
CREATING A FORWARDING EMAIL 

ADDRESS

Your background on your Google email account 

may appear differently than the screen shot 

images in this presentation.

If you have questions or problems please contact the IT Dept at UMCSC

Russ McKissick:  IT Asst.

803.786.9486 ext. 262

rmckissick@umcsc.org



Go to the Conference website at 

www.umcsc.org.

Click on the “Email” link.

LOGIN IN TO YOUR CONFERENCE (@umcsc.org) 

EMAIL ACCOUNT



Click on the link beside “Migrated Users”.



Enter your username, password and click on “Sign In”.



Click the down arrow beside the gear shaped icon 

(see the red arrow).



Choose Settings



Click on the “Forwarding and POP/IMAP” tab.



Click on “Add a forwarding address”.



Enter the forwarding address in 

the blank and click “Next”



Click on “Proceed”



Click “OK”



A confirmation code will be sent to the email address you used as a forwarding address.  

Go to that account, record that code, enter it here and click “Verify”.  



Make sure the radio button is selected beside the “Forward a copy…” 

(1st red arrow) and then click “Save Changes” (2nd red arrow). 



To REMOVE a forwarding email address, click on the down arrow of 

the drop down box and choose “Remove…”.  You can also choose to 

disable rather than remove the address.


