How to Forward your Direct Deposit Notification to Another Email Account

Do you have Direct Deposit and want to send your voucher notification to another email

account? It’s easy! Follow the steps below to create an Outlook rule to send your

Payroll Direct Deposit notification from your existing Grand Valley Outlook account to

another email account:
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1. Open Outlook
2. Select any original direct deposit notification. They should be from
payroll@gvsu.edu and have “Grand Valley State University - Payroll Department
- Direct Deposit Advice.” in the subject line
3. Click on “Home” in the upper tool bar
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4. Click on “Rules” within the move category towards the right side of the upper
toolbar
5. Click on “Create Rule” within the Rules dropdown menu
6. Your screen should look like this
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7. Make sure the “Subject contains” box is checked and the text displays as “Grand
Valley State University — Payroll Department — Direct Deposit Advice.”
8. Select the “Advanced Options...” button in the bottom right corner

Click “Next >”
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10. Your screen should look like this:
[ Rules Wizard R ﬂ‘

What do you want to do with the message?
Step 1: Select action(s)

[] move it to the specified folder

[] assign it to the cateqory category

[] delete it

[] permanently delete it

»

["] move a copy to the specified folder
11 . forward it to people or public group
[[] forward it to people or public aroup as an attachment

m

[[] redirect it to people or public group

[] have server reply using a specific message
[] reply using a specific template

[] flag message for follow up at this time

[] dear the Message Flag

[] dear message's categories

[] mark it as importance

[ print it

[] play a sound

[[] start application

[] mark it as read -

Step 2: Edit the rule description {dick an underlined value)

Apply this rule after the message arrives

withiGrand Valley State University — Pagroll Dey ct Deposit Advice, i
forward it to people or public group 12
l

[ Cancel ][ < Back ][ Mext = J[ Finish ]

11. bheck the “forward it to people or public group” box
12. Click the blue underlined words “people or public group” towards the bottom
within the Step 2: box.

13. Your screen should look like this:
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14. In the “To ->” field enter the email address you would like the notifications to be
forwarded to

15. Click “Ok”

16. Click “Finish”

You are all set! If you have any questions please feel free to contact Payroll at
payroll@gvsu.edu (616)331-2237 or the CTS Helpdesk at (616)331-2101.
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