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INTRODUCTION:
WHY YOU MIGHT
NEED TO
FORWARD EMAILS
FROM GMAIL

Email forwarding is an
essential  productivity
tool in our increasingly
digital  lives.  Whether
you ’ re  manag ing
multiple  accounts,
d e l e g a t i n g
responsibilities,  or
simply  consolidating
your  inbox,  knowing
h o w  t o  f o r w a r d
emails  from  Gmail
can save you time and
reduce  clutter.  Gmail,
being one of the most
widely  used  emai l

services,  offers  both
manual and automatic
forwarding  options.
This guide will walk you
through every method
available, from sending
a  single  message  to
another  address  to
setting  up  rules  that
automatically  reroute
incoming  emails.  By
the end, you’ll be able
to manage your email
flow  with  confidence
and precision, ensuring
t h a t  i m p o r t a n t
messages  never  slip
through  the  cracks.

UNDERSTANDING
THE BASICS OF
GMAIL EMAIL
FORWARDING

Before  diving  into  the
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s t e p - b y - s t e p
ins t ruc t ions ,  i t ’ s
important  to  clarify
what  “forwarding”
means  in  the  context
of  Gmail.  Forwarding
c a n  r e f e r  t o  t w o
different  actions:

Manual
forwarding –
sending a
specific email
you’ve already
received to
another
recipient.
Automatic
forwarding –
configuring a rule
that sends all (or
selected)
incoming emails
to another email
address without
you lifting a
finger.

Both  methods  are
straightforward  in
Gmail,  but  they  serve
different purposes. You
might  use  manual

forwarding  to  share  a
single  conversation
with a colleague, while
automatic  forwarding
is ideal if you want to
keep  a  backup  of  all
emails  in  a  secondary
account or when you’re
switching  from  Gmail
to  another  service.
Understanding  these
differences  will  help
you  choose  the  right
approach  for  your
situation  when  you
need to forward emails
from Gmail.

Prerequisi
tes for
Automati
c
Forwardin
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g
If  you  plan  to  set  up
automatic  forwarding,
e n s u r e  y o u  h a v e
a c c e s s  t o  t h e
dest inat ion  emai l
account.  Gmail  will
send  a  verification  link
to  that  address  to
confirm  you  own  it.
You’ l l  a lso  need  a
s t a b l e  i n t e r n e t
connection,  and  it’s
wise  to  review  your
organization’s  data
po l i c ies  i f  you ’ re
forwarding  company
Gmail  accounts—some
administrators  restrict
forwarding for security
reasons.

HOW TO FORWARD
A SINGLE EMAIL
MANUALLY IN
GMAIL

Manual  forwarding  is
the simplest and most
common way to share
an email. Follow these

steps  to  forward  one
message at a time:

Open Gmail and1.
log in to your
account.
Click on the2.
email you want
to forward to
open it.
In the bottom3.
right corner of
the message,
click the three
dots (More) icon.
Select Forward4.
from the
dropdown menu.
(Alternatively,
you can use the
keyboard
shortcut: Shift +
F on Windows or
Shift + F on
Mac.)
A new compose5.
window will
appear with the
original email
quoted below.
Enter the
recipient’s email
address in the
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“To” field.
Add any extra6.
text in the body
above the
quoted message
if needed.
Click Send.7.

That’s it! The recipient
w i l l  r e c e i v e  t h e
f o r w a r d e d  e m a i l
exactly as it appeared
in your inbox. Keep in
mind that if the original
e m a i l  c o n t a i n s
attachments,  they  will
be  inc luded  in  the
forward  unless  you
choose  to  remove
them.  This  method  is
perfect when you need
t o  q u i c k l y  s e n d
i n f o r m a t i o n  t o
someone  else,  but  it
can  become  t ime-
consuming if you have
m a n y  e m a i l s  t o
transfer.

