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Forwarding and Fetching

PSC Student E-mail allows you to both forward your messages to another account, or
retrieve messages from other accounts into your PSC mail. Once you are logged into
your Prairie State e-mail, click the gear icon in the top right corner of the screen and
select the Mail Settings link.

state.edu i}

Mail settings D

Mail help

Forwarding

To forward your Prairie State e-mail to another account, first click the Forwarding
and POP/IMAP tab.

‘ General Labels Accounts Filter@dingandPOPHMAP hat Web Clips Inl)ox‘

Click the Add a forwarding address button in the Forwarding section at the top of
the window.

‘ | Add a forwarding address | ‘

Enter the e-mail address to which you want to forward your messages and click the
Next button.

Add a forwarding address

Please enter a new forwarding email address:

ittrainer@prairiestate_edul

Next Cancel

That e-mail address will then receive a confirmation code to verify the request. Click
the OK button.

Add a forwarding address

A confirmation code has been sent to verify permission.

IES

You must then enter this confirmation code and click the Verify button.

‘ Verify ittrainer@prairiestate.edu confirmation code Verify ‘

Now the forwarding section will provide more options. Select the radio button next to
Forward a copy of incoming mail. The e-mail address should already be entered in
the field.

9 Disable forwarding
Forward a copy of incoming mail to | jenniferkmayes@gmail.com [ =] and | keep Students_prairiestate.edu Mail's copy in the Inbox [=]
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In the next field, you are given four options:

keep Students_prairiestate.edu Mail's copy in the Inbox |Z|

Students._prairiestate.edu Mail's copy in the Inbox
mark Students._prairiestate.edu Mail's copy as read
archive Students prairiestate.edu Mail's copy
delete Students.prairiestate_edu Mail's copy

|.) Keep a copy of e-mails in your Prairie State inbox.

2.) Mark the e-mails as read in your Prairie State inbox.

3.) Archive a copy of the e-mails in your Prairie State inbox.
4.) Delete a copy of the e-mails in your Prairie State inbox.

If you would like to forward only specific messages, click the Creating a filter link.

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

This opens the Create a Filter window, which allows you to input the search criteria
you would like to use. Follow the steps to create filters.

Choose search criteria Specify the criteria you'd like to use for determining what to do with a message as it arrives. Use "Test Search”
to see which messages would have been filtered using these criteria. Messages in Spam and Trash will not be searched.

From: Has the words:
To: Doesn't have:
Subject: [T Has attachment

Show current filters [ Cancel ] [ Test Search ] [ Next Step » ]

Click the Save Changes button at the bottom of the Settings window when you are
finished.

‘ [ Save Changes ] [ Cancel ] ‘
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Fetching

If you would like to have messages from another account forwarded into your Prairie
State account, click the Accounts tab.
‘ General Lal)els(Eccounts) Filters Forwarding and POP/IMAP Chat Web Clips Inl)ox‘

Click the Add a POP3 mail account you own link.
‘Add a POP3 mail account you own‘

In the new window that opens, enter the e-mail address from which you want the e-
mails to come, and click the Next Step button.

Add a mail account you own

Enter the email address of the account to get mail from
(Note: You may add 5 more of your accounts)

Email address: |

| Cancel | | Next Step » |

In the next window, the Username field is likely already populated. If not, enter the e-
mail address from which you want to retrieve messages. In the Password field, enter
the password for the e-mail account from which you want to retrieve messages. The
POP Server and Port fields are likely already populated. If not, and you don’t know
this information, please go directly to the e-mail account to find directions on the server
and port that should be used. The next four checkboxes are options for the messages as
they come in to your Prairie State account. When you have adjusted these settings to
your liking, click the Add Account button.

Email address: ittrainer@prairiestate.edu

Username: |ittrainer
Password:

POP Server: | mail prairiestate edu Port: | 110 |Z|
Leave a copy of retrieved message on the server. Learn more

Always use a secure connection (SSL) when retrieving mail.
Learn more

Label incoming messages: | ittrainer@prairiestate.edu |Z|

Archive incoming messages (Skip the Inbox)

| Cancel | | « Back | | Add Account » |
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