Forward your CCSF GMail [mail.ccsf.edu] to Another Email Account

1. Open your web browser and go to the CCSF home page- http://www.ccsf.edu
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2. Click on GMail (CCSF Google email).

Email:

P GMail (CCSF Google email)

P GMail FAGQ

P Incident TXT notific Choose GMail
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3. Type your username and password then click the button.

GO{_)Sle Google Apps for City College of San Francisco

o Powerful communication and collaboration tools for your arganization
Sign in to manage
City College of San Francisco The right tools can make nrniects faster and easier. Whether you're working with colleagues, doing a

'- schoal pro” up, Google Apps saves you time and trouble.
Username: Type your username.

= e Cn red calendar and docurnents
@mail.cost edu

® Access wnauedata from anwahara_over from mobile devices
Password: | eeeeeess| -
' 9 Type your password. [0 maintain

Stay signed in

If you are S GoGYrEEpPPS@AUMIMSTIaTorysign in here for the control panel
[ . g .
Can't aocess your account? Click on the the Sign in button.

P2010 Google  Privacy Policy - Terms of Service Fowered by Google

4. Click on the! =219 | fin1c at the top of the page in the upper right hand corner.

Mail Calendar Docurnents your.username @mail.cesf.edu | Settings | Belp | Sign out
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Searchail || Searchthewisn | Show search options
m I Create afilter
Google i

Compose Mail
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Rotten Tomatoes: jami- 1 hour ago

Archive | Report spam | Delete Movetow | Labels v More actions v Fefresh 1-1af1
Mf‘? Select: All, Mone, Read, Unread, Starred, Unstarred
Sent Mail 3 e
Drafts 0  Gmail Team » Gmail is different. Here's what you need to knfw. - Messages that a 4/1/03
CCSF-Grail Settings
Sae
Techsmith (3
3 more
Contacts
Tasks

Select: All, Mone, Read, Unread, Starred, Unstarred

Archive | Report spam | Delete Movetow | Labels v More actions v Refresh 1-10f1

Wisit settings to save time with keyboard shortcuts!
You are currently using 52 MB {0%) of your 7419 MB.

Last account activity: 21 hours ago st this P (147144 3.239). Details
City College of San Francizco Mail view: standard | oldet version | basic HTML Learn more
@2010 Google - Terms of Service - Privacy Policy - Program Policies - Google Home
Powvered by Gl.]l]g!(:
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Forwarding and POP/AMAP
5. Select the

tab (as shown below).

Mail Calendar Documents

Ll .
‘ = M I I Search Mail Search the Web Show search options

Create afilter

Compose Mail

Settings
Inbos General Accounts Labels Filters{ Forwarding and POP/AMAPY Web Clips
Starred ¥% — ¥
Sent ail Language: City College of San Francisco Mail digplay language: English (US) o
Drafts Show all language options ) o

Forwarding and POP/IMAP

6. Select the “Forward a copy of incoming mail to” option.

L] .
Zegrch hMail Zearch the Wb Show search options
I Create a filter

s email address l
Aail Settings

General Accounts Lal

orwarding and POP/IMAP

Forwardin O Disable farwarding

® Forward a copy of incaming mail to fhemail address | and

'keep City College of San Francisco Mail's copy in the Inbox_

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

Forward a copy of incoming mail to

7. In the ™2 399555 1,0y type the email address to which you would like your CCSF
GMail messages forwarded (as shown above).
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8. Select the action you would like your messages to take from the drop-down menu.
We recommend you select the option to “Keep City College of San Francisco Mail’s copy in the
inbox” so you have a copy of the emails if you ever need to refer back to them.

Settings
General Accounts Labels Filters
Forwarding: O Drsable forwarding

Forward a copy of incoming mail to iemail address | and

Tip: archive City College of Jan Francisco Mail's I:IFI'_-,-'
delete City College of San Francisco Mail's copy

Select "keep City College of San Francisco Mail's copy in the Inbox

9. Finally, click on the [ Seve Changes | ytton to confirm.
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