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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/#!/


Access Your GMail account

Login to Gmail

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

Or

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

Click to get to Gmail

https://www.google.com/gmail/


You can:

● Add a signature (which appears at end of each of you sent email messages)
● Add a profile image
● Take some training

Complete Account Setup

Complete your account setup



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/Gear icon                   and select “Settings” from the dropdown.

Set Forwarding Email

Click Settings 
from dropdown 



You can change your settings on this Dialog page. 

To forward your messages, choose “Forwarding and POP/IMAP tab.

Settings Dialog

Click the Forwarding 
and POP/IMAP tab 
to set your 
forwarding email 
address



Click the forwarding address button and enter your forwarding email account

Add forwarding address

Click this button to add your 
forwarding email address as 
shown below..

Add your address and 
click “next”.



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

Go to your forwarded email account and confirm the setting.

Add forwarding address

Check your email.

Click the emailed link to 
confirm.


