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How to Transfer Gmail Ownership

By transferring ownership, the new user enters their phone and email verification information. The
password does not have to change but is recommended.

Access the Account
Option 1: = M Gmai Q Searchmal

Login through L O e

myaccount.google.com a O = Social @ Promotions CEITID

4 Apple Books Historical Fiction Under $4 - Plus, discover new releases, gra -

O t|on 2_ L llse Beunen Mastering Ikebana Techniques - Hello, Mastering technigue ve : F
_b . . . : Gmail Team (#733681475) Gmail Forwarding Confirmation - Receive Ma

If Iogged l nto G mal II CIICk 5 Apple Your Apple ID was used to sign in to iCloud via a web browse PI I.l -

on top rlg ht P rofl I e |c0 n » Apple Your 60 days to get AppleCare+ are almost up. - Get AppleC: Gmail Meet Chat

(e g IIMII) to Open GOOgle » STAT | Morning Ro.. WHO on antivirals, more cases of hepatitis in kids, & an expe e L E

e . - Google Analytics We will begin to sunset Universal Analytics in 2023 - Get rea Contacts Drive Calendar
App Optlons : STAT | Morning Ro... Mask appeal, psy p gedly took
v STAT | Morning Ro.. Omicron's splintering, Moderna's bivalent vaccine, & what does 'break;hrough. Apr 20
Click on Account ) -
Welcome, NCAR Advocate
Your Google Account screen Wisnag you o, privacy, sni secirity o maks Google work bater 6+ Jou Lesm more
will look like this if.... S y
Verification
2-Step Verification has not s cowatacs
NOT been set up
Privacy & Your account is
personalization protected °
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Your Google Account screen
will look like this if....

2-Step Verification HAS
BEEN set up

Welcome, NCAR Training

Manage your info, privacy, and security to make Google work better for you. Learn more

You're protected by 2- X
Step Verification

@ Your Google Account has 2-Step
Verification, a proven way to protect
your account and keep the internet
safer from cyberattacks

Select “Security” and 2-Step
Verification

(Backup codes can only be
generated after setting up
this 2-Step Verification)

7\

@ Home

[£5 Personalinfo

® Data & privacy m
p—

@ Security

2, People & sharing

Payments &

@ About

subscriptions
2-Step Verification @ off >

Signing in to Google

Password Last changed Apr 8 >

Use your phone to sign in @ off >

PR
Ways we can verify it's you

These can be used to make sure it's really you signing “

in or to reach you if there's suspicious activity in your

account

Recovery phone Add a mobile phone number >
Recovery email Add an email address >

Enter your phone number
and select how you want to
receive a verification code.

< 2-Step Verification

Let's set up your phone

What phone number da you want o use?

How da you want to get codes?

@® Testmessage () Phone cal

If you select “Show more
options,” you have two
additional options on how
to verify your account.

How do you want to get codes?

® Text message O Phone call

Show more options

Security Key

A small physical device used for signing in

Google Prompt

Get a Google Prompt on your phone and just tap Yes to sign in
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To verify the phone number,
enter the code sent to the
phone.

& 2-Step Verification

Confirm that it works

Google just sent a text message with a verification code to 999-232-2211
138444

Didnit get it? Resend

This is the confirmation of
the 2-Step Verification.

< 2-Step Verification

It worked! Turn on 2-Step Verification?

Now that you've seen how it works, do you want to turn on 2-Step Verification for your Google

Account ncar.trainer@gmail.com?

Step3of 3

Once the 2-Step Verification
is set up, in Security you will
be able to click on 2-Step
Verification to get to the
Backup Codes

@ Home

[£3 Personal info
@ _Da ——

& Security

2, Pecple & sharing

Payments &
subscriptions

@ About

Signing in to Google

Password Last changed Apr 23
2-Step Verification @ on
App passwords None

Ways we can verify it's you
These can be used to make sure it's really you signing in

or to reach you if there's suspicious activity in your
account

Recovery phone

Recovery email

Add a mobile phone number

Add an email address

»xTD
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Backup Codes
(This can only be done after
the 2-Step Verification is set

up)

Click on Backup Codes to
generate the 10 codes.

