
JHS Email 
Forwarding 
How to Forward Gmail to 
Office365



Forwarding Gmail to 365

Step 1: Log into your school Gmail account

Step 2: Select the Settings Gear in the top right corner.

Step 3: Select See All Settings.



Forwarding Gmail to 365 – con'd

Step 4: Select the Forwarding and POP/IMAP tab and click Add 

a forwarding address.

Step 5: Type in your Office365 address and click Next.
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Reminder: Your Office365 usernames usually follow this format:

Last2digitsofgraduationyear lastname first initial @s.jmk12.org

i.e. 26washingtong@s.jmk12.org



Forwarding Gmail to 365 – con'd

Step 6: Confirm the address in 

the pop-up and select Proceed.

Step 7: A confirmation message 
will pop-up indicating you must 
approve the forward in your 
Office365 email.



Forwarding Gmail to 365 – con'd

Step 8: Log into your Office365 

Outlook email account 

(login.microsoftonline.com).



Forwarding Gmail to 365 – con'd

Step 9: Click the hyperlink in the email that confirms you want 

your Gmail to forward to your 365 address.



Forwarding Gmail to 365 – con'd

Step 10: Confirm the permissions one more time.

Step 11: Celebrate your success!



Syncing
Office365 
Email to 
a Phone
How to Install School Email 
on Personal Phones



Syncing Office365 Email to a Personal Phone 
– iPhone Instructions

Step 1: Open the 

Settings on your 

phone and select 

Mail.

Step 2: Select 

Accounts.



Syncing Office365 Email to a Personal Phone 
– iPhone Instructions con'd

Step 3: Add an 

account.

Step 4: Select 

Microsoft 

Exchange.



Syncing Office365 Email to a Personal Phone 
– iPhone Instructions con'd

Step 5: Enter 

your Office365 

email address 

and change the 

description to 

School 365. 

Select Next.

Step 6: Choose 

Sign-in and 

when a browser 

window opens, 

enter your 

password. 

Select Sign-in.



Syncing Office365 Email to a Personal Phone 
– iPhone Instructions con'd

Step 7: Choose what 

permissions you want to give 

to Office365. Make sure Mail 

is allowed (green).

Allowing calendars will 

populate your phone calendar 

with appointments from 

your Office365 calendar.

Step 8: Celebrate 

your success!



Syncing Office365 Email to a Personal Phone 
– Android Instructions

Step 1: Open the 

Settings in your 

Gmail or 

Samsung email 

app. 

Step 2: Select 

Add Account.



Syncing Office365 Email to a Personal Phone 
– Android Instructions con'd

Step 4: 

Enter your 

password 

and select 

Sign in.

Step 3: Select 

Exchange and 

Office 365. Then 

enter your 

Office365 email 

address. Select 

Next.



Syncing Office365 Email to a Personal Phone 
– Android Instructions con'd

Step 6: 

Celebrate your 

success!

Step 5: Accept 

the permissions 

requested.


