How to Forward Messages from SJSU-Issued Email Account to
Preferred Email Account

1. The first step is to ensure that you have activated your SJSU email
account. Follow the steps written out on SJSU’s Information Technology
Services Student Email Frequently Asked Questions website.

2. Once you have established your SJSU email account, log in to the SJSU G-
mail email service provider using the account information that you just
used to create your account.

Hint: If you have forgotten the information used to log-in, it is the same
information you would use to log into Canvas or MySJSU. If necessary,
you can also use the links on the log-in screen (shown below) to reset
your password and/or look-up your Student ID.

SJSUOne

SISUOne ID

Password

Forgot password?

Forgot 51SUQOne 1D?

Need more help?

SJSU
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http://its.sjsu.edu/services/email/student-email-faq/
https://mail.sjsu.edu/
https://mail.sjsu.edu/

3. Once inside your SJSU email account home page, click on the Settings box
(button icon is a gear; shown below).

SJSU [ o | # 0 @
Mail - - c More - 150014221 < >

4. Click the “Settings” option on the drop-down menu that appears.
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Display density:
v Comfortable (on larger displays)
Cozy (current view)

Compact

Configure inbox

Settings

Themes
Send feedback
Help
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5. You will be taken to the Settings page of the SJSU email account. Click the
tab on the top of the settings options that says “Forwarding and
POP/IMAP.”

Settings Q-

General Labels Inbox Accountsand Import Filters and Blocked Addresses IForwarcIIng and POP!IMAPI Chat Labs Offline Themes

Language: SJSU Mail display language: English (US) v Change language settings for other Google products
Show all language options

Phone numbers: Default country code: United States \

Maximum page size: Show 50 v conversations per page
Show 250 v contacts per page

Images: * Alway play external ges - Learn more
Ask before displaying external images

Default reply behavior: = Reply
Learn more Reply all

Default text style:
{Use the ‘Remove Formatling button on the Sans Serif - T - A - Ty
tnalbar to reset the default text siyle)

This is what your body text will look like.

Conversation View: Conversation view on
(s&ts whether emails of the same topic are = Conversation view off
grouped together)

6. Next, click on the button that says, “Add a forwarding address.”

Settings Q-

General Labels Inbox Accounts andImport Filters and Blocked Addresses Forwarding and POP/IMAP Chat Labs Offline Themes

Forwarding: Add a forwarding address
Learn more

Tip: You can also forward only some of your mail by creating a filterl
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7. On the window that pops up, enter your preferred email account and click
next.

Add a forwarding address

Please enter a new forwarding email address:

:Aec_prnctnr@gmail_cnml

Next Cancel

8. A pop-up notification will appear after hitting the “Next” button. Click
“Proceed” on this notification.

9. A new pop-up notification will appear informing you that a confirmation
code has been sent to your preferred email address. Click the “Ok” button
on this new notification. Open a new window or browser tab and log-in to
your preferred email account to await the message containing the
confirmation code.
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10.0nce you have received your confirmation code, insert it exactly in the
“confirmation code” text box and click “Verify.”

Settings

General Labels Inbox Accountsand Import Filters and Blocked Addresses Forwarding and POP/IMAP Chat Labs Offline Themes

Forwarding: | Add a forwarding address |
Learn more

Verify Aec.proctor@gmail.com confirmation code Verify | Re-send email Remove address

11.1f the verification code worked then you are almost done! Select the radio
button that says, “Forward a copy of incoming mail to (your preferred
email address) and keep SJSU Mail’s copy in the Inbox.”

Settings

General Labels Inbox Accountsand Import Filters and Blocked Addresses Forwarding and POP/IMAP Chat Labs Offline Themes

Forwarding: Disable forwarding
Learn more ® Forward a copy of incoming mail to | Aec_proctor@gmail.com (in use) v |and | keep SJSU Mail's copy in the Inbox v
Add a forwarding address

Tip: You can also forward only some of your mail by creating a filter!
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12.IMPORTANT: Once you have finished this step, you must scroll to the
bottom of the page and click on the button that says, “Save Changes.” If
you do not complete this step, then your messages will not be forwarded.

Settings

General Labels Inbox Accountsand Import Filters and Blocked Addresses Forwarding and POP/IMAP Chat Labs Offline Themes
Forwarding: Disable forwarding

Learn more ® Forward a copy of incoming mail to | Aec_proctor@gmail.com (in use) v |and | keep SJSU Mail's copy in the Inbox v

Add a forwarding address

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

POP Download: 1. Status: POP is enabled for all mail that has arrived since 2/20/12
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 SJSU Mail's copy in the Inbox v

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

IMAP Access: Status: IMAP is enabled
(sccess SJSU Mail from other clients using IMAP) ® Enable IMAP
Learn more Disable IMAP

When | mark a message in IMAP as deleted:
 Auto-Expunge on - Immediately update the server. (default)
Auto-Expunge off - Wait for the client to update the server.

When a message is marked as deleted and expunged from the last visible IMAP folder:
Archive the message (default)
Move the message to the Trash
Immediately delete the message forever

Folder Size Limits
& Do not limit the number of messages in an IMAP folder (default)

Limit IMAP folders to contain no more than this many messages | 1,000 v

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

Configuration instructions
Cancel

13.0nce you have completed this step you are finished! Any emails that are
sent to your SJSU email address will now be automatically forwarded to
your preferred email address!

ability ACCESSIBLE
Redefined FHUCATION CENTER




