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How Do I  …..  ?  Forward Email to an External 
Account 
To have email forwarded to another email account 

1. On the My LMS page (the page after the login screen and which lists all of 
your units), select My Settings from the black menu bar at the top of the 
screen. 

 

2. If you are not by default on the tab, My Profile, then select this tab. 

 

3. If your email address does not appear in the email field, select Edit 
Profile.  Then enter the email address to which you want your mail 
forwarded in the email field and choose Save. 

 

4. Next, choose the tab My Tool Options and scroll about halfway down the 
screen to the Mail Options. 

 

5. Select the checkbox which says 'Forward all mail messges to the email 
address in my profile.  Scroll to the bottom of the screen and choose Save. 

 