Backup codes can be re-

Voice or text message (Default) @

(647) 3281543 Verified

rification codes are sent by text message

Add more second steps to verify it's you

available

x Backup codes

aveling

Set up additional backup steps so you can sign in even if your other options aren't

hese printable cne-time passcodes allow you to sign in when away from your

>
generated. Once L 1 on your phone
regenerated, the old ones
are no longer valid.
e Authenticator app 5
Use the Authenticator app to get free verification codes, even when your phone is
offline. Available for Android and iPhone
Or Security Key N
A security key is a verification method that allows you to securely sign in. These
an be built in to your phone, use Bluetooth, or plug directly into your computer's
Print and share the 10 YOUR BACKUP CODES
BaCkUp COdeS. 10 backup codes remaining o}

Each code can only be used
once.

Allocate 2 o0 3 codes to
different people on the
board.

Use the code upon “Forgot
my password.” Enter the 8
digits without the space

Created just now

4369 5671 3596 3607
7822 8377 8138 2012
6363 1761 0565 8780
1609 7639 57830912
1898 1494 6069 0547

& Print codes < Download codes

Recovery Phone and Email

The Recovery Phone and
Recovery Email should
belong to different people.

Save this information along
with the Backup Codes.

@ Home
Signing in to Google
[ Personal info
C® Data & privacy
B Security
Password Last changed Apr 8
&, People & sharing
Payments & Use your phone to sign in © off
B8 Y
subscriptions
2-Step Verification © off
@ About

Ways we can verify it's you

ed Lo make sure it's re

h you if there's suspicious

Recovery phone

Recovery email
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Delegating Gmail Access to More than One Gmail

Delegated person with Gmail can:

e Read, Send, Reply, Delete emails, Manage Contacts
e QOriginal email address is shown as Sender (not the delegate’s)
e CANNOT: Change password nor Settings

Click on “Accounts and
Import” tab.

In “Grant access to your
account” click on “Add another
account.”

The access can only be granted
to another Gmail address.

. . e see
Click on the settings “Gear” i @
AND click on “See all settings”
i~ Quick settings X e
Ma [ See all settings ]
Ma
Apr DENSITY -
Settings

General Labels Inbo\ Accounts and import ters and Blocked Addresses

Forwarding and POP/IMAP Add-ons Chat and Meet Advanced Offline Themes

Change account Change password
settings: Change password recovery options
Other Google Account settings

Using Gmail for work? get your ple.com email, more storage, and admin tools
with Google Workspace. Learn more

Import mail and Import from Yahoo!, Hotmail, AOL, or other webmail or POP3 accounts.
contacts: Import mail and contacts
Learn more

Grant access to your account i

Send mail as: NCAR Training <ncar.trainer@g Specify a Google Account holder to access your account. |
(Use Gmail to send from  » 44 o other emall address This person will be able to sign in 1o your account to read, delete, and send mai, and edit Gmail |
your other email settings on your behalf, They will not be able to modify your Google Account settings nor change your

pas:

addresses) "ord
Learn more

Email address: |
Check mail from other Aid a mail account " user@qmaﬂ.com ]
accounts:
Learn more

Cancel Next Step »

Grant access to your Add another account
account:

send mail on your behalf) @ Mark conversation as read when opened by others
Learn more Leave conversation unread when opened by others

Sender information
@ Show this address and the person who sent it ("sent by ..")
Show this address only (ncar.trainer@gmail.com)

The person being delegated
will receive and email to
confirm.

Repeat the process for each
additional Gmail to be
delegated.

Q  searchmail 3= @

M Gmail

o- ¢ 3 1-1000f 10,213 < >

NCAR has granted you access to their Gmail account -- accept or deny?

l

INCAR has granted you access to their Gmail account -- accept or & B
deny? Inbox *

| O + ® Gmail Team

[Gmail Team <delegation-noreply@google.com> 8:20 AM (1 minute age) & €
o me ~

Hi Magdalena,

INCAR Training <ncar.trainer@gmail.com> has granted you
l<ncar.ikebana.atlarge@gmail.com> access to read, delete and send mail
lon their behalf.

[To accept this request, please click the link below:
-%5BANGdJ-ZZiwwB2YXI2um 1dRF: i T20_JI

https: -settings.google.

