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Google Apps Quick Start Guide

Log in and start using your email and chat features now

Log in to Gmalil
1. Go to your Google Apps Mail page: http://mail.student.westgatech.edu

Or, double-click the Gmail shortcut on your desktop: E I

2. On the Sign In page, enter your existing user name and password the initial password is 8 digit
birthdate (mmddyyyy) then click Sign In:

GOUS[E' Google Apps for Solarmora

) Powerful communication and collaboration tools for
Sign in to manage
Solarmora The right tools can make projects faster and easier. Whether you're w
project, or coordinating with your group, Google Apps saves you time
Usemame: | pspearry

e + Collaborate more effectively with shared calendar and docume:
P ” + Access your data from anywhere, even from mobile devices
assword: [ ssesssssas
- ¢ Mo software or hardware to install and maintan

[+] Remember me on this

computer If you are a Google Apps administrator, sign in here for the control
Mew! One-stop information sharing with Google Sites

Leanned 8Ccess oy Account Buuilding a site is as simple as editing a document, and you donl ne

Check out these example sites: Company intrangt, Team project, Ei

3. If this is your first time logging in, follow the on-screen instructions to activate your account.

Your Gmail Inbox appears. For example:



Google

Show yagech cobony
lSﬂrcthl EMHWEB - 7

Archive  Reportspam  Dalsie Bovmbaw | Labelsw Usresctossy | Bpfresh 1-30f3
Saelect: All, Hone, Read, Unread, Stared. Unstammed
Mhlr? L B Jennider Ahrens s Updated: Schedule of upcoming seminars - Bolow please find the updated « 548 pm
rafts [ Jeanna Rondeau () » Fund: Test resubts for Praject Goo - Hi Team Balew 13 8 hnk (o a Goagle apees 543 pm
= O Cheistina Beckmann » Waekly Wrapup - Al Here's your sumimany of Sabes” acthaty for the wesk 541 pm
Mise 1 Alex . Dave, Scobt(5) = Ro: New product launch next month - Hi Steve [d bhe 1o discuss the detals 537 pm
Brion [l Cliff Hae = [Updated Invitation] 10-11: Waeekly Meating & Wed Oct 29 10am - 1 = T pm
4 iata O Jennder . Alex (4) s Meeling preparation - Steve, Can wi mest this afemoon 1o go ower our Summan, 535 pm
G O Dares, Lisa » Repoi nivsew - Hello Stive: Thank you for sending your report. Below ang mry co &M pm
Tasks
Select: All, Hone, Read, Unread, Stared, Usstamed
Archive  Reportspam  Daisle Bovebow | Latelsw Uore pctoes ¥ | Fofresh 1-3af3

Shoricfs: o - open y - archive ¢ - compose | - older K - newes moe s
You are currently using 0 MB (%) of your 25600 MB.

Use West Georgia Technical College Student Email

To read a message: Click it to open it:

[Arctwve ) [Reporispon | [(Deete | [wore Actons v Refresh

Select: All, None, Read, Unread, Starred, Unstarmed
| me, cassandra, Sondra (3) Cu er offsite - Hi Team The customer offsite
O Jeffrey Pinehurst Prmry test results for 5XB - Team VWehe

To reply to or forward a message: Open it, and then click an option at the bottom of the message card:

*2 Raply *h Reply to all =¥ Forward

To compose a new message: Click Compose Mail:

A
* Dy otrmora

Inbox (9) 1
Starred TF

n il

Drafts (1)
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Open Your Calendar

To open your calendar: Click the Calendar link at the top of your Mail window:
Start Page Mail ;élinfér Documents Sites more ¥

: 5#1&-%#&

If this is the first time you’ve opened your calendar, you'll be asked to set your time zone.

Your calendar appears. For example:

"' Saarch my calendafs | Show seesck setiong

"‘6&&-%

Create pwont | Quick ptd Today  [JEI IEN) May 16 - 22 2010 . JPrint Befresh Day \Week Morth 4 Days  Agenda
May 2010 oo Sum 16 Uom 17 Tua &518 Wied W50 Tha 20 Fri 21 Sat b2

3 MT WTF 5
25 26 27 28 & 1
2 3 4 5 6T 8

g 10 11 12 13 W 15 am
1% AT 18 19 20 2 2
WU ED tham
L -
My calendars oy

prowan@aclemora com B

2pm 13p - Ip T
Lunch with Sars

Aarments with

16309 - 1e30p
Stadf Hesting

Important: Your calendar will likely be empty or show only a few new invitations. Therefore, you'll need to
recreate your calendar events. For more information, see "Next Steps" below.

Use Your Calendar

To change your calendar view: Click the tabs in the upper-right corner of the view:

v s Pont Refresh] Day WWeek  Month 4 Days  Agenda
518 Thu 520 Fri 521 St 5022

5 - 115
Effective



Google

10:30@m = 11:30am

To create an event: Click Create Event:

'l“

"5ﬂmm

| Create event | Quick add | Today [IKHNECE
Hﬂ Zﬂ!l! nn Sun 818

S M T WTF S
25 26 27 28 1
2 3 4 5 6 T 8
9 10 11 12 13 14 15 Sam
16 17 18 19 20 21 22

23 24 25 26 2T 28 X 10am

Next Steps....

Set up your email, including adding an email signature, setting up email filters, and creating contact
groups (email lists)

Set up your calendar, including recreating your events and turning on event notifications

Learn how to use key features in Gmail and Calendar

If You Need Help Please Open a Help Desk Ticket

http://onlinehelpdesk.westgatech.edu
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