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How To Forward Your
SPARTAN MAIL

Go to the Lima City Schools webpage. Click Staff,
then scroll down to Spartan Mail. Click on that,
then use your regular log in info.

If you are on the regular Google log in page, use
your Spartan Mail address and your LCS password:
LCS username@spartan.limacityschools.org

| Add a forwarding address |

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

1. Status: POP is disabled
Enable POP for all mail

Caable DOD L alal : L

Help
pols se . .
For example: jjordan@spartan.limacityschools.org
() Oct 6 . . . .
Once you are in your inbox, follow these directions
Oct 6 beginning with the top left picture on this page.
Oct 6
Settings 1. Click Forwarding and 2. Put in the address you want your
POP/IMAP Spartan mail forwarded to
General Labels Inbox Accounts Filters and Blocked Addresses Forwarding and POP/IMAP
Forwarding: Disable forwarding
Leam more @ Forward a copy of incoming mail to jjordan@limacityéchools org (in use) ¥ | and | keep Lima City Schools Mail's copy in the Inbox v
| Add a forwarding address |
Tip: You can also forward only some of your mail by creating a filter! _ 2
3. Set the rule for dealing with the
POP Download: 1. Status: POP is disabled i il i
Leam more Enable POP for all mail Emeps s L e
Enable POP for mail that arrives from now on
2. When messages are accessed with POP | keep Lima City Schools Mail's copy in the Inbox %
3. Configure your email client (e.g. Outlook. Eudora, Netscape Mail)
Configuration instructions
IMAP Access: Status: IMAP is enabled 4. REMEMBER to click Save Changes at
(sccess Lim Ciy Schools il Fom other cens using MAP) ® Enable IMAP the bottom of the page!
Leam more Disable IMAP
.
Filters and Blocked Addresses Forwarding and POP/IMAP
Disable forwarding - ) I
® Forward a copy of incoming mail to | jiordan@limacityschools.org (in use) After you click Save Changes, the Inbox
i you will get dialogue boxes to
ek oranting s confirm the forwarding and
sent verification to the
. . account. Go to the account that
Verify skipjjordan@yahoo.com |confirmation code | Verify | Re-send ef you are forwarding your mail
1. Status: POP is disabled to and GET THE VERIFICATION
Enable POP for all mail CODE that Google sends to
Enable POP for mail that arrives from now on you.
2. When messages are accessed with POP | keep Lima City Schools Mail's cc 2 2 7
Sl e PUt the verification code in the
3. Configure your email client (e.g. Outlook. Eudora, Netscape Mail) box, then click Verify.
Configuration instructions
Status: IMAP is enabled
s Fnable IMAP
nts Filters and Blocked Addresses Forwarding and POP/IMAP
Disable forwarding
'® Forward a copy of incoming mail to | jjordan@limacityschools.org (in use) v | and | keep Lima City Schools Mail's copy in the Inbox |

Finally, double check that the address you

want your Spartan Mail forwarded to is
listed as "in use” and click Save Changes
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