
John Adams Academy Email Forwarding Guide 

Step 1: 

Open your JAAApps Gmail. Once it is open, select the gear icon in the top right corner 

 

Step 2: 

Select “See all settings” 



 

Step 3: 

Select the tab that says “Forwarding and POP/IMAP” 

 

Step 4: 

Select “Add a forwarding address” 



Step 5: 

Type in your John Adams Email in the empty text box. First.Last@johnadamsacademy.org  

After that press the next button. 

 

Step 6:  

Press proceed on the popup window 

mailto:First.Last@johnadamsacademy.org


Step 7: 

Press the ok button on the popup. 

 

Step 8: 

At this point, a conformation code has been sent to your Outlook email. Leave the Gmail tab 

open and go to your Outlook. 



Step 9: 

Find the email with the conformation code 

 

 

Step 10: 

Copy the conformation code 

 



Step 11: 

Past the confirmation code into the text box and press verify 

  

Step 12: 

Find the highlighted box 

  



Step 13: 

Select the second option that is highlighted.  

  

Step 14: 

Scroll to the bottom of the settings page and press save changes 

 


