How to have your mbmgs.org email sent directly to a folder in
G-MAIL
Open your account.
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Click on Settings
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Click on the Filters tab
Then click Create a new filter
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Choose search criteria Specify the criteria you'd like to use for determining what to do with a message as it arrives. Use "Test Search” to see which messages would
have been filtered using these criteria. Messages in Spam and Trash will not be searched.
From Has the words:
To Doesn't have:
Subject:
[ as sttachment
Show current filters l Cancel ] [ Test Search ” Next Step » ]
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In the From: box enter mbmgs.org; then click the Next Step button at the bottom of the yellow box.
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Create a Filter

Choose action - MNow. select the action you'd like to take on messages that match the criteria you specified.
When a message arrives that matches the search: from:(mbmgs.org). do the following:

[ Skip the Inbox (Archive it}
[ mark as read
[ Star it

[ Apply the label: | Choose label . v

[ Forward it to: |ema\| address

[ Delete it

[] Never send it to Spam
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Check Apply the label: in the drop down menu next to it choose New Label; in the box that appears type
a name for your label (i.e. mbmg). When emails come in to your mailbox from mbmgs.org they’ll be
identified in your inbox:
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(I set up a label in my gmail for ‘hotmail’ and sent myself an email from my hotmail account. It appears
in my inbox clearly labeled ‘hotmail.”)

(= Gmail - “hotmail” {1) - ckriedi@

G-
b

'?' hiktpefmail google, com,

In the left column, scroll down until you see
Labels with the plus + sign next to it. Click the plus
sign and choose the label you created for mbmgs.
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Setensy Add Contact Your emails will be listed there —it’s like a folder in
+ Labels other email programs.
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Give Gmail to:

Preview Invite

Done

Questions — call Christina 247-1381 or email christinakriedt@hotmail.com
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