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Forward Cuesta E-mail  

The steps outlined below let you forward or redirect the e-mail from your Cuesta College account to 
a personal e-mail address. First you must create a special entry in your Contacts folder.   

Forwarding vs. Redirecting 
Message Forwarding Message Redirection 

 Adds the designation "FW:" to the 
beginning of the Subject line 

 Changes the message formatting 
 The message indicates it came from your 

Cuesta e-mail. 
 A copy of the message you received is left 

in your Inbox. 
 Replies must be manipulated manually to 

assure they are addressed to original 
sender. 

 Sends the message, unchanged. 
 The message appears as though it came 

directly from the original sender. 
 There is no indication that the message 

was delivered by way of your account. 
 A copy of the message you received is left 

in your Inbox. 
 Replies are automatically addressed to the 

original sender. 

 

WARNING: When replying from your non-Cuesta account to forwarded or redirected e-mail, the 
recipient will see the return address as your non-Cuesta account, not your Cuesta address. 

NOTE: Mac users should access e-mail using Outlook Web App (OWA). 
 

Create “MyOtherEmail” in Contacts 
Before creating a rule to either forward or redirect, you must make a contact containing the address 
to which e-mail will be forwarded/redirected. 
 

Outlook Outlook Web App (OWA) 
1. In Outlook, press [Ctrl]-[3]. 

Contacts will display. 

2. Click the “New Contact” button.  
An Untitled - Contact form will open. 

3. Type “MyOtherEmail” in the Full Name 

field. 
4. Press the Tab key to move to the next field. 

NOTE: If a “Check Full Name” box will 
appears, click OK to accept. 

5. Type the e-mail address to forward to in 
the E-mail field. 

6. Click Save and Close. 

1. In OWA, click the Apps icon.  
2. Click People. 

3. Click the New button.  
4. Type “MyOtherEmail” in the First Name 

field. 
5. Type the e-mail address to forward to in 

the E-mail field. 
6. Click Save. 
 

 
 
  

http://www.cuesta.edu/departments/documents/training_docs/O365_QR.pdf
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Redirecting 
Use this method to keep the sender information in the message header. This will simplify when 
replying to a message. 

Outlook Outlook Web App (OWA) 
1. Click the File tab. 
2. Click the Manage Rules & 

Alerts button. 
The Rules and Alerts dialog 
will appear. 

3. Click New Rule.  
The Rules Wizard dialog will appear. 

4. Click Apply rule on messages I receive, 
under “Start from a blank rule”. 

5. Click Next. 
The Rules Wizard (“which conditions”) 
dialog will appear. 

6. Leave all check boxes blank under “Step 1: 
Select condition(s) and click Next. 
A confirmation dialog will appear. 
 

 
 

7. Click Yes. 
The Rules Wizard (“What to do”) dialog will 
appear. 

8. Select the redirect it to people or public 
group check box, under “Step 1: Select 
action(s)”. 
OPTIONAL: Select the delete it check box to 
automatically move redirected e-mail from 
your Inbox to your Deleted Items.  
(NOTE: You will still be required to 
periodically empty your Deleted Items 
folder in Outlook.) 

9. Click people or public group, under “Step 
2: Edit the rule description…”. 
The Rule Address dialog will appear. 

10. Select Contacts from the “Address Book” 
drop-down list. 

11. Double-click the name, MyOtherEmail,  
and then click OK. 

12. Click Next twice.  
The final Rules Wizard dialog will appear. 

13. Type a name (i.e. “Redirection”), under 
“Step 1: Specify a name for this rule”. 

14. Click Finish.  
 

1. In OWA, click the Settings icon.  
2. Click Mail, under “My app settings”. 

The Options pane will appear on the left. 
3. Click Inbox and sweep rules, under Mail 

> Automatic processing. 
“Inbox rules” will appear in the center pane. 

4. Click the Add (plus) icon.  
The “New inbox rule” screen will appear. 

5. Type a name (i.e. “Redirection”) in the 
“Name” field. 

6. Select [Apply to all messages] from the 
dropdown list under “When the message 
arrives, and it matches all of these 
conditions”. 