ZbCHgaQi4JYEZRkdAUu8uXwomck

[To reject this request, please click the link below:

Ihttps:/imail-settings.google. ndd-%5BANG]dJ-L-AzQXIPp62_UYUIU4BSYBY4r784AQ1njEe8Hr
lbrxcg8IZzvosTek9_PNjyMmoAVENOeO4wAZADbir1 By4u2M2p45 TKGQNOIgfg%50-ZbCHgaQidJYEZRkdAUUBUXwom
Ick
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You can add as many 1000
Gmail addresses.

Add Gmail -1

}
]

Add Gmail -2

]
]

Add Gmail 3

Send Notification Send Notification Send Notification

]

Recipient Confirms [l Recipient Confirms @ Recipient Confirms

To view and send emails from
the Chapter Gmail, the
delegate accesses the account
by clicking on their account
Profile icon (“N”) to open up
the pop-up menu.

Select the ‘Delegated’ account

seovozx0O N

M Gmail

Compose

Inbox
Starred
Snoozed
Sent
Drafts
Project A
Project B
To Do
Project C

More

Q  Search mail

a- ¢

[J » Google
Security alert
A new sign-in

Gmail Tea
Magdalena he
Hi NCAR, Ma¢

Google
Security alert
2-Step Verific

Google
2-Step Verific
2-Step Verific

Google

= 0 ® sss@

@

NCAR Training

ncar.trainer@gmail.com

Manage your Google Account

. Membership
naibble@gmail.com

Secretary
N

A eus2id@gmail.com

&% Add another account

Default
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Set Up Gmail Forwarding

https://www.producingparadise.com/tools/forwarding-to-multiple-addresses-in-gmail/

To view and send emails
from the Chapter Gmail,
the delegate accesses the
account by clicking on
their account icon (“N”) to
open up the pop-up
menu.

Select the ‘Delegated’
account

| Add Email -1 |

Add Email -2

' Add Email -3

l

Send Notification ‘

Send Notification |

l l

Send Notification |

l

l l

Recipient Confirms ‘

Recipient Confirms |

Recipient Confirms |

l

Create Filter ‘

Create Filter |

S |

Create Filter |

Click on the settings
“Gear” AND click on “See
all settings”

i~ Quick settings X el

Ma [

See all settings ]

Ma

Apr

DENSITY

e 3

In Tab “Forwarding and
POP/IMAP”

Click on “Add a
forwarding address”

General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POP/IMAP |
Chat and Meet Advanced Offline Themes

Forwarding:
Learn more

@ Disable forwarding
O Forward a copy of incoming mail 1o S S
keep Gmail's copy in the Inbox

[ Add a forwarding address | ]

Enter new forwarding
email address.

It does not need to be a
Gmail.

Add a forwarding address

[

[

Please enter a new forwarding email address: ]

“Proceed” to send the
message.

Confirm forwarding address

J & mail-settings.google.com/mail/u/0/?scd=1&mfea=006f41fc.

Forwarding mail to ncar.advocates@gmail.com

Proceed

Cancel
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Recipient of forwarded
email must accept by
clicking the link.

(#176404420) Gmail Forwarding Confirmation - Receive Mail from Yahoo/Inbo
ncar.trainer@gmail.com

(#176404420) Gmail Forwarding Confirmation - —
4™ Receive Mail from ncar.trainer@gmail.com ply@google.com:= = Fri, May 6 at 2:54 Pt

To: mst29-shop@yahoo.com

ncar.trainer@gmail.com has requested to automatically forward mail to your email
address mst29-shop@yahoo.com.
Confirmation code: 176404420

To allow ncar.trainer@gmail.com to automatically forward mail to your address,
please click the link below to confirm the request:

YOBpL6gvpoSIrEScb9774kgFQEGEI2ZRKIYEQbczXKFWboTiQ-3_xI12%5D-JoJ fS8TzZWEBCEUYsSRCQSeheFs

[ https:/mail-settings.google.com/mail/vi-%5BANGjdJ8FvsRUQDbOPuNS5aTIsH2tkM- ]

Click on Verify to

complete the forwarding.

