Forwarding Red Deer College Student Email to a different account

To forward your Red Deer College email using Outlook Web Access (OWA) perform the
following:

1. Logon to OWA

Open your web browser and enter the following address into the location or address box:
https://email.rdc.ab.ca

When you enter this address and press enter, you will see the following logon screen:
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Enter your username and password. The same username and password you use to logon onto
computers here at the college (i.e. username: student number without the leading zeros and
password: initially set to your birth date YYMMDD)

2. Create a rule to forward your RDC email

Select Rules from the Navigation pane.
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You will then have the rules screen as seen below.
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This will open the Edit Rule window. Enter a Rule Name in the space available if desired,
select the Forward it to option, enter the email address to which you wish to forward your
RDC email in the space provided, and if desired check the Keep a copy in my Inbox option
as seen in the example below.



|l Save and Close |E/ ‘ &) Help

Rule Name (optional) Test rule

When a message arrives

Where the
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) Move it to the specified folder
O Copy it to the specified folder
O Delete it

%) Forward it to yn_uremailaddress @whatever.u_:u:um

Keep a copy in my Inbox

When you have completed your new rule click on Save and Close

|H Save and Close

You will

then be warned that the rule will apply to every message received by your RDC account as

seen below.

Windows Internet Explorer
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Click OK

Your RDC email will now be forwarded to the designated email account.



