Spschools Gmail Primer

This tutorial is intended to give you some basic skills for how to use our Spschools Gmail service.
More topics will be covered in other tutorials.

Logging In and Out

1. In any browser (Safari, Internet Explorer, FireFox, Chrome, iPhone, etc), visit the website
http://gmail.spschools.org.

[ XeXe] St. Albert Protestant Schools
[ > ([ Bcps . googte.comibrspschootsrgrsenvicebogin? & J(@-

l"I o Welcome to St. Albert Protestant Schools

L lenty of space and access from
a

Sign into your account at
St. Albert Protestant Schools.

Usemane:

Password:

2. Type in your credentials at the login screen:

Note: your login name is usually your first name followed by a [dot] followed by your last name.
So, Jean-Luc Picard would be jeanluc.picard. Consult the letter you received from District Office
if you're not sure.

Sign in to your account at
St. Albert Protestant

Username: mike.ma

@spschools.org

Password: sssesessesess |

3. Click Sign In.

\

/_Sign in

Once logged in, the Sign Out link at the top right of the window will log out of the Gmail service.
It’s suggested you do this when you are finished with Gmail.

Help | Sign out >
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Reading Messages
New messages appear in your list in bold type.
1. Click on the name of the sender or subject of the message you wish to read.

support [Aviary] Welcome to Aviary. - Hi! Congratul 11:12

2. Clicking on the << Back to Inbox link in the upper left corner of the message area will take
you back to the Inbox.

« Back to Inbox A

Navigating Conversations

Instead of separate entries for each email, related messages are automatically grouped into a
“thread” called a conversation since this is often what is going on when you reply to someone (and
they reply back, etc). For those in the habit of replying to an unrelated email in order to email
someone about something new, this is a reason for you not to do this anymore (as your new
message will then be attached to a completely unrelated conversation.

Click Expand All
to see the entire

« Back to Inbox Archive Reportspam Delete Move tow Labelsw More actions w « Newer *
I sequence of the
. . . . New window conversation
Apple - Education Seminars & Events - Apple Tech Series - Client & v (click it again to
Management: Apple Remote Desktop nbox | x ) Buint ol collapse)
=1 Expand
Allan Gauld All, Please do let me know if y
Forward all
/Prickcr, Sherri ‘-mnes —————— = Click Otn any I
name 10 revea
Click in this area @ Mike Ma to Sherri show details 22 Mar | 4= Reply | ¥ what that person
and then click on a ‘ , A said in the
Well, | registered anyway... hopefully | can make it. It's always good to see if I've been ’
name to see even missing something with the way I'm using the stuff. conversation (the
further back. _— most recent reply
Mike. is directly above
- Show quoted text - the message at

the bottom)

L) Reply =» Forward
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Sending Messages/Starting Conversations
1. Click the Compose Mail link in the sidebar.

Compose Mail

2. Start typing the name of the first recipient for this email. Auto Complete should
automatically start matching people based on what you’ve typed thus far. Type until you see
the person you want to send to, then click on their name (or until you’ve completely typed
an email address).

® Reply =P Forward
Send Save Now Discard @

To:| janet

"Janet Finstad" <janet.finstad@spschools.org>
"Janet Finstad" <finstadj@spschools.org>

Subject: "Janet Finstad" <accounts@spschools.org>
"Janet Tripp" <janet.tripp@spschools.org>
"Janet Tripp" <trippj@spschools.org>

3. To send to another person, type a comma then start typing another name (if you used
auto complete, a comma is added for you).

>schc>ols.orrb Scott” <barb.s

4. To Cc the message to another person, click Add Cc link to reveal the Cc box (where you
can enter more email addresses).

Add Cc

Cc: "Trent Walters™ <trent.walters@spschools.org>,

5. To Bcc the message to another person, click Add Bcec link to reveal the Bcc box (unlike
addresses in the To and Cc boxes, people entered into Bcc will not see who else the
message has been Bcc'ed to).

Add Bcce

6. Fill in the Subject box with your subject.

Subject: | Technology Strategy for This Year
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7. Fillin the body of the message:

B Z UFMTTD Do e i=:

11
m
[l
|
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1; « Plain Text Check Spelling ¥

Hello.
When would be a good time to meet and discuss our technology strategy for this year?

Thanks.
Mike,|

Mike Ma
Technical Analyst Il
St. Albert Protestant Schools

8. Note that you have formatting controls as well as spell check for all the text in the body.
These controls act similarly to the way they act in your word processor—select the text and
click the button to apply a certain font, style, size, etc—there’s even a spell check!

111
S
I
I
i

B 7 UF Mo = =1

2] = ZI, CheckSpellingv
« Plain Text

9. When you're ready to send, click Send.

Send Save Now Discard Draft autosaved at 7:00 PM (8 minutes ago)
T+l " lanat Trinn” rianat trinn@enorhanle Aran "Rarh Qantt” charh o~atti@eo
10. If you want to abandon this message, click Discard.
11.1f you want to save the message and send it later, click Save Now.

Note: Gmail auto saves drafts, so if you accidentally close the browser or your computer
crashes, the majority of your message will still be in your Drafts folder when you log back in.
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Replying to Messages/Conversations

1.

While viewing a message, click Reply (at the bottom of the message) to respond back to
the sender.

® Reply

2. Type your response in the body of the message.

© Reply =P Forward
Send Save Now Discard @

To: support@aviary.com

Add Cc | Add Bcc | Edit Subject 4 Attach a file
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Thanks! Great Product you have here!
Mike.|

On 6 April 2010 11:09, <support@aviary.com> wrote:
Hi!

Congratulations on installing Aviary in your Google apps
account! We've created a folder in your Google Docs

You can add people to this reply, attach files, etc just like you can when composing a brand
new message.

. When ready, click Send to send the message, or Save Now to save your reply to Drafts, or

Discard to abandon the message.

Forwarding Messages/Conversations

1.

To forward just the currently visible portion of the conversation, click Forward (at the bottom

of the message). To forward the entire conversation, click Forward All (near the top right of

the message).
= Forward

Forward a
or (2] Forward al

2. Fill in the recipients.

3. You can change the body of the message, attach files, change the subject line, etc just like

you can when composing a brand new message.

Click Send, Save Now, or Discard depending on what you want to do to this message.
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Attachments
To attach a file:

1. Click the Attach a file link in any message composition area (ie. when composing a new
email, when replying, and when forwarding).

&P Attach a file

2. Navigate to where your attachment is located just as you would to open any file in any other
program.

0.0 Select file(s) to upload by mail.google.com

(<« » ) (28 =[m) [ (@l Documents BISY

DEVICES =) About Stacks.pdf

£l iDisk (3 Activ Software

= Macinto... ||| 3 Microsoft User Data —
- (3] SMART Technologies

SHARED [ UltraKeys

(5 24-03

= 24-106

(= 24-107

(= 24-110

a1 Name WREM Preview
(W 24-114 K
(= 24-117 document t
@ Al ed Today at
PLACES

EJ Desktop ¥

Click Select.

A progress bar next to the file name fills to indicate the progress of that file being transferred
up to Google’s servers. If it's taking too long to upload, you can click the Cancel link.

Cancel

5. If you want to attach another file, click the Attach another file link and go through the
process again (you don’t need to wait for Google to finish processing the first attachment).

6. If you have attached a file that you later decide you don’t want to attach, uncheck it in the
list.

@/\r Attachment.rtf (application/rtf) 2K

[z‘ Another Attachment.rtf (application/rtf) 2K
] Didn't mean to attach.rtf (application/rtf) 2K
[C) Picture 1.png (image/ong) 51K

Attach another file
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To open a file that was attached to an email:

1. Click the Download link next to the attachment to download the attachment to your
computer. If your browser doesn’t automatically open the file, you will have to find the file
and open it manually.

J Diss ementaryReport Card.ai
2 e

2. For some attachments, you can instead click the View or Open as a Google Document
link which allows you to call up an online preview without downloading the document.

PD Day poster.doc
) 25 View as HT! ‘@

Sup SHOO0L Poster.pdf
j 47 wnload

Searching
While having a good search engine is no substitute for good organizational skills, it can certainly
help!

You can enter search terms into the search box at the top of Gmail and click Search Mail to see
the results. Gmail searches for your terms in all parts of all messages (ie. in the name of the
sender/recipient, in the Subject, in the body, etc).

For example, you can search for the term “AlSI” to find messages that mention that word. You can
also do searches like: from:wowk to find all the messages from Barry Wowk (or any other Wowk’s
with whom you may have conversed).

Printing

Some of us are used to just going File: Print to print an Email...but since Gmail is a web-based
product, it’s not that simple. To get the best looking printout:

To Print just the current message, click the down arrow next to the Reply link in the upper right
of the message and then click Print.

-
show details 20:24 (12 minutes ago) = 4~ Rep -,@
4 Reply to all

|
=) Forward

SroRCE: SLS @Spschools.org to Contacts list
Delete this message
Report phishing
Show original
Message text garbled?

To Print the entire conversation, click the Print All link to the right of the message pane.

" New wingow

ﬁ Print all
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