
Setting up a “Forward to” E-mail Address in LotusNotes: 
 

From your inbox, select TOOLS 

 then,  NEW MAIL RULE 

• In RULE NAME, TYPE:  “Forward Mail” 

• Be sure that STATUS is ENABLED 

• In the pull-down box under WHEN MESSAGES ARRIVE THAT MEET THESE CONDITIONS, 
select ALL DOCUMENTS 

• Click ADD so that ALL DOCUMENTS appears in the CONDITIONS box on the right-hand-side. 

• In the pull-down box under THEN PERFORM THESE ACTIONS, select SEND COPY TO 

• In the next box, type your alternate e-mail address. 

• In the last box, select FULL 

• Click ADD and your information will appear in the ACTIONS box on the right-hand-side. 

• Last step, click SAVE & CLOSE 

 

Type your 
alternate address 

here 


