Forwarding eLearning Mail Messages to Personal Email Account
The Mail tool in eLearning is completely internal, meaning that you cannot send email out to an external email address (i.e. @utdallas.edu or @gmail.com), and likewise, you cannot send email into eLearning from an external email address.  Because of this, if your eLearning class has the Mail tool enabled, you must log into eLearning to check for any new email from students or instructors.
However, eLearning does allow you to forward Mail message notifications to an external email account.  For example, if a student or an instructor sends you a Mail message in eLearning, a notification can automatically be sent to an external email account that you designate.  You cannot respond to this notification – you must then log into eLearning to respond to the message.  This setting, though, can keep you from wasting precious time logging in to check for Mail messages only to find you don’t have any.  Below are instructions on how enable this setting in eLearning.
1. Log into eLearning and while on the My Courses page, click on the “My Settings” link.
[image: ]

2. By default, the Email: entry for your profile is blank.  Click on the [Edit Profile] button to set your email address.
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3. Type in y our email address in the appropriate field, then click [Save].
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4. Now click on the ‘My Tool Options’ tab, then scroll down to the “Mail” section.  Check the box for “Forward all mail messages to the email address in my profile”.
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5. Click [Save].
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