mailbox Rule

« How to forward your @Vanderbilt.edu email to
@VUMC.org mailbox

» For Faculty that are dual identity they can
forward email from their @Vanderbilt.edu to
their @VUMC.org mailbox
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Step 1: Login to your Vanderbilt.edu mailbox using your new
@VANDERBILT.EDU VUnetID via outlook web access (OWA).

https://email.Vanderbilt.edu

Y/ VANDERBILT

Security { show explanation )
® This is a public or shared computer
This Is a private computer

Use the light version of Outlook Web App

User name: | harecc

Password: sesnnanaes

£3 Connected to Microsoft Exchange

& 2010 Microsoft Corporation. All rights reserved.
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Step 2: Select “Options” in the top right Corner

Outlook Web App
Mail > Inbox
Favorites New - Delete - Move - Filter - View -
4 Hare, Chris Search Entire Mailbox o

> [ Inbox (1294

Step 3: Select “Create an Inbox Rule”

sign out ‘ Hare, Chris @ -

W& Find Someone Options ~ @
Options
T Automat g

Select a Theme 5 aM

DE i
.ﬁ | o
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Step 4: Click on “New”

Step 5: In the When the
message arrives
dropdown box click on
“[Apply to all
messages]”
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Account g ﬂ

Organize E-Mail Inbox Rules  Automatic Replies

Groups

Settings Inbox Rules

Ev
gX
g7

Delivery Reports

Phone \ Choose how mail will be handled. Rules will be applied in
Block or Allow
ElDetails X | « |+ | &

= New Inbox Rule - Google Chrome

New Inbox Rule

*Required fields

Apply this rule...

It was received from...

It was sent to..

It includes these words in the subject...

It includes these words in the subject or body...
It includes these words in the sender’'s address...
My name is in the To or Cc box

[Apply to all messages]

- oEN

B Secure | https://emailvanderbilt.edu/ecp/RulesEditor/NewlnboxRule.aspx?pwmcid=4&ReturnObjectType=1

J Save | ¥ Cancel



=1 New Inbox Rule - Google Chrome = =

Step 6: In the do the ewborie

New Inbox Rule

(7]
following dropdown box

click on “Redirect the T
Message to...” |

/RulesEditor/NewlnboxRule.aspx?pwmcid=4&ReturnObjectTy

ark the message with a ca
Redirect the message to...

the message

Send a text message to... / save | ¥ Cancel
|

4

New Inbox Rule - Google Chrome
# Secure

- DO s
https://email.vanderbilt.edu/ecp/RulesEditor/NewlnboxRule.aspx?pwmcid=3&ReturnObjectType=1
St 7- S I t r Address Book =
ep /. selectyou

=
=4

(7]
[4 Default Global Addr-- hare,

@VUMC.org account and e

Aontop
carrie.hare@vumc.org ~
d ¥ .
Show other address lists ¥ + Hare, Chris

is.hare@vumc.org
+1(615) 875-9617
I L k 11 O K » Contacts Mgr Application Server Admin , VUMC IT Hosting Servic...

chris.hare@vumc.org
Hare, Chris (University)

Mgr Application Server 4
WVUMC IT Hostil
/anderbilt.edu W
ggested Contacts Hare, Connie V

kype for Business chrishare. 1@y

g Service

Boone, Darryl N
aff Leader, VPH Adult | Program - 202753 L.
Organization ¥
mc.org
cth
kayann.hare@pop.belmont.edu
Hare, Nicole

nicole.hare@vumc.org
Message recipients:

To-> Hare, Chris;

o e
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Step 8: Verify that your new rule has the following options set
-Apply to all messages

-Redirect the message to... “YOUR VUMC.ORG Account”

Step 9: Click Save

= Mew Inbox Rule - Google Chrome = B
| & Secure | https://email.vanderbilt.edu/ecp/RulesEditor/NewlnboxRule.aspx?pwmcid =4&ReturnObject Ty..
New Inbox Rule (7]

*Required fields

Apply this rule..

-

) Hare, Chris'

[EZ] More Options...
@ s Cancel
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Step 10: Click on
“Yes” to apply to all
future messages

Step 11: Logout of
OWA
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= MNew Inbox Rule - Google Chrome = =
| 8 Secure | https://email.vanderbilt.edu/ecp/RulesEditor/NewlnboxRule.aspx? pwmcid =4&ReturnObject Ty..
New Inbox Rule (7]

“Required fields

Apply this rule..

*When th .
en ™9 Warning x

A, Do youwant this rule to apply to all future messages?
Do the falle

NO

[E5] More Options...



