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How to: auto forward all new messages to a private e-mail address
e-mail communication with students

UHI students are given UHI e-mail accounts. Please note that UHI and the UHI VLE, Blackboard, sends all e-mail to students’ UHI accounts, not to private accounts.  Students are requested to check their UHI e-mail accounts regularly. If your organization blocks UHI e-mails you can set up an auto forward on your GroupWise account to forward e-mails to the account you normally use. Please note that it is your responsibility to make sure that the rule is working throughout the year.
Set up a GroupWise rule
	Log in to GroupWise.

On the menu bar, click Tools—the Tools menu opens.
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Figure 1: Click Tools, Rules

	Click Rules—the Rules dialog box opens.
Click New.
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Figure 2: Click New…

	The New Rule dialog box opens.
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Figure 3: The New Rule dialog box

	In the Rule name box, type the name of your rule.

Click the Received check box.

Click the Mail check box.

Click the Appointment check box.

Click the Add Action check box.
Click Forward…
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Figure 4: Check the items and click forward

	The Forward dialog box opens.
In the To box, type the e-mail address where you want to receive the items.

In the Subject box, type a subject, for example UHI information.
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Figure 5: The Forward dialog box


Click OK—you are returned to the New Rule dialog box.

Click OK—you are returned to the Rule dialog box.

Check that there is a check mark next to your rule and click close.

Don’t forget to check your GroupWise mail box from time to time to make sure the rule is working.
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