
Forward vs Redirect Rule 

A Forward Rule forwards a message which appears to come from you and 

has “FW:” added to the beginning of the subject line. A reply to such a 

message goes to you rather than the original sender. 

A Redirect Rule sends a message as though it comes from the original sender 

rather than you. A reply to such a message goes to the original sender.  

Note: Per CUNY’s policy, auto-forwarding/ redirecting from a CUNY to a non-CUNY 

address is not allowed. 

Creating a Rule to Forward or Redirect Email  

In Outlook Desktop Client: 

1. Click the File tab. 

2. Click Manage Rules & Alerts. 

3. In the Rules and Alerts dialog box, in the Apply changes to this folder: box, click 

to select the mailbox/ account this rule applies to. 

4. On the E-mail Rules tab, click New Rule. 

5. Under Start from a blank rule, click Apply rule on messages I receive and 

click Next. 

6. Optional. Under Step 1: Select condition(s), select the conditions that you want the 

messages to meet for the rule to apply. 

7. Optional. Under Step 2: Edit the rule description, click each piece of underlined 

text, specify values, and then click Next. 

8. Click Next. 

9. If prompted with “This rule will be applied to every message you receive. Is this 

correct?”, click Yes. 

10. Under Step 1: Select action(s), check either: 



o forward it to people or public group 

o forward it to people or public group as an attachment 

o redirect it to people or a public group 

11. Under Step 2: Edit the rule description, click the underlined text for people or 

public group to bring up the Rule Address dialog box. 

12. Specify the people you want to forward/ redirect messages to, and then click To. 

Repeat this step until all are selected then click OK and Next. 

13. Optional. Under Step 1: Select exception(s) (if necessary), select any exceptions 

that you want. 

14. Optional. Under Step 2: Edit the rule description, click each piece of underlined 

text, specify values. 

15. Click Next.  

16. Under Step 1: Specify a name for this rule, enter a name. 

17. Under Step 2: Setup rule options, check the boxes for the options that you want. 

o If you want to run this rule on messages that already are in the Inbox, check 

the Run this rule now on messages already in “Inbox" box. 

o By default, the new rule is turned on. To turn off the rule, uncheck the Turn 

on this rule box. 

18. Click Finish. 

 


