How to check email rules on Office 365 Web version

1. Click on the settings in the top right hand corner of your emails (looks like a cog)

) Undc ® ) Try the new Qutlook

2. Scroll down to the bottom of this side bar and click ‘Mail’
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Automatic replies
Create an automatic reply (Out of office)

messzage.

Display settings
Choose how your Inbox should be organised.

Offline settings
Use this computer when you're not connectad

to a network.

Manage add-ins
Turn add-ins from your favourite app vendors
on and off.

Manage connectors

Connect Outlook to your favourite services,

Theme

. Default theme W

Notifications

win W

Your app settings

People
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Go to ‘Inbox and sweep rules
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Mark as read

Message options
Read receipts
Reply settings
Retention policies
Suggested replies

Undo sending

Please now check any/all Rules and Alerts that have been set up and if there are any there

you do not recognise or did not set up please delete this rule by selecting the rule. You will
see this is greyed out when selected.

Inbox rules

Choose how email will be handled. Rules will be applied in the arder shown, If you don't want a rule to run, you can turn it off or delete it
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On Mame Rule: Forwarding rule

v Forwarding rule

After the message arrives and...
[Apply to all messages]

Do the following...
forward the message to ‘Jessica Wright' as an attachment
and stop processing more rules on this message

This rule is: On

Sweep rules

These rules run at regular intervals to keep your inbox clean.
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5. Click the ‘Trash can’ symbol

Inbox rules

Choose how email will be handled. Rules will be apg
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W Forwarding rule

6. This will now be deleted straight away so please check you are deleting the correct rule as
you will have no option to double check and click ‘No’. Click save once rule/alert has been
deleted.

Inbox rules

Choose how email will be handled. Click the "+" icon below to create a new rule
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