Sending email from google and making it
look like it's coming from your HCCS
account.

bl

INTRODUCTION

If you want to keep all your email in one place, it's helpful to be able to send
email from different addresses.

This might be helpful if:

a) you might send your students email from your hunter email

b) you might send personal email from your gmail account

c) you might sign up for catalogs and buy stuff from a third email
d) you might have a private email address for friends and family

This is very easy to do. Using only gmail, you can send email as if it's
coming from different email addresses.

HOWTO
1) You must have a gmail account, and logged into gmail.

2) Click on the settings link

Google Gmail Calendar Spreadshests all my services ® bmackenty@gma

N
Glﬂ I I [ Search Mail ] [ Search the Weh ]%’M /
Compo:

se Mail Archive | [ ReportSpam | [ Delete | | More ac tions.. ¥ | Refresh
Inhox Select: All, Mone, Read, Unread, Starred, Unstarred
Stared®¥ ]  sewicel @paypa l.com » Your credit card information has b




3) Note the settings page. Click on the Accounts link

Google Gmail Calendar Spreadshests

Gm

Compose Mail

Inbas
Starred 97
Chats &2
Sent hail
Drafts

all my services »

bmackenty@gmail.com | Settings | Help | Sigh out

m Search the Web Showsearch options
LCreate 3 filter

Settings
General Accounts Labels Filters Forwarding and POP  Chat Web Clips
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age:

Maximum paae size:

Gmail display language:| English (US) v

Show | 50+ | conversations ner naae

4) See the_add another email address link? Click it.

Soogle Gmaill Calendar Spreadsheets  all my Services »

Gl

Compose Mail

Inbox
Starred 7%
Chats &2
Sent Mail
Drafts

Al hail
Sparn
Trash

Contacts

bmackenty@gmail.com | Settings |

[ Search Mail | [ Search the YWeb ]m‘m

The email address "boris@moderncommand.com”™ was removed.

Settings

General Accounts Labels

Send mail as:

(Use Gmail to send from your
ather email addresses)
Learn rmare

Filters Forwarding and POP  Chat Web Clips

Bill MacKenty <bmackenty@gmail.com=> default

Bill MacKenty <bmackent@hccs.hunter.cuny.edu> make default

Add another email address

When | receive a message sent to one of my addresses:

O Reply from the same address the message was sent to.

® Always reply fram my defaull address (currently bmackenty@gmail.com)
(Mote: You can change the address at the time of your reply. Lesm more)

edit info

edit info

5) You will now be brought through a short process. Start by entering in
your hunter email address and the name you want to appear on the emails.

i

5]

Add another email address

Enter information for another email address.
yourname and email address will be shown on mail you sand)

Marme: |kdr. MacKenty

Email address: |bmackent@hces hunter.cuny.edu

| Cancel H Next Step » J

Done

Specify a different "reply-to" address coptienan

Help | Sign ¢




6) Send yourself a verification email by clicking on the Send Verification
button.

) hitp://mail.google.com - Gmail - Add another email address - Mozilla Fir... [= [0
Add another email address

Verify your email address

Befare you can send mail as hmackent@hccs.hunter.cuny.edu, we need to verify that
you own this email address. To perform the werification click "Send Yerification”, We will

then send an email to brmackent@hces. hunter. cuny.edu with instructions on how to verify
your address,

| Cancel | [ «Back || Send Verification:

Done

7) You will shortly receive an email with a verification link. Once you click
this link, you will be able to send email from that email account. If you can't
click on the link Google sends to you, simply enter the verification code.

) htpllmail.google.com - Gmail - Add another email address - Mozilla Fir... |- [0 [X]
Add another email address

Confirm verification and add your email address

An email with a confirmation code was sent to hmackent@hces.hunter.cuny.edu.
[Resend email]

To add your email address, do one of the following:

; i ] |  Enter and verify the confirmation
Cllcklon the link in the confirmation OR code
emai

|| [ Verify |

Close window

Done




8) to use this nifty new feature, simply compose a new email. See the drop
down box? Simply click it.

Compose Wail [ Send || Save Now [
Inbox Ff°|“:| Bill MacKenty <bmackenty@aomail.com: v

Starred 38 To:

Drrafts Add Cc | Add Bee
All Mail Suhject:|

Spam AP Atach a file

9) You can send an email from one of these addresses.

Compose Mail [ Send || Save Mow | | Discad |

Inbox FW"“:E Bill Mackenty <bmackenty@gmail.com: v
Stared % To:| Bill Mackanty <bmackenty@gmail. com:

Chats &2 fir. Mackenty <bmackenti@hccs. hunter. cuny. edu>

Sent Mail

Drafts Add Cc | Add Bee

Ll hAail Cuhinet

10) Keep in mind, if someone replies to your email, they will reply to the
address you sent from!



