
Houston Baptist University 
Application Services – Information Technology Services 

Forwarding HBU email to another email account 
Aug/2009 

Introduction: 
Some times staff, faculty and students need to forward their HBU email to another email account like Yahoo, Hotmail, 
Gmail, Windstream, Comcast and others.  Our email server is OCS and here is where you will do the configuration.  
These instructions will let you forward the HBU email to your preferred account. 
 
Configuration: 
Access the OCS web client.  In a web browser go to http://ocs.hbu.edu and login using your credentials.  Click Sign In. 
 

 
 
The Oracle Collaboration suite page opens.  Click on the E-mail link on the Links group. 
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A new window appears with the Email application.  Look in the upper right hand corner and click on Preferences. 
 

 
 

A new window appears.  Click on the closed envelope. 
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The screen on that window changes to the following.  Locate the Rules link and click on it. 
 

 
 

 
Locate and click the New button to create the forwarding rule. 
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Another popup dialog window appears.  In the Name field enter “Forward All”.  Leave the Event dropdown field on 
“When messages are delivered” .   For Matching, select the All radio button.   Under Actions, select from the dropdown 
“Send a blind copy (Bcc) to” and in the blank field to the right enter your personal email (from Yahoo, Hotmail, etc.).  
Check all the parameters and click Ok. 
 

 
 

Now all the email that you receive in your HBU account (username@hbu.edu) will be forwarded to your personal email 
account.  If you want to disable Forwarding, just go to this last window, select the rule “Forward All”, and change the 
Active status to No or delete the rule. 
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