Student E-mail, Accessing & Forwarding

Access Cuesta E-mail

Note: Be sure to log out of any other Gmail accounts before attempting to log into your Cuesta student e-mail

account.
Student Email OEE
1. Log into mycuesta . Click here for Cuesta student email “T
Tips: M’
* You must be an enrolled student to use this link.
2. Locate the Student E-mail channel on the on the Student tab. 1 o e e o amal sddrecel fo o
3. Click the link, Click here for Cuesta student email.
4. Enter your myCuesta username and password
a nd then CI ICk Slgn On' Please‘usehvuur myCuesta username and password to login
example: chris_cougar
Usemame
elmo_lincoln
Password
. SO sicnon |
Forward Cuesta student e-mail

You can forward your Cuesta student e-mail to an existing personal e-mail address.

CAUTION!

e Check your Junk folder - Your e-mail provider may prevent the receipt of forwarded e-mail. Since you
are responsible for regularly checking your Cuesta e-mail, forwarded e-mail that does not arrive in your
personal e-mail account is not a valid excuse for missing critical e-mailed information.

e Reply from your Cuesta account — Replying from your personal e-mail account displays your personal
address, not your “...cuesta.edu” address. Financial Aid will not reply to e-mail from a personal address.

1. Signin to your Cuesta student e-mail.
(See “Access Cuesta E-mail” above.)

— 0~

Display density:

2. At the Gmail screen, click the Settings icon located at the
upper right-hand corner of the screen.

v Comfortable

Cozy

3. Click Settings from the drop down list. Compact
The Settings screen will appear.  » Configure inbox

Settings

4. Click the Forwarding and POP/IMAP tab at the top of the page. Manage this domain
The Forwarding options will appear. \ :”::ES
Settings \ Q

General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP Chat

Forwarding: | Add a forwarding address. |

Learn more
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10.

11.

12.

13.

14.

15.

Help

Click the Add a forwarding address button. | Add a forwarding address

The “Add a forwarding address” screen will appear.

Add a forwarding address

Type the address to which you want your Cuesta student e- o o e orwarang emal address:
mail forwarded and then click Next.

Next Gancel
A Conflrmatlon screen WI” appeatr. @ Confirm forwarding address - Mozilla Firefox == |
& https://mail-settings.google.com/mail/u/D/2scd=18mfea=006f41fcfO3eb<B5 ccBdbES ecdel TTSacsddact

Forwarding mail to elincoln@hotmail.com

Click Proceed. Froceed Gancel

A message will appear, indicating that a confirmation code

has been sent to your forwarded e-mail address. .

Add a forwarding address

CIICk OK A confirmation code has been sent to elincoln@hotmail.com to verify
permission
OK
Leave the Cuesta student e-mail Settings webpage open.
Log into your personal e-mail account and locate the o e Ty forerdngnorephy@google.conl
confirmation e-mail. e

elmo_lincoln@my.cuesta.edu

. . Elmo_lincoln@my.cus as requested to automatically forward mail to your email address
Copy the confirmation code. clincoln@hotma#om.

—l Confirmation dpde: 987654321

Subject: (#947229538) Cuesta Community College Forwarding Confirmation - Receive Mail from

v
Return to the Cuesta student e-mail Settings screen.

Settings

General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP Chat

Enter the confirmation code in the Forwarding:
verification field and then click Verify. ——
Verify elincoln@hotmail. pend email Remove address
Settings

Click the radio button for “Forward a copy...”,

G | Label Inb A ts Filt
and select whether to keep or delete the \:::} nbox Accounts _Filters 3
original from the drop-down menu. fee——n

Tip: Keep the original.

ing and POP/IMAP  Chat

isable forwarding
@ Forward a copy of incoming mail to elincoln@hotmail.com (in use)
keep Cuesta Community College Mail's copy in the Inbox

Add a forwarding address

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

Click the Save Changes button near the bottom of the screen.

For additional help, click the Settings button QG and then click Help from the drop-down menu.

Student E-mail, Accessing & Forwarding Page 2 of 2 Revised: July 25, 2016



