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Configuring Email Forwarding with Office365

1. Go to www.usc.edu/office365.

2. The following page should appear like the image below.

USCUniversity of

Southern California

Welcome. Please sign in to continue.

Sign in

Forgot NetiD | Forgot password

computer.

Need help? visit USC NetiD account servi
)

a. Enter your credentials: USC NetID (username) and password.

3. Atthe top right-hand corner, click Settings L2 > view all Outlook settings.

4. Click Mail and choose Forwarding.
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http://www.usc.edu/office365

USC Viterbi

School of Engineering
Settings Vgt
Attachments
€3 General
Rules
= Mail
Sweep
i Calendar
Junk email
A People

Customize actions
View quick settings
Sync email
Message handling

Forwarding

Automatic replies
Retention policies

Groups

= USC Universityof
W Southern Cah%mia

Layout

Focused Inbox
Do you want Outlook to sort your email to help you focus on what matters most?
O Sort messages into Focused and Other

@ Don't sort my messages

Message height

Choose the height of each message in the message list.
@) Full

O Medium

O Compact

Message organization
How do you want your messages to be organized?
@ Show email grouped by conversation

O Show email as individual messages
How do you want messages in your conversations to be displayed?

(®) Newest messages on top

5. Check Enable forwarding and enter your Viterbi email address or any desired email.

Forwarding

You can forward your email to another account.

Enable forwarding

Forward my email to:

ttrojan@vsoe.usc.edu

Keep a copy of forwarded messages

a. You can choose to Keep a copy of forwarded messages in Office365.

6. Once you enter you email and the option to Keep a Copy of Forwarded Messages is checked,

click Save.
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