1. Loginto Gmail
2. Go to the Gmail toolbar and select Settings.

3. Select Settings.
R




4. Go to the Accounts tab

Accounts and Import

5. Inthe Send mail as section, select Add another email address.

= M Gmail Q  search mail - ® # G!
+ Settings
" General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POPIMAP Add-ons Advanced Offline Themes
= Change account settings: Google Account settings
* Change your password and security options, and access other Google services.
° Send mail as: Retrofit i k12.ma.us> editinfo
> (Use Winthrop Public Schools Mail to send from your other email  Reply-to address: winthrop.k12.ma.u:
addresses) Add a
] Learn more another email address
Check mail from other accounts: Add a mail account
Learn more

6. Enter your email address first name initial and last name @students.winthrop.k12.us.com
Example: John Brown would be jbrown@students.winthrop.k12.ma.us




Winthrop Public Schools Mail - Add another email address you own - Microsoft Edge = O X

& | https://mail.google.com/mail/u/0/?ui=28uk=ab127a1f708jsver=QcsMkG8Z4-s.en.&cbl=gmail_fe_20

Add another email address you own

Enter information about your other email address.
(your name and email address will be shown on mail you send)

Name: IRetroﬁt TestAccount l

Email address: |)unt@students.winthrop.k12.ma.us|

Treat as an alias. Learn more
Specify a different "reply-to" address (optional)

| Cancel || Next Step »

7. Click Next

8. In the Send mail as section, make the new address the default by click “make Default”
Settings

General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP  Add-ons Advanced Offline Themes

Change account settings: Google Account settings
Change your password and security options, and access other Google services.

Send mail as: Retrofit k12.ma.us> default edit info
(Use Winthrop Public Schools Mail to send from your other email  Reply-to address: retrofittestaccount@students.winthrop.k12.ma.us
iii’::ﬁ?re Retrofit <Retrofit winthrop.k12.ma.us> make default edit info delete

Add another email address

When replying to a message:
O Reply from the same address the message was sent to

@ Always reply from default address (currently retrofittestaccount@winthrop.k12.ma.us)
(Note: You can change the address at the time of your reply. Learn more)

Check mail from other accounts: Add a mail account
Learn more

9. Click on the email Icon and now your email will work from the new address.