Forwardin
g Multiple
Emails at
Once
Unfortunately,  Gmail
doesn’t  offer  a  native
“forward  mult ip le
e m a i l s ”  b u t t o n .
However ,  you  can
achieve a similar result
by using a workaround:
select  multiple  emails
in  your  inbox,  then
click  the  three-dot
menu,  and  choose
“ F o r w a r d  a s
attachment.”  This  will
bundle  the  selected
emails  into  a  single
.eml  file  attached  to  a
new  message.  While
this is not a true inline
forward,  it  does  allow
you  to  send  several
emails  at  once.  For
bulk  forwarding  of
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individual  messages
(not  attachments),
you’ll  need to forward
them  one  by  one  or
use  a  th i rd -pa r ty
tool—but  be  cautious
wi th  secur i ty  and
privacy  when  using
external  services.

HOW TO SET UP
AUTOMATIC
FORWARDING IN
GMAIL

Automatic  forwarding
is  perfect  for  people
w h o  w a n t  t o
consolidate  emails
from multiple accounts
or  for  those  who  are
moving  away  from
Gmai l .  Here  is  the
complete  process  to
a u t o m a t i c a l l y
forward emails from
Gmail:

Step 1:

Access
Gmail
Settings

Open Gmail in1.
your web
browser and sign
in.
Click the gear2.
icon (Settings) in
the top right
corner.
Select See all3.
settings from
the dropdown.

Step 2:
Navigate
to the
Forwardin
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g and
POP/IMAP

Tab
Once  in  the  settings
menu,  c l ick  on  the
Forwarding  and
POP/IMAP tab. This is
where you control how
emails  are  forwarded,
d o w n l o a d e d ,  o r
accessed  via  other
protocols.

Step 3:
Add a
Forwardin
g Address

In the1.
“Forwarding”
section, click
Add a
forwarding

address.
A pop-up window2.
will appear. Enter
the email
address where
you want your
Gmail messages
forwarded.
Click Next and3.
then Proceed.
Gmail will send a
verification
message to that
address.
Check the other4.
email account,
open the
verification email
from Gmail, and
click the
verification link.
(If you don’t see
it, check your
spam folder.)
Return to your5.
Gmail settings.
The forwarding
address should
now appear as
verified.
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Step 4:
Enable
Forwardin
g

Select the radio1.
button Forward
a copy of
incoming mail
to.
Choose the2.
verified address
from the
dropdown list.
Decide what to3.
do with the
Gmail copy: you
can keep Gmail’s
copy in the inbox
(recommended
for archival),
mark it as read,
archive it, or
delete it. Be
careful with the
“delete”
option—once

forwarded, the
email is removed
from Gmail
permanently.
Click Save4.
Changes at the
bottom of the
page.

Now  all  new  emails
arriving  in  your  Gmail
will  automatically  be
f o r w a r d e d  t o  t h e
specified  address.
Existing emails are not
forwarded—only future
messages. If you want
to  forward  old  emails
too, you’ll need to use
Gmail’s  search  and
manual forwarding or a
migration tool.

USING FILTERS TO
FORWARD
SPECIFIC EMAILS
AUTOMATICALLY

Sometimes  you  don’t
w a n t  t o  f o r w a r d
everything.  Perhaps
y o u  o n l y  w a n t  t o
forward emails from a
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certain  sender,  or
messages  containing
specific  keywords.
Gmail’s  filters  let  you
create  sophisticated
forward ing  ru les .
Here’s how to set up a
filter  to  automatically
forward certain emails:

Go to Gmail1.
Settings and click
the Filters and
Blocked
Addresses tab.
Click Create a2.
new filter.
In the pop-up3.
form, enter your
criteria. For
example, to
forward only
emails from your
boss, enter their
email address in
the “From” field.
You can also
specify subject
words, size, or
whether it has
attachments.
Click Create4.
filter.

Check the box5.
that says
Forward it to
and select the
forwarding
address you’ve
already added. If
you haven’t
added one yet,
you’ll need to do
that first (the
same process as
automatic
forwarding).
You can also6.
check other
actions like “Skip
the Inbox
(Archive it)” or
“Mark as read”
as needed.
Click Create7.
filter again to
save.

N o w  o n l y  e m a i l s
meeting  your  criteria
will be forwarded. This
is an excellent way to
manage  subscriptions,
separate  work  and
personal  emails,  or
send  specific
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documents  to  a  team
member automatically.
Combining  filters  with
f o r w a r d i n g  i s  a
p o w e r f u l  w a y  t o
forward emails from
Gmail  based  on  your
exact needs.

