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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. 

 
 

Forwarding 
To forward your Prairie State e-mail to another account, first click the Forwarding 

and POP/IMAP tab. 

 
 

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

the window.  

 
 

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

Next button.  

 
 

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

the OK button.  

 
 

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

 
 

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. 
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In the next field, you are given four options: 

 
 

1.) 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.  

 
 

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. 

 
 

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

finished. 
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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. 

 
 

Click the Add a POP3 mail account you own link.  

 
 

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. 

 
 

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. 

 


