Setting up GMail Forwarding
Once you have set up your Willamette Inbox, you can set up forwarding from your PNCA email
account to your new inbox. Setting up forwarding will ensure that you do not miss a message
and do not need to juggle two separate inboxes.
1. From your PNCA Inbox, click the Gear Icon towards the top right of your screen

2. Click “See all settings”
3. Select “Forwarding and POP/IMAP”

4. Click “Add forwarding address”

5. Type in your @willamette.edu email address and click “Next”

6. You will see a pop up window asking you to confirm forwarding, click “Proceed”

7.

You will see a message letting you know that a confirmation code has been sent to your
Willamette Account.

8. In your Willamette Inbox, find your confirmation code. The Subject should look like this:

9. Click the link to automatically forward mail to your address.

10. Click “Confirm”

11. Once you click “Confirm” go to your PNCA Inbox > Click the “Gear” Icon > “See all
Settings” > “Forwarding and POP/IMAP”. Make sure “Forward a copy of incoming mail to:”
is selected

12. From the drop down menu, you can choose your PNCA’s inbox behavior when forwarding.
PNCA Technology recommends leaving the default “keep Pacific Northwest College of Art
Mail’s copy in the Inbox”

13. Set up an autoresponder from your PNCA email address to let people know that you have a
new @willamette.edu email address!
a. From your PNCA Inbox, click the Gear Icon towards the top right of your screen
b. Scroll down to Vacation Responder and select “Vacation Responder on” with a
start date of when you plan to migrate your account. Uncheck “Last day” so it is
kept indefinitely.
c. Type in the following message:
PNCA has merged with Willamette University, and I have a new email
address. You can reach me at ____@willamette.edu

If you have any issues setting up mail forwarding or have any questions email
helpticket@pnca.edu
_Your Technology Team

