
E-mail Forwarding:

To set up your school e-mail account to forward your communication to another email address, please follow the steps below:

1. Log into your e-mail account at: http://mail.ohiochristian.edu

2. Click on the middle icon (Options) at the top of the email
     page between the question mark and the exit icon.

3. Once the options page opens, select the “Rules” tab

4. For “Type:” select “Forward” and click on “Create”

a. Enter a rule name: Forward
	
b. In the “If” space, choose “From”
	
c. Leave the next space as “Contains”

d. In the next space, enter an asterisk *

            e. In the “To:” space, enter the email address where you want the e-mail to be         forwarded

f. In the subject line you might want to add: From OCU

g. Click on “Save”

h. Once back at the “Rules” page you should see the “Forward” rule listed.

i. Click “Save” here and then close this web page

j. Your rule is now active and you can test it by sending an e-mail to that address and see if it forwards to your other account, allow up to five or even ten minutes for the forwarding process as some e-mail servers are slower than others in this respect.

5. Be sure to come to the http://mail.ohiochristian.edu site at least once a month to delete all the e-mails AND then
empty the trash. If you do not do this your mailbox will eventually fill up and no mail will be forwarded to
you.
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