
How do I automatically redirect  my mails to 
another account?  

 
 
1.   Login to Webmail  with your username and password; i.e.  l206292s @edinboro.edu  
 

 

 
 

 

 

2. Selecting the Rules  icon will take you to the Edit Rules screen  
 
 

 
 

 
 



 
3. Select  Add  Button  

 

 
 
 
4.1          Select Rule Active  (if not already checked) to allow the rule to be processed . 

 
4.2           Enter a Rule Name i.e.  MailForward . 

 
 4.3.i       Leave the Include  conditions blank.  
 

 4.3.ii      Leave the Exclude  conditions blank.  
 

 4.4         Click  the Add  button.  
 
 

 



    

 
 

 

 

5.1  Select Redirect to: and enter the e -mail address that messages will be sent to, e.g. 
johndoe@hotmail.com .    

5.2    Click Save  

 

 

mailto:johndoe@hotmail.com


 
 

6. Rule Actio ns: Select Add  

 
 
7.  Select Delete Message  and  Click  Save  

 

 
 

 
 



8. Select OK  to accept the actions  

 
 

 
9.  Click Save  

 

 
 

 


