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Setting up your non-RDC email account.  
  

Log in to TheLoop.  

  

You will be prompted to add a non-RDC email address to your account. Enter the non-RDC email 

address you’d like to use and click SET  

 

 
You will see the following confirmation. Check your non-RDC email account to ensure your 

information has been updated.  
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Using the Password Reset Tools.  
  

To access the password reset tools, click Forgot Password? on TheLoop login page.   
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Enter the username you normally use to log in to TheLoop and click Next  

 
  

  

  

The system will email a Security Code to your non-RDC email account. Check the account to retrieve the 

security code, enter it on the Verification page and click Next.  
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You will now be presented with the Password Reset page. Follow the Password Requirements to create 

a new password and click Next.  

 

You may now log in to TheLoop with your new password.  

  

Opt In or Change your non-RDC Email  

Use the following instructions to opt-in or change a non-RDC email address:  

Log in to TheLoop and click My Account  

  
  

Scroll to the Self Service Password Reset section and click the Self Service Password Reset Email link:  
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You will then be able to add or make changes to your non-RDC email account.  

Please direct all feedback, questions or concerns to the IT Service Desk.  


