Guide to Using Gmail

Gmail is the e-mail service provided by Google. To log-in and use your school e-mail address, simply follow
these step-by-step instructions.

3.

) Language: English (US) +

To find your email account information, login to your Banner Web account (http://pr6.prcc.edu:8020) and click on
Personal Information and then View E-mail Addresses. Your email address and password are displayed. Make a note of
this information, exit your Banner Web account and go to http://student.prcc.edu, which will redirect you to the email log in
site.
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Once at the log in site, type in your email account username and password and left click '@
the Sign In button once. U [[Cstudent prec.eds
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e Welcome tof

A
Sign in to your account at
student.prcc.edu

Username: |testuser
@student prec.edu

Password: ssssssss|

[JRemember me on this
computer

On the next page select the appropriate language, review the terms of service and click the | accept. Create my
account. button to create your account.
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Setup your account for student.prcc.edu
Your student_prce edu account will give you access to the hosted senices enabled for your domain.
Name: Test User

Login name: testuser @student prcc.edu

Terms of service:  Review the Terms of Service below.
Printable Version

~
Google Terms of Service
Welcome to Google! By using Google's products, software. services or web sites ("Google
services"), you agree to the following terms and conditions, and any policies, guidelines or
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By clicking 1 accept’ below you are agreeing to the Terms of Senice above and both the Program Palicy
and the Privacy Palicy.
Also remember that Google Apps for Your Domain is offered in conjunction with your domain

administrator and that administrator may have access to your account information including your email_
Your domain administrator's use of your information is governed by its privacy policy.

— | | accept. Craate my account. | [[cancel |




4. On the next page select whether or not you prefer your chat history to be saved or not and click the Go to my inbox button
to continue.

testuser2i@student. pr

Gmail e (et R ) Chat - Send instant messages from directly within

cil e o student.pree.edu. When you go to your inbox, you'l be
ey d anling.

e ot . “J) Status - See when others are online and let them know
sty when you're online, away, busy, tired, whatewer.

< g == = 1t 1 History - Chats can be just like emails. Save them, search
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for therr--never lose important chats again.

You can get started with this feature right now (it's always
changeable in 'Settings):

* Sawve chat history in my student.prcc.edu account -
your chats will be saved under Thats' in your
student. prec.edu account.

" Don't save chat history in my student prcec.edu
: __JIIL account - your chats will not be saved or searchable in
s your student. proc. edu account.

Sweell Gao to my inbhox » |

. . . (= student: prec.edu - INboX|2) -
5. Once you are at the Inbox, notice on the left the different folders available for use. Most e- =

o L - €5 0 - M hetpisimai.googe.
mail is sent to your Inbox folder. Unwanted e-mail is automatically flagged as spam and sent @ Hpiiimel goegde o
to the Spam folder. When you delete a message it is sent to the Trash folder where it can WA IVstudent precedu - Inbox
then be Sent baCk tO the InbOX or deleted. Google student.prec.edu Calendar my

Gmail

Compose Mail Error M
Inbox (2 Archiy
Starred ¥¢ %
Chats & EE‘C
Sent Mail

Drafts o
All Mail

Spam

Trash

Contacts

6. To see the messages in the Spam folder click the Spam link on the left. Once there, you can delete those messages or
mark them as not spam if they have been mistakenly flagged as spam. To do these actions, simply select the desired
message/s by clicking the box to the left of the message/s and click either the Delete Forever or Not Spam buttons.

Follow this same procedure for your Trash folder.



7. To send a new message using Gmail click the Compose Mail link above the list of folders on the left. Once
there, type in the desired recipient’s in the To box, add a subject in the Subject box, type your e-mail, and

click the Send button.
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E‘ Add event info
Check spelling v

I «Plain text

Send
Inbox (1 To:|
*|test
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Chats & Add Cc |
Sent Wail Subject:|T,
Drafls £ Attach a file
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Trash Test e-mail
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8. To view and edit the settings for your e-mail account click the Settings link at the top right. Once there, you
can click on the different tabs to adjust the settings and personalize your Gmail account.
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tes(userZ@sluderrl.prcc.Qu | Settings | Hs)l Sign o
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Show search options
Create a filter

Search hail Search the WWeb

9. If you do not wish to use the Gmail account you can have all the messages forwarded to another e-mail
account. To do this, select the Forwarding and POP tab. In the Forwarding section, select Forward a copy
of incoming mail to, and fill in the appropriate information. Once you have adjusted it to your liking click the
Save Changes button at the bottom.

Gmail

Compose Mail Settings
Inbox (1 General Accounts
Starred 3%
Chats & Forwarding:
Sent Mail
Type your alternative email
address in this box.
T T
Contacts Download:
Learn more

¥ Quick Contacts
Search, add. or invite
@ Test User

Set status here w

Add contact Show all

w Labels
Edit labels

[ Search Mail ] [ Search the Web ] Creste o filter
Labels Filters Forwarding and POP Chat Web Clips
(O Disable forwarding
@ Forward a copy of incoming mail to
email address and | keep student prcc_edu’s copy in the Inbox hd
Tip: You can also forward only some of your mail by creating a filter!
1. Status: POP is disabled
() Enable POP for all mail
(0 Enable POP only for mail that arrives from now on
2. When messages are accessed with POP
3. Configure your email client (e.g. Cutlook, Eudora, Netscape Mail)
Configuration instructions
[ Cancel ] I Save Changes J




