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How to Forward Your College  
Emails to your Personal Emails
1.	 Sign in to the Apps Portal (apps.ivc.edu) 

2.	 Click “Outlook Web App” 

3.	 Click the Settings (gear) icon in the top-right corner of the screen.

4.	 Select Mail from the menu, then click Forwarding.

5.	 Check the box to Enable forwarding.

6.	 Enter the email address where you want your messages to be sent.

7.	 Check Keep a copy of forwarded messages if you want to retain a copy  
of your messages in your current college Outlook inbox. We recommend  
selecting this option. 

8.	 Click Save
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IF YOU HAVE QUESTIONS PLEASE CONTACT US
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