General Labels Inbox Accounts and import Fiiters and Blocked Addresses Forwarding and POFIMAP Add-ons

Chat and Meet Advanced Offline Themes
Forwarding: @® Disable forwarding
Learn more ) Forward a copy of incoming mail ~ and

keep Gmail's copy in the Inbox

| Add a forwarding address

Verify mst29-shop@yahoo.com confirmation code @nn email Remove address

Go to Tab “Filters and
Blocked Addresses”

Click on “Create a new
filter”

General Labels Inbox Accountsand Import CEilters and Blocked Addresses

Forwarding and POP/IMAP Add-ons Chat and Meet Advanced Offline Themes

The following filters are applied to all incoming mail:

Select: All, None

Create a new filter port filters

Enterin
To: Chapter Gmail

Click on Create Filter

From

This is the chapter Gmail you
To ncar.trainer@gmail.com) wish to forward i
Subject

Has the words
Doesn't have
Size greater than v MB v

[ Hasattachment [] Don'tinclude chats

Create filter
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)

Select “Forward it to:”

Click down-arrow on
“Choose an address”

When a message is an exact match for your search criteria:

Skip the Inbox (Archive it)
Mark as read

Star it

OO000»

Apply the label: Choose label v

Forward it to: Choose an address... ~ dd forwarding address

Delete it

Never send it to Spam
Always mark it as important
Never mark it as important

Categorize as: Choose category...

o O o Y 5 Y

Also apply filter to 0 matching messages.

®

Learn more Create filter

If you have set up the
forwarding addresses, it
will show up as an option.
(In this example, two
forwarding Gmails have
been set up).

You create a filter for
each Gmail one at a time.

Click on Create Filter

If the desired email is not
amongst the options, click
on “Add forwarding
address” and set it up.

When a message is an exact match for your search criteria:

Skip the Inbox (Archive it)
Mark as read

Star it

oooago »

Apply the label: Choose label.. =

®

Forward it to: rding address

ncar.advocates@gmail.com

Delete it ncar.videos@gmail.com

Never send it to Spam
Always mark it as important

Never mark it as important

O000ao0o

Categorize as: Choose category... =

O

Also apply filter to 18 matching messages.

Note: old mail will not be forwarded

0 Learn more

Create filter

After configuring each
email with a filter for each
address, they will be
listed as shown

After successfully setting
up the forwarding with
filters, it will be shown as
in this example
(forwarding to two
Gmails).

Filters and Blocked Addresses Forwarding and POP/IMAP Add-ons

Chat and Meet Advanced Offline Themes

The following filters are applied to all incoming mail:

1 |o Matches: to:(ncar.trainer@gmail.com)
Do this: Forward to ncar.videos@gmail.com

O Matches: to:(ncar.trainer@gmail.com)
2 Do this: Forward to ncar.advocates@gmail.com

Select: All, None

Create a new filter Import filters

edit delete

edit delete
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Make sure that the
following are as shown:

Disable Forwarding*
Disable POP
Disable IMAP

* Forwarding is enabled
here only when
forwarding to only one
email

Settings

General Labels Inbox AccountsandImport Filters and Blocked Addresses (Forwarding and POP/IMAP Mdd-ons

Chat and Meet Advanced Offline Themes

Forwarding:
Learn more

POP download:
Learn more

IMAP access:

(access Gmail from other
clients using IMAP)
Learn more

@® Disable forwarding
© Forward a copy of incoming mail to | mari.tamura@gmail.com v|and
keep Gmail's copy in the Inbox v

| Add a forwarding address

Verify mst29-shop@yahoo.com confirmation code |7Verify Re-send email Remove address

1. Status: POP is disabled
© Enable POP for all mail
) Enable POP for mail that arrives from now on

2. When messages are accessed with POP

3. Configure your email client (e.g. Outlook, Eudora, Netscape Mail)
Configuration instructions

Status: IMAP is disabled

© Enable IMAP
@ Disable IMAP

Configure your email client (e.g. Outlook, Thunderbird, iPhone)
Configuration instructions

Cancel

If you only need to
Forward to one person, a
filter is not necessary.

Enable “Forward a copy to
incoming mail” and make
sure the correct email is
selected.

Settings

General Labels

Forwarding and POP/IMAP Add-ons Chat and Meet Advanced Offline Themes

Inbox Accounts and Import Filters and Blocked Addresses

Forwarding:
Learn more

O Disable forwarding
@® Forward a copy of incoming mail to
chapter@gmail.com ~jand
| keep Gmail's copy in the Inbox v

[ Add a forwarding address |

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

10
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