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Setting up mail forwarding from Google to Outlook

Firstly navigate to mail.google.com and (if you are not already) proceed to log in.
Your google login info will be as follows: USO username (username.311)
followed by @”your schools google domain”. The password will be your USO
Password. A list of all schools google domains is at the end of this guide!
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Once you are in your mailbox, navigate to the settings cog in the top right of
the window.
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Settings

General Labels Inbox Accounts Filters and blocked addresses

Forwarding: Add a forwarding address
Learn more —

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

POP download: 1. Status: POP is disabled
Learn more (O Enable POP for all mail
() Enable POP for mail that arrives from now en

2. When messages are accessed with POP keep The Frances Bardsley Academy for Girls Mail's copy in the Inbox

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

Status: IMAP is disabled

(access The Frances Bardsley Academy for Girls Mail (O Enable IMAP

from other clients using IMAP) @ Disable IMAP

Learn more

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

Proceed to enter the email you want
to forward to. In most cases this is
your LGfL account. For the rural
primaries that do not use LGfL, input
your school email - i.e “your
email"@roxwell.essex.sch.uk for
Roxwell
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mail-settings.google.com

Forwarding mail to adaniels16.311@lgflmail.org

Proceed Cancel

A message will appear
prompting you to go to your
email to verify the setting.
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From the forwarding section,
select the “Add a forwarding
address” button

Add a forwarding address

Please enter a new forwarding email address:
|adanieIs‘16.3‘|'|@|gﬂmaillord |

Click “Proceed” in the
confirmation popup.

Add a forwarding address X

A confirmation code has been sent to adaniels16.311@Igflmail.org to

verify permission.
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TF The Frances Bardsley Academy for Girls Team <forwarding-noreply@google.com>

(#532357812) The Frances Bardsley Academy for Girls Forwarding Confirmation - Receive Emails from tdaniels@francesbardsley.co.uk
To Tony Daniels

@ e removed extra line breaks from this message.
Report As Spam Action ltems

tdaniels@francesbardsley.co.uk has requested to automatically forward mail to your email address adaniels16.311@lgflmail.org.
Confirmation code: 532357812

To allow tdaniels@francesbardsley.co.uk to automatically forward mail to vour addre: i m the request:

< httés:;’ mail-settings.google.com/mailvf-%5BANG|d) UXbGzj-9xm7byi-NdThOnBCOitokUxUTIUMnkXkngoeOLiUfIgBOSXBOXANTXOsRula1Rpc)SzuQ3A-Dbaxd1iMTNIXIMIGkIgg 95D -pG S SFW-ILavl 47iGNXRR|0sqKiw >

If you click the link and it appears to be broken, please copy and paste it into a new browser window. If you aren't able to access the link, you can send the confirmation code
532357812 to tdaniels@francesbardsley.co.uk.

Thanks for using The Frances Bardsley Academy for Girls!

Yours sincerely,

The email will appear something like this, select the link to verify the settings.

If the link does not work copy the confirmation code and head back to the Forwarding
settings page on Gmail.

M Gmail Confirmation If the link worked the following

confirmation window will appear.
Please confirm mail forwarding of tdaniels@francesbardsley.co.uk to adaniels16.311@Igfimail.org.

(Canfim ], All'you have to do is click
“confirm”.

If the link does not work copy the

confirmation code and paste the o
1. Status: POP is disabled

code in the box and click O Enable POP for all mail
") Enable POP for mail that arrives from now on
“Verify”.

Verify adaniels16.311@Igflmail.org | 532357812 | Verify&ﬁe—send email R

2. When messages are accessed with POP keep The Frances Bardsley Academy for Girls

Forwarding: ( Disable forwarding
Learn more @ Forward a copy of incoming mail to| adaniels16.311@lgflmail.org (in use) v‘ and ‘delele The Frances Bardsley Academy for Girls Mail's copy ~
keep The Frances Bardsley Academy for Girls Mail's copy in the Inbox
Add a forwarding address mark The Frances Bardsley Academy for Girls Mail's copy as read

archive The Frances Bardsley Academy for Girls Mail's copy

Tip: You can also forward only some of your mail by creating a filter! delete The Frances Bardsley Academy for Girls Mail's copy k

After verifying, head back to the forwarding rules one more time. Select the “forward a
copy to ‘your email’” option and then from the dropdown select the “delete ‘your
schools copy’” and then hit save at the bottom of the page.

Now you're all set to go!
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Table of Google Domains

School Google Domain

Frances Bardsley @francesbardsley.co.uk
Benhurst @benhurstprimaryschool.co.uk
The Bridge @bridge-romford.co.uk
Dame Tipping @dametipping.co.uk
Roxwell @roxwellschool.co.uk
Ford End @fordendschool.com
Margaretting @margaretting.essex.sch.uk




