How to Add A Forwarding Email Address

* This was done through Gmail. Please check your chosen email provider’s settings for forwarding options

1. Look for the gear in the top right of the window, it will be © g 3, MARICOPA
below the Google account initial (for example, the purple '
circle as seen in Figure 1). Then click on it to find a list of
options. Click on Settings.
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-*Settings - .
General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat Advanced Offline Themes
Forwarding: Add a forwarding address

Learn more

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

POP download: 1. Status: POP is disabled
Learn more Enable POP for all mail
Enable POP for mail that arrives from now on

2. When messages are accessed with POP | keep Maricopa Co

mmunity College District Mail's copy

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

IMAP access: Status: IMAP is disabled
(access Maricopa Community College District Mai Enable IMAP

from other clients using IMAP) e Disable IMAP

Learn more

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

Cancel
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3. Click on Add a forwarding address, and a prompt will appear, asking for an email
address. When done, hit Next, and then click Proceed to continue the process or cancel,
if not ready or email address is incorrect.

Add a forwarding address

Please enter a new forwarding email address:

@ Confirm forwarding address - Google Chrome = O x

@ mail-settings.google.com/mail/u/0/?scd=18mfea=006f41fcff5...

Forwarding mail to abcdefgh123@geemael.nyet

Proceed Cancel

4, A verification email will be sent to that account. Make sure that the desired account is
accessible.

Add a forwarding address

A confirmation code has been sent to abcdefg123@geemael nyet to

verify permission.
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5. Signinto the desired account. The verification email may take a minute to send. The
message should look like this:

Maricopa Community College District Team <forwarding-noreply@google.com=
tome =

bbby bobberson@cge.edu has requested to automatically forerard mail to your email
address abcdefgh123@geemasl nyet@agmail.com.
Confirmation code: 401813030

To allowbobby bobbersonflicge.edu to automatically forward mail to your address,
please click the link below to confirm the request:

https://mail-settings.google.com/mail/vi-25BANGjdJECYDx\VIGEFzSBAZyROHCHR dx-8YT

If you click the link and it appears to be broken, please copy and paste it
into a new browser window. If you aren't able to access the link, you

can send the confirmation code

401319030 to bobby. bobberzon@cge.edu.

Thanks for using Maricopa Community College District!

Sincerely,

6. Ensure that the message was sent from the original account. This email message should
contain a link to allow forwarding access, and a confirmation code to enter. If the link is
clicked  first, entering the  confirmation code is not necessary.

Verify abcdefgh123@geemael.nyet | | verify | Re-send email Remove address
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How to Remove

If you wish to remove the forwarding address, go back to the Forwarding and POP/IMAP tab.
Click on the forwarding address to see a dropdown menu. Select the last option Remove [email
address]. A prompt will appear to confirm or cancel the removal. This can also be done at any

time.

- Settings M

General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons Chat Advanced (

Forwarding: ® Disable forwarding
Learn more () Forward a copy of incoming mail to| abcdefgh123@geemael.nyet v andl keep M
abcdefgh123@geemael.nyet

Remove abcdefgh123@geemaelnyet

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

Add a forwarding address

A prompt will appear to confirm or cancel the removal. This can also be done at any time.

Confirm forward address removal

Are you sure you want to remove abcdefgh123 @ geemael.nyet ?

Please refer to the Google Help guide on this topic for troubleshooting steps, as well as
answers to more specific questions: https://support.google.com/mail/answer/10957
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https://support.google.com/mail/answer/10957

