INSTRUCTIONS FOR FORWARDING GROUPW!ISE EMAIL FROM WEB LOGIN

1. Go to https://gwweb.ladhs.org
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GROUPWISE WEB EMAIL

Warning: This system is for authorized use only, Users have no explicit or implicit expectation of privacy. all
users of this system may have files intercepted, recorded, copied, audited and/or inspected by the System
Administrator, as well as by authorized officials from other agencies. Please refer to Board of Supervisors Policy
6.104 'Use of Electronic Mail {e-mail) by County Employees' and DHS Policy 935,20 'acceptable Use Policy for
County Information Technology Resources' for applicable County policy.

Unautharized or improper use of this system may result in disciplinary action and civil and criminal penalties. By
continuing to use this system, you indicate your awareness of and consent to these terms and conditions of Lse.
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2. Loginusing your User ID and Password.
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3. Select the Options button as indicated by the arrow above.
4. Select Rules
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5. Select Forward from the drop down menu and press the Create button to the right.
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6. (a) Enter aname for the forward rule you are creating. (b) Enter the email address where you want your mail
forwarded. (c) Enter asubject lineif you want. (d) Press the save button.
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Rule name: |F0rward all mail to hatmail

Define Optional Condition - If a condition is not defined, this rule will apply to all new mezsages.
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then, do the action defined below

Define Action-Definethe action you want to occur when this ruls s run.
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7. Thefollowing message will appear in red at the top of your screen: “You have not defined a rule condition. If a

condition is not defined, this rule will apply to ALL new messages received. To continue, save this rule with or without a
condition.” Press save to continue.

8. The check mark indicates that the Forward Rule is active. Y ou are finished.
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Active rules will be executed in the order listed
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