[bookmark: _GoBack]Forwarding from Gmail Student Account

1. Log in to your student email account by clicking the “student Gmail” link on the right side of the Olathe student website (http://students.olatheschools.com/). 

[image: ]2. Find the settings button near the top right corner of the Gmail home screen and click “settings” in the drop down menu. 

3. Go to the “Forwarding and POP/MAP” tab near the top center of the screen.

4. Click “Add a forwarding address” near the top center of the screen.

5. Type in the email address that you check most frequently and consistently!  Then click “Next” and then “Proceed.”
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[image: ]6. Now log in to your frequently-checked email and click the confirmation link that should have been sent from Gmail.  You will be taken to a screen that says “Confirmation success!”

7. Go back to the Gmail “Forwarding and POP/MAP” menu from the settings page in your student email account.  If you never left this site, make sure you refresh the page.


8. Click on the option to “Forward a copy of incoming mail to…” and choose the options that you’d prefer from the drop down menus. 
[image: ]

9. Make sure you click “Save Changes” at the bottom of the screen. 
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Add a forwarding address

Please enter a new forwarding email address:

dawsononw@olatheschools.org|

Next Cancel
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(#658152915) Gmail Forwarding Confirmation - Receive Mail from
exampleonwstudent@gmail.com

Gmail Team <forwarding-noreply@google.com>
© Exta e breaks in this message were removed,

ot Tues/12/2014 1033 AM
Emiy Dawson

exampleonwstudent@gmail.com has requested to automatically forward mail to your email address
edawsononw@olatheschools.org.
Confirmation code: 658152915

To allow exampleonwstudent@gmail.com to automatically forward mail to your address, please click the
link below to confirm the request:

https://isolated.mail.google.com/mail/vf-%
'SBANG|d)8edPZhKg0XTHT60XEcafBZD2meKrad8sxcBEPnUEUrRUHspOUdsLZNPHPQeCpROEGI3K-
srBu6sA_bQlAvrbwaeOJpcaBnXPeZQ%SD-mUBSrYuS68ABS0IHOGVZKS24R0
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® Forward a copy of incoming mail to [ edawsonomw@alatheschools org (in use) v]and
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