
INSTRUCTIONS FOR FORWARDING PAYROLL E-MAIL TO A PERSONAL  E-MAIL ACCOUNT 

1. Click on Tools � Rules and Alerts… 

 

2. Click on New Rule...  

 

 

 

 

 

 

 

 

 



3. Click “Move messages with specific words in the subject to a folder” and then click Next.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. On the next screen, Step 1 is fine. In Step 2, click “specific words” and enter “Fairfield County 

Payroll Advice into the box that pops up and click Add and then Ok. 

 

  

5. Click next.  

 

 

 



6.  The following box will appear. Uncheck “move it to the specified folder” and check “forward it to 

people or distribution list.” 

 

7. Then in Step 2, click “people or distribution list.” 

 

 

 

 

 



8. Enter your personal email address in the To box. Click Ok 

 

9. Verify that your Step 2 looks like this…  

 

10. Click Next.  

 

 

 



11. Click Next, the following screen will appear.  You do not have to do anything on this screen.  Click 

Next. 

] 

 

 

 

 

 

 

 

 

 

 



12.  You will now create a name for the Rule. 

 

13. Click finish. 

 

 

 

 

 


