
Creating a Rule in Outlook (to automatically forward specific emails to other people or groups) 

1. Select specific email you want to create the rule for, and then click on ‘Rules’.  Select ‘Create Rule’. 

 

 

 

 

 

 

 

 

 

2. Click ‘Advanced Options’ then, 

check the eMail Subject (‘with’) then 

selecet ‘Next’: 
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3. Then check ‘Forward to People or Public Group’: 

4. Click on ‘People or Public Group’ to select whom you want it to go to.  Click ‘To’ 

to add the to the ‘To’ window at the bottom. 

5. Once done, click ‘OK’ and then click ‘Next’.   

 

 

 

 

This will bring up your contact list.  Choose a predesignated group or 

individual people to forward it to: 
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5. Once you select them in the ‘To’ area in the previous 

screen, and select ‘OK’,  you will then see  

whomever you added to forward the email to on the bottom  

(or the group).  Click ‘Next’ to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click ‘Next’ on the ‘Exceptions’ page to skip this page. 
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7. Then you can ‘Name the Rule’ and click Finish: 

 

Note:  You can review the complete rule at this point. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Review Here: 
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Managing a Rule (changing your distribution): 

(Note: if you previously chose a group, then it will automatically  

change as you change to group itself, so this is not necessary): 

 

1. Click on ‘Rules’ again and then click on ‘Manage Rules & Alerts’:  

 

2. Double Click on the Rule your created, then click one of the names or groups 

you chose to forward it to.  
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3. Make your additions or deletions and click ‘OK’: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: You can delete a rule in the same manner. 


