After you click on NEW, you will see the screen
below:

i sove ond close B | @ b

Rule Name (aptional)

When amessage arives

Where the
From field contains |
Subject contains

Importance is Ay v

Sentto

People or Distribution List

oris [sent only to me

Then
@ Moveit to the specified folder
O Copyit to the specified folder

) Deletr

Keep a copy in my Inbox

7) At the top of this page, click the box next to Rule
Name. Give the rule a new name, such as Redirect.
You will be redirecting all email that goes into your
Olympic College account, into an account of your
choosing.

Rule Mame (optional)

8) At the bottom of the page, in the box next to
Forward To, type in the email address you would
like to send all your mail to. It is recommended you
keep a copy of all mail in your inbox. Make sure the
circle next to Forward to, and the box next to Keep a
copy in my inbox, has a green check mark in it.

Redirecting your Olympic College web
mail to a personal email account of your
choosing allows you to get all your mail in
one location.

*

*

Every students at Olympic College is given
an email 2-3 days after paying tuition.

It is a great way to stay in touch with your
teachers.

Instructor Evaluations, Financial Aid info,
Registration info, new OC events, and
other information is sent to your OC
account.

All email in your OC email account will be
kept for a whole quarter in your inbox. If a
student is not registered for the following
quarter, all email from their OC email will
be deleted shortly after the start of the
quarter.

You can forward your OC email to any
account of your choosing.

If you are not receiving your forwarded
email from your OC account, please check
your personal email accounts spam filter
and folders, and be sure to add your OC
email to your contact list within your
personal email account.

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

(%) Forward it to
Keep a copy in my Inbox

* Note If you need help with your email password or
how to log on, please call the Olympic College Help
Desk at 360-475-7600.

9) Click the Save and Close button located at the
top of your page. Your Olympic College email will
now be directed to the email you entered.

|zl Save and Close \&/ ‘ @ Help

Distance Learning
Open 8am-4pm

(360) 475-7770
distancelearning@olympic.edu

We are located in the Haselwood Library on

the Bremerton Campus

OLYMPIC COLLEGE

Redirecting Your
Free OC Student
Email to Your
Personal Email

Account

Did you know -

*
*

Your OC email is FREE!

Every students automatically gets an OC

email account 2-3 days after tuition is paid.

Get vital information all in one place!

Including Instructor Evaluations, Financial

Aid info, Registration info, and much more!

OC email can be accessed at any location
of your choosing, via the internet!

See back of pamphlet for more

detailed information

Updated by Tiffany Dawson March 24,

Olympic College does not discriminate on the basis of race, color, national origin,

sex, disability, sexual orientation, or age in its programs and activities.



1) Type in http://lolympic.edu in the address bar.
Example below.

~ Microsoft Outlook Web Access - Windows |

3) When you hover over the Current Students link, a
drop down menu will appear. Click the link titled
Email Access.

When inside your email, your screen will have the
same layout as the image directly below.

@,{; - |g, hitp: i olympic, edul

File  Edit  Miew Favorikes  Tools  Help

When you are on the Olympic College main page,
you will see the screen below. The pictures on this
page might be a little different than what you will see.

OLYMPIC COLLEGE

Creating Opportunities for All

|
(| Current Students | Prospective Students International Students. Staff & Faculty Business & Community

Quick Links
A “My scholarship made college pos:
Community has provided me an opportunity

® Campuses ed ion and complete my

= Campus Resources
™ Staff & Faculty

- nt R I

o For Students

~ Courtney Caton, OC scholarship recipient

Now Available!
2010 OC Foundation Scholarships

Related Links
o 0ASIS

# Annual Schedule Click Here for details.
® Catalog
® Class Schedule
# Departments About OC b
® Student Handbook Learn about the college, our history, how to find us,
jobs, and more What's Happening at OC
SSIVIces . Planning fc i i
o Advisin College and Community Resources » * Spring Classes Now Online!
 Athletics Find services to help with your success or can be * Check your Financial Aid Status online!
accessed by the public * LAM OC - Kyra liathan

-.....-"-':

OLYMPIC COLLEGE

Current Students | Prospective Student
Advising
Athlatics
Calendar
Campus Resources
College Services

educati
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Harless, ... RE: Student Email Fri 2/26/2... 1...
Harless,... RE: StudentEmail i 2/26/2... 7
0 Conrie ... [ELC] RE: WACL. . Fi 2/26/2... 3
Ross, R... RE: Pamphlet Fri 2/26/2.... 1.
0 LongEr... RE: [ELC] Angel ., F1i 2/26/2.., ..,
Duplca... RE: Pamphiet i 2/26/2... 1
0 Lews, 3. RE: [ELC] Angel .. Fri 2/26/2... 3
0 Angela .. RE: [ELC] Angel .. Fri 2/26/2... 2.
0 Angela .. RE: [ELC] Angel .. Fri 2/26/2... 2.
0 Edward .. RE: [ELC] Angel ... Fri 2/26/2... 3.
0 Lews, 3. RE: [ELC] Angel .. Fri 2/26/2... 1
Martn, .. RE: spring Angel... Fri 2/26/2... 2.
RE: [ELC] Angel .. Fi 2/26/2... 1.
B Martn, ... RE: instructors f... i 2/26/2... 3.
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When you click on the Email Access link, it will take

you to the page below.

5) Look in the lower left corner of your screen and
find the link titled Rules. Click on it.

2) Hover your curser over the Current Students
link located on the top left side of your page.

Mnrimls | iemlere

OLYMPIC COLLEGE Creating Opportunities for All

Current Students ‘ Prospective Students ‘ International Students ‘ Staff & Faculty | Business & Community

OCHome > StudentResources > StudentEmal > Email Access (Student)

Quick Links

oy Did you know you have mail?
Access your OC email account teday!

Related Links

 OASIS

= Classes

o Reaistration

o Student Perks

& Computer Labs

o Student ID Card Computer L3 amd

A student email account (for email, Internet and computer 1abs) s activated for you 2-3 days after paying
your tuition.

« current students © Log in now
» New student, (oryou forgot how to log in) leam how 3¢ loain

A student computer account (intemet and computer 1abs) s created for you 2-3 days after paying your
tuition. Students have access to computer [abs and computers on campus. Find out more

Apply or Register P

] Inbox
S| Contacts
/] Tasks

4) If you are a current student, click on the Current
Students link above. If you are a new student, click
on the New Student link. Both links are located in
the middle of the page, under the title “Did you know
you have mail?”

6) Locate the NEW link located in the bar at the top
of your page. Click on it. Example is below.

=l 5ave and Close | Close @ MNew, .