Creating
Multiple
Forwardin
g Rules
You  can  create  as
many  filters  as  you
like, each forwarding to
the  same  or  different
a d d r e s s e s .  F o r
instance,  you  might
forward all  invoices to
y o u r  a c c o u n t i n g
s o f t w a r e  a n d  a l l
customer inquiries to a
support  team.  Just
remember  that  each
filter  requires  the
destination  address  to

be  pre-verified  in  your
forwarding  settings.

FORWARDING
EMAILS FROM
GMAIL ON MOBILE
(IOS AND
ANDROID)

The Gmail  mobile app
offers  the  ability  to
forward  single  emails,
b u t  a u t o m a t i c
forwarding settings can
only  be  configured  in
the  web  inter face
(desktop  or  mobile
browser).  Here’s  how
to forward manually on
your phone:

Open the Gmail
app and tap the
email you want
to forward.
Tap the three
dots menu
(More) in the top
right corner.
Select Forward.
Enter the
recipient, add a
note if desired,
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and tap the send
arrow.

To  set  up  automatic
forwarding  from  your
mobile  device,  open
your  phone’s  browser,
g o  t o
mail.google.com,  log
i n ,  a n d  s w i t c h  t o
“Desktop  site”  mode.
Then  follow  the  same
steps  as  the  desktop
version. This is a handy
workaround  when
you’re away from your
computer.

COMMON ISSUES
AND
TROUBLESHOOTIN
G

E v e n  w i t h  c l e a r
instructions, you might
encounter  problems.
H e r e  a r e  t y p i c a l
hurd les  and  the i r
solutions when you try
to  forward  emails
from  Gmail:

Forwardin
g Not
Working
or
Verificati
on Email
Not
Received

Check Spam
folder –
verification
emails
sometimes land
in spam. Mark
them as “Not
spam” to
proceed.
Confirm
destination
address –
ensure you typed
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it correctly. A
single typo will
prevent
verification.
Email server
restrictions –
some domains
(e.g., corporate
or school
accounts) block
forwarding.
Contact your
admin if you see
an error
message.

Duplicate
d or
Missing
Emails
I f  y o u  e n a b l e
forwarding  but  also
have a mail client (like
Outlook)  downloading
via POP, you might see
duplicates.  Review
your  POP  and  IMAP

se t t i ngs  to  avo id
redundancy.  Also,  if
you  choose  “delete
G m a i l ’ s  c o p y ”  i n
forwarding,  you  won’t
h a v e  a  b a c k u p  i n
Gmail.

Forwardin
g Delays
G m a i l  t y p i c a l l y
forwards emails within
minutes,  but  heavy
traffic  or  large
attachments can cause
delays.  If  emails  are
consistently  delayed,
check  your  internet
connection and ensure
the  destination  server
i s n ’ t  r e j e c t i n g
messages  due  to  size
limits.

ALTERNATIVES TO
NATIVE GMAIL
FORWARDING

While  Gmail’s  built-in
tools  are  sufficient  for
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most  users ,  some
scenarios require extra
features.  Here  are  a
few alternatives:

Email client
forwarding – if
you access Gmail
through Outlook,
Thunderbird, or
Apple Mail, you
can set up rules
in those clients
to forward
copies. This
works
independently of
Gmail’s web
interface.
Third-party
automation
tools – services
like Zapier or
IFTTT can
forward Gmail
messages to
countless other
apps (Slack,
Trello, etc.)
based on
triggers. These
are great for
workflows

beyond simple
email forwarding.
Migration tools
– if you’re
leaving Gmail
entirely,
dedicated
migration tools
(like Google
Takeout and then
importing) can
transfer all your
emails at once,
though this is
more of an
export than
ongoing
forwarding.

Whichever method you
choose,  ensure  you’re
comfortable  with  the
privacy  implications.
Never  sha re  your
Gmail  password  with
third-party  services,
and  always  revoke
access to apps you no
longer use.

BEST PRACTICES
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FOR MANAGING
FORWARDED

EMAILS

Once  you’ve  learned

h o w  t o  f o r w a r d
emails  from  Gmail,
you’ll want to manage
the  flow  effectively.
Here  are  some  tips:


