
STEP-BY-STEP TUTORIAL 
Setting up your personal email to send messages from your DS email  
 

 
 

1. If you want to send emails from your personal inbox using your Dimensions Sciences account 

without switching to it, you can do so by following the steps illustrated below. 

 

2. Access your personal email on Google, and click on the gear icon, as highlighted on the image. 

 

 
 

3. A new menu will appear on the right side of the page, click “See all settings” to get into more 

advanced features. 

 
 

4. Next, go to “Accounts and Import”. 
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5. Look for the section “Send mail as:”, and click in “Add another email address”: 

 

 
 

6. A new window will be opened. Insert your Dimensions Sciences email and UNCHECK the box 

“Treat as an alias”. Click “Next Step” to proceed.  
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7. In the next screen, make sure that the following information is given as follows: 

 

SMTP Server: smtp.gmail.com 

Port: 587 

Username: Your full DS email, including the domain after @ 

Password: Insert your DS password 

 

If the information is different from the one shown above, please, change the information to the same 

show in this tutorial. Click in “Add Account” to goto the next step. 
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8. A congratulation screen will be shown to you, asking for your confirmation by asking you to click 

on a link sent to your Dimensions Sciences account. 
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9. The email should look like the one in the image, you just need to click the link to confirm the new 

settings. 

 

 
 

10.  Click on the “Confirm” button on the page loaded. 
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11. Now, if you go back to your personal email and start writing a new email, you will notice that, on 

the recipient field, a little arrow will appear, allowing you to choose from which email you want 

to send the message. 

 

 
 

Finally, you can email admin@dimensionssciences.org any time if you have a question or issue. 
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