Instructions for Forwarding Your Cuesta
Email to Another Address.
(Mac OS X Mail v10.4)

The steps outlined below are for forwarding your Cuesta College email account to an
outside email account. The instructions are based on Mac OS X Tiger.

Note: You should only use the following method if you are regularly leaving on or
logging in to your Cuesta Mac everyday. If it is not on, it cannot forward email.
Otherwise, you should set up the forwarding rule through Citrix nFuse on our remote
email access page.

Step One

Open Mail from your dock as normal. If it is not on your dock for some reason, you can
open it from the Applications folder on the sidebar in any Finder window. Click on Mail
on the menu bar, and then click Preferences.

@ I rile Edit View Mailbox Message Format Window Help

® O About Mail Inbox (1673 messages) o |

Preferences... 3, N r i 1L» &) Q i

| : Junk Reply Reply All Forward New  Get Mail Search !

.1"1 Services » From Subject Date Received vl &
| = = Linda Donnell Doughnuts in 4109 Toda: 8:10 AM
H!de Mail _XH Shane Williams Re: iBook G4 Charger Yesterday 4:35 PM
-4 Hide Others  C3H Shane Williams Re: iBook G4 Charger Yesterday 4:18 PM
Show All Shane Williams Re: iBook G4 Charger Yesterday 4:11 PM
A = Ceorge Stone Re: Digital Performer software Yesterday 3:33 PM

Step Two

Click on the Rules button at the top of the window, then click the Add Rule button.
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Step Three

Type a Description for the rule, such as Forward Email. Leave the first drop down box on
any. On the next line, set the first drop down box to Every message. This will remove
several other boxes. On the next line select Forward Message from the drop down box
and then type the address you wish to forward to in the text box. Click OK.
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Step Four

The following box will pop up. Click No.
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Step Five

Make sure the rule is checked, and close the preferences window. From now on, all your
email will be forwarded to the account you specified when your computer is turned on.
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