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Access and forward (if you want)

For more help, go to Google training center
Get Started with Gmail



https://gsuite.google.com/learning-center/products/gmail/get-started/#!/
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Login to Gmail

In your Chrome browser, go to google.com/gmail

Or

If logged in already, use the 3x3 box icon %33 to get to the Google Apps menu and
then click on Mail.
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You can:

e Add a signature (which appears at end of each of you sent email messages)
e Add a profile image
e Take some training
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Forward emails from your lli.bard.edu account to an email

account of your choice

Some users may not want to check another email account. However, in the future,
most LLI emails will be sent to your lli.bard.edu account. When you set a forward
email account, messages sent to your lli.bard.edu account are automatically

forwarded to an email account of your choice.

Click the Tools/Gearicon &~  and select “Settings” from the dropdown.
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LLI Settings Dialog

You can change your settings on this Dialog page.

To forward your messages, choose “Forwarding and POP/IMAP tab.
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Click the Forwarding
= = and POP/IMAP tab
m General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP to Set you r
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No recent chats
Start a new one
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Images: * Always display external images - Learn more
Ask before displaying external images
Undo Send: Enable Undo Send
Send cancellation period: 10 ¥ | seconds
Default reply behavior: Reply
Learn more Reply all
Default text style:
{Use the ‘Remove Formatting’ Sans Serif - 4T - | A - Iy

button on the toolbar to reset the
default text styie)

Conversation View:
(sets whether emais of the same
topic are grouped together)

Send and Archive:
Learn more

Desktop Notifications:
{sllows Bard College Lifstime
Learning Institute Mai to display
popup notifications on your
desktop when new email
messages arrive)

Learn more

This is what your body text will look like

+ Conversation view on
Conversation view off

Show "Send & Archive” button in reply
+ Hide "Send & Archive" button in reply

Click here to enable desktop notifications for Bard College Lifetime Learning Institute Mail
New mail notifications on - Notify me when any new message arrives in my inbox or primary tab
Important mail notifications on - Notify me only when an important message arrives in my inbox
* Mail notifications off

Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you click
successively. To learn the name of a star for search, hover your mouse over the image.
Presets: 1star 4stars all stars
In use:
Notinuse: % % * % % W B 1 #
Keyboard shortcuts: ® Keyboard shortcuts off

Learn more
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Keyboard shortcuts on




Lifetime
Eall;(} | Learning

nstitute

Add forwarding address

Click the forwarding address button and enter your forwarding email account

Next

IMAP Access:
{acoess Bard College Lifztime
ing Institute Mail from other

clients using IMAF)
Learn more

Add a forwarding address

Please enter a new forwarding email address:

Cancel
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POP Download: 1. Status: POP is disabled
3 Deborah + Learn more Enable POP for all mail

Enable POP for mail that arrives from now on

2. When messages are accessed with POP

keep Bard College Lifetime Learning Institute Mail' y in the Inbox

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

Status: IMAP is disabled
Enable IMAP
* Disable IMAP

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

| Save Changes | | Cancel |

Add your address and

click “next”.
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Confirm you want to have a forwarding address. A link will be sent to your forwarded
address.

Add a forwarding address Check your email.

A confirmation code has been sent to dpschwartz8@gmail.com to verify
permission.

OK

Go to your forwarded email account and confirm the setting.

ve

Bard College Lifetime Learning Institute Team <forwarding-norey dpschwartz8 @gmail.com

BC :
(#645477743) Bard College Lifetime Learning Institute Forwardlng Confirmation - Receive Mail from dschwartz@lli.b..

D We removed extra line breaks from this message.

dschwartz@lli.bard.edu has requested to automatically forward mail to your email address dpschwartz8@gmail.com.
Confirmation code: 645477743

rm the request:

To allow dschwartz@lli.bard.edu to automatically forward mail to your address, please click the link below to cg

https://mail-settings.google.com/mail/vf-% Clle the emailed ||nk to
SBANGjdJ903GkPYMIzgNoajpAHM73f0 086pJmX tjZgccOw85aP4gxPAgxL8gELFRYR1Fc8IZQYIgXcGcQ f
contirm.

UNBmMOxF 7YLBNO

able to access the link, you

If you click the link and it appears to be broken, please copy and paste it into a new browser window. If you are!
can send the confirmation code

645477743 to dschwartz@lli.bard.edu.

Thanks for using Bard College Lifetime Learning Institute!



