To forward your email to another preferred email account click on Settings, located on the top right
hand side of your screen.
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In settings, click on Forwarding and POP/IMAP link.

k

Settings L

General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline Themes

Language: Vi

ane” Fnaolish (LS) > Show all language ootion

In the Forwarding tab, enter the address you want your email to go to (please double check to be sure
you’ve typed in your correct email address). You will want to “keep Virginia’s Community Colleges
Mail’s copy in the Inbox” (shown below). Now click Save Changes.

Settings
General Accounts Labels Filters Forwarding and POP/IMAP Chat Web Clips Labs Offline Themes
Forwarding: ) Disable forwarding 5,
©® Fonward a copy of incoming mail to Your_email_here.com and keep Virginia's Community Colleges Mail's copy in the Inbox -
Tip: You can also forward only some of your mail by creating a filter!
POP Download: 1. Status: POP is enabled for all mail that has arrived since 7/30/08
Learn 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 Virginia's Community Colleges Mail's copy in the Inbox -
3. Configure your email client (e.g. Cutlook, Eudora, Netscape Mail)
Configuration instructions
IMAP Access: 1. Status: IMAP is disabled
{scosss Virginis's Community Colleges Msil = Enable IMAP
from other clients using IMAP) -
Learn more @ Disable IMAP
2. Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Configuration instructions
[ Save Changes ] [ Cancel ]

That is it. You have successfully set up your VCCS email to forward to your preferred account.



