Adding GW Forwarding Rule (Webaccess)

Go to mailgtwy.eaton.k12.mi.us/gw/webacc to login to your GroupWise email.

Click on Options

IR e — | 1 Novel vebccess tuan... ¢ B - B @ - [ Peoe - & Took -

r .p Options Logout

Novell® GroupWise® WebAccess

(CUIP Calendar  Documents

Bren.. - @patiresstook [ Provy [ Merpe Foiers =P
4G} Lucinda Smith 53 Update Focete (P rove T acent T Dedine (] Complete 5% Read Later 7} MarkRead
[ Cabinet IO ‘ ‘ |
= calendar
[ Calendar O @  wifCornwell Host CEAC video conference 4/1/09 8:00 AM
WI Checklist M @  wirCornwell Host CEAC video conference 2/4/09 8:00 AM

Click on Rules tab, select forward and then click create

Options

General Password Proxy Acce Send Options ~ Signature ~ Time Zone

Type: EIRECN | Create |

Activate Rule Name Active rules will be executed in the order listed
[0  Forwarding Email Delete
[J  Out of the Office Delete

Fill out the areas indicated in the example with your own rule name, email address, and subject
heading. If you don’t enter a subject heading the mail will come with a blank subject. Once you
have finished click save. Because you want this to apply to all messages you will have to click
OK on the message screen that appears and then click save again.

Create Rule - Forward |

Rule name: ‘EI’TIB” Forwarding |

I | 3| 3|

then, do the action defined below

To:

|Inu_1980@hntmai\.cnm | | Address Book
CC: BC:

| | |

Subject:

|E15D Email |

Message:

Once you have saved the message you will return back to the screen with the various tabs. Make
sure the rule you created has a check mark next to it, this is what activates the rule. If you ever
want to deactivate the rule you can uncheck the box or delete the rule.



