


[bookmark: _GoBack]How to forward your College of the Desert mycod.us email to another email account
Step 1. Log into your MyCOD.us email account from the MyCOD Student Portal
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Step 2. Once you login, “Quick Launch” will show on the right side. Select the “mycod.us Email” button and login with your mycod email address
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Step 3. Click on the Settings icon in upper right (shaped like a gear)
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Step 4. Click on “View all Outlook settings”
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Step 5. Select “Forwarding” from the Settings
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Step 6. Check the box next to “Enable Forwarding” and enter the email address you want to forward to
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Step 7. Very Important – Make sure to check the box next to “Keep a copy of forwarded messages” to ensure you will always have a copy of emails from COD
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Step 8. Click “Save” in the upper right to save your changes and to activate the email forward
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Rev 10/15/19



image4.png
Full Medium  Compact

(®) Newest messages on top

(O Newest messages on bottom

Qoft

Reading pane

(®) Show on the right /
View all Outlook settings 1




image5.png
Settings

O Search settings

kel

=
=
£

General

Calendar
People

View quick settings

Layout
Compose and reply
Attachments

Rules

Sweep

Junk email
Customize actions

Sync email

Message handiing
ing ’

Automatic replies

Retention policies
S/MIME

Groups




image6.png
Forwarding

You can forward your email to another account.

Ensble forwarding ?

Forward my email to:

road.runn3r2019@examplelcom

[ Keep a copy of forwarded messages





image7.png




image8.png
Forwarding ﬂ “

You can forward your email to another account
Enable forwarding

Forward my email to:

road.runn3r2019@examplelcom

Keep a copy of forwarded messages




image1.png
o e v oo o )





image2.png
QuickLaunch

o

Canvas Emergency Alert

J 5]

mycod.us Email Student Self Service

Library Resources

WA

WebAdvisor




image3.png




