Forwarding NEOMED emails to Kent (or other preferred) inbox:

1.Beginb ing t NEOMED il online th h Office 365.
egin by going to your email online throug ice 5

2. Go to settings in the top right of the screen and choose mail under

“Your app settings.” Settings x

W

Automatic replies
Create an automatic reply (Out of office)

message.

Display settings

Cheoose how your Inbox should be erganized.

Offline settings
Use this computer when you're not connected

to a network.
Manage add-ins
Turn add-ins from your favorite app vendars on

and off.

Manage connectors

Connect Qutlook to your favorite services.

Theme

. Default theme

Notifications

On
Office 365
Calendar
fii | Office 365 | Outlook People
(© Options
Shortcuts
» General
“Mail Forwarding

4 Automatic processing

Automatic replies Forward my email to:

Automatic

Inbox and sweep rules
Junk email reporting
Keep 2 copy of forwarded messages

Mark as read

Message options

Read receipts

3. On the left side of your screen, under Accounts,

Reply settings
%itentjjlv_lp=li=es choose Forwarding.
ktd ) 4. Enter your preferred email address and save.

POP and IMAP

4 Attachment options
Attachment preferences
Storage accounts

4 Layout
Conversations
Email signature
Focused inbox
Link preview
Message format
Message list
Quick actions

Reading pane

Clean up mailbox