7. Select Forward, redirect or send > 
Redirect the message to… from the 
dropdown list under “Do all of the 
following”. 
Contacts will appear. 

8. Locate and double-click on 
“MyOtherEmail”. 

9. Click Save near the top of the 
screen.  

10. Click OK near the top of the 
screen.  

11. Click the Options button 
(upper left) to close the 
Options pane.   

12. Click the Settings close button  
(upper right) to close the Settings pane. 
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Forwarding 
Use this method to show your Cuesta e-mail address in the message header. This will simplify 
identifying forwarded messages. 

Outlook Outlook Web App (OWA) 
1. Click the File tab. 
2. Click the Manage Rules & 

Alerts button. 
The Rules and Alerts dialog 
will appear. 

3. Click New Rule.  
The Rules Wizard dialog will appear. 

4. Click Apply rule on messages I receive, 
under “Start from a blank rule”. 

5. Click Next. 
The Rules Wizard (“which conditions”) 
dialog will appear. 

6. Leave all check boxes blank under “Step 1: 
Select condition(s) and click Next. 
A confirmation dialog will appear. 
 

 
 

7. Click Yes. 
The Rules Wizard (“What to do”) dialog will 
appear. 

8. Select the forward it to people or public 
group check box, under “Step 1: Select 
action(s)”. 
OPTIONAL: Select the delete it check box to 
automatically move forwarded e-mail from 
your Inbox to your Deleted Items.  
(NOTE: You will still be required to 
periodically empty your Deleted Items 
folder in Outlook.) 

9. Click people or public group, under “Step 
2: Edit the rule description…”. 
The Rule Address dialog will appear. 

10. Select Contacts from the “Address Book” 
drop-down list. 

11. Double-click the name, MyOtherEmail,  
and then click OK. 

12. Click Next twice.  
The final Rules Wizard dialog will appear. 

13. Type a name (i.e. “Forwarding”), under 
“Step 1: Specify a name for this rule”. 

14. Click Finish.  
 

1. In OWA, click the Settings icon.  
2. Click Mail, under “My app settings”. 

The Options pane will appear on the left. 
3. Click Inbox and sweep rules, under Mail 

> Automatic processing. 
“Inbox rules” will appear in the center pane. 

4. Click the Add (plus) icon.  
The “New inbox rule” screen will appear. 

5. Type a name (i.e. “Forwarding”) in the 
“Name” field. 

6. Select [Apply to all messages] from the 
dropdown list under “When the message 
arrives, and it matches all of these 
conditions”. 

7. Select Forward, redirect or send > 
Forward the message to… from the 
dropdown list under “Do all of the 
following”. 
Contacts will appear. 

8. Locate and double-click on 
“MyOtherEmail”. 

9. Click Save near the top of the 
screen.  

10. Click OK near the top of the 
screen.  

11. Click the Options button 
(upper left) to close the 
Options pane.   

12. Click the Settings close button  
(upper right) to close the Settings pane. 
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FAQ (Frequently Asked Questions) 
 
Q: Can I still use my Cuesta e-mail via Outlook? 
A: Yes, you may still access all other areas of your Exchange account normally and use the public 

folders. 
 
Q: How do I change the address to which Cuesta e-mail is forwarded? 
A: If you want to change the address you forward to, simply launch Outlook, select the Contacts 

folder and change the e-mail address in the contact, “MyOtherEmail”. 
 
Q: How do I stop forwarding if I change my mind? 
A: If you want to discontinue the forward, go to “Manage Rules & Alerts” (Outlook) or “Inbox and 

sweep rules” (OWA) and uncheck box beside the redirecting/forwarding rule you created. This 
will turn it off until you want to use the rule again. 

 
Q: How do I re-enable stopped forwarding? 
A: When you want to use the rule again add a check to the box beside the rule to re-enable it in 

“Manage Rules & Alerts” (Outlook) or “Inbox and sweep rules” (OWA). 
 


