How to Set Up Email Forwarding

Step 1: Log on to Gmail Account
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Step 2: Click on settings COG wheel and click on settings

Dominic

Diominic

Display density
o Comfortable
v Cozy
Compact

Configure inbox

Help

Last account activity: 0 minutes age
Details

Step 3: Click on “Forwarding and POP /IMAP”
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Language: Westcliff University Mail display v
Show all language options

Phone numbers: Default country code: | United States v

Maximum page size: Show conversations per page
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Images: @ Always display external images - Leam more
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Step 4: Find heading “Forwarding” and click on “Add a forwarding address”
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Tip: You can also forward only some of your mail by creating  filter!
POP Download: 1. Status: POP is enabled for all mail
Leam more ) Enable POP for all mail (even mail that's already been downloaded)

' Enable POP for mail that arrives from now on
) Disable POP

2. When messages are accessed with POP | keep Westcliff University Mail's copy in the Inbox v

3. Configure your email client (e.g. Outlook, Eudora, Netscape Mail)
Configuration instructions.

IMAP Access: Status: IMAP is disabled
() Enable IMAP
Leam more ‘@ Disable IMAP

Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Configuration instructions

Save Changes | [ Cancel



Step 5: Pop-Up window will open. Enter your personal email address. Click on “Next.”
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Step 6: Verify the email address and then click “Proceed”
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https://mail-settings.google.com/mail/u/0/?scd=1&m{

Forwarding mail to  300000xX@>00xx.com
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Step 7: A confirmation code will be sent to your personal email. Check your email and enter
the verification code and click verify.

Add a forwarding address
A confirmation code has been sent to verify permission.
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Step 8: You have now set up Email Forwarding.
You should see incoming email to your Westcliff Email in your personal email. Be sure to click on the

bubble to forward a copy to your email. Also, on the right you have the options to delete/mark as
read/archive/keep the Westcliff University Mail’s copy in the WU email Inbox.
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Forwarding: (@ Disable forwarding
Leam more ) Forward a copy of incoming mail to | v | and | keep Westcliff University Mail's copy in the Inbox v
Add a forwarding address

Tip: You can also forward only some of your mail by creating a filter!



