Redirect or Forward Emails from your “sunysccc.edu” Account
These instructions explain how to forward all your email messages to a different account. First, use Internet Explorer on a Windows computer to log into your account at  http://www.sunysccc.edu/ex  

1. Once you are logged into your account, click on the Options link on top right side of the window, (Example below) then select Rules from the menu on the left. 
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2. If you get the Compatibility with Outlook box click on the Delete Disabled Rules button. 
3. Select New Rule, then Creating New Rule for Arriving Messages. (Example below) 
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4. In the Do the Following section, choose Forward or redirect.
5. Select the Redirect the message to people or distribution lists option and put a check in the checkbox. Also select the Move, Copy or Delete option and put a check in the Delete the Message checkbox. 
Note: It is suggested that you redirect your emails instead of forwarding them. If you create a rule to forward your e-mails to another account, all e-mails will appear to be from your e-mail account once they reach the final destination rather than from the original sender. By redirecting email instead, each e-mail will be sent on and retain the original sender information. However, any other recipients that the e-mail was originally sent to, copied to, or blind-copied to will not be retained in the redirected e-mail. 

6. [image: ]Next you will need to put in the email address that you want all your emails to be redirected to. Click on the people or distribution lists link in the middle of the dialog box to bring up another window called Address Book-- Web Page Dialog. Type the email address in the To line and click OK. (Example below) 










7. After verifying the Rule Description click Save on the New Rule dialog box. 
8. The next email you receive in your SCCC account will be redirected to your new address you entered. A copy of the email will be left behind in your sunysccc acount’s Deleted Folder. 
A step-by-step video of this process is available at:  
http://tinyurl.com/sccc-redirect 
For additional help, please contact either the Academic Computing Help Desk (381-1487) or the Instructional Technology Center (381-1253).
D. Feinberg
Schenectady County Community College
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