Forwarding your CMA email to another account
- for Students using OWA

CMA emails are sent to your CMA mailbox, which you can access from any computer connected to the
Internet access using Outlook Web Access.

If you already have your own email account outside the campus, you can easily forward your CMA emails
to it if you want, so that you don't miss any important messages. To do this, go into OWA, (you'll need to
enter Academic\ followed by your Username and Password), and set up a Rule as follows:

1. Select Rules from the bottom left of the OWA screen, (or select the Rules icon
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2. Select New.

3. Enter a name for your Rule.

4. Select '"Forward it to', and enter the email address of the account you want to forward it to.

5. We recommend you remove the tick from the box - Keep a copy in my Inbox. If you leave it
ticked, then your University Inbox could fill up and you might lose important emails.

6. Select Save and Close, then OK.
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7. Test that your mail forwarding works by sending yourself an email to your CMA email address,
then close OWA.



Notes: It is important that you regularly check your non-CMA account, as it can cause problems if mail is

rejected from the other address (e.g. if the Inbox is full).
CMA can take no responsibility for the functioning of external mail services, and cannot guarantee that

forwarded mail will reach an external service.
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