San Dieguito

Gmail Quick Start Guide

Google

Log in to Gmail

1. Go to your Start Page: http://start.sduhsd.net

Or, double-click the shortcut named “Start Page” on your desktop: M
E

Goo

2. On the Sign In page, enter your user name

firsthame.lastname eg. john.doe
and password, then click Sign In:

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

‘ Sign in to your account at
San Dieguito UHSD

Username: john.doe
{@sduhsd.net

Password: ---------|

Stay signed in

|

gle o
Sites Welcome to San Dieguito UHSD

Two ways to access this site at 5z

1. Use your San Dieguito UHSD a

2. Sign in with a different accoun
If you don't have a San Dieguito U

* You may be able to sign in with an ac
+ You can create a Google Account.

your account. You will see characters similar to those on the right. Please be
patient and enter the letters you see on your screen into the box. It may take
several tries to get it correct. After you successfully login the first time, you will

not be required to do this again.

Type the characters you see in the picture below.

NS,

&

Letters are not case-sensitive

If you are unable to login, or need your password reset, please call

extension 5508
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Use Gmail

To read a message: Click on the message to open it:

| Archive | | ReportSpam | | Delete | | More Actions ¥ | Refresh

Select: All, Mone, Read, Unread, Starred, Unstarred
] me, cassandra, Sondra (3) Customer offsite - Hi Team The customer offsite
O Jeffrey Pinehurst F"mlim{t']lw test results for 5XB - Team We've

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

> Beply # Reply 10 all =+ Forward

To compose a new message: Click Compose Mail:

San Dieguito
Union High Schiol District
Mail
Contacts
Tasks

| Compose maiIrL
Inbox [—*'
Starred ¥¥

Sent Mail
Drafts

Ell=



Open Your Calendar

To open your calendar: Click the Calendar link at the top of Mail Calendar Documents Sites Video more v
your Mail window:

San Dieguito

Your calendar appears. For example:
- - Search my calendars | Show search options
San Dieguito
Create event |Quickadd ~ Today [SC0N B8 Mar 20 - 26 2011 iz Prnt Refresh Day Week Month 4 Days Agenda
March 2011 oD Sun 3/20 Mon 321 Tue 3122 Wed 3/23 Thu 3/24 Fri3/25 Sat 3126
s M T W T Py R
2728 1 2 3 4 5 &
6 7 8 9 10 11 12 8am
13 14 15 16 47 18 19
20 21 22 23 24 25 26 o
27 28 290 30 31 1 2 0:30 - 10:30 &%
3 4 5 6 7 8 8 Review Time =
10am
10:30 - 11:301F
T1am All staff
Meeting =
Tasks
Add | Settings 12pm
Other calendars - Sees = : i W
o Meeting
s Wwith Joe
2pm
» 3pm

Important: Your calender events were migrated from Groupwise to Google Apps. Check your calendar to make sure all of
your events were moved correctly.

Use Your Calendar

To change your calendar view: Click the tabs in the upper-right corner . .Prnt Refrash| Day Week Month 4 Days Agenda

of the view: 515 Thu 520 Fri 521 Sal 522

9 - 11
Effective

To view or edit details about an event: Click its name: 10:30a

San Dieguito

To create an event: Click Create Event: Create event Quickadd ~ Today [N

March 20 (4 ]+ ]
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Use Chat in Gmail

Your Mail window includes a Chat gadget, which lets you send and receive instant messages with your colleagues:

Christina Beckmann
Alex .. Dave, Scott (5)

Search, add, or imvite

o e O i

Cliff Hao
& Howan, Palicia Jennifer . Alex (4)
Set status here ki
Dave, Lisa

® Benito Cacciatone
@ Cassandra Smith
® Gary Goodsall

® Gavin Sehom

& Henry Holms

& Kim Giraldo

& Margot Ramsey &h
® Paul Sperry

@ Solarmora Admin

@ Sondra Jenkins

QOptiong ¥y Eugd Contact

Select: All. None, Read, Unread, !
Archive  Repor spam  Delsie

To start a chat: Simply point to a user in the list or
search results, and then click Chat:

Note: A green dot appears to the left of a contact who is
online and available.

The Chat window shows a list of people you've recently communicated
with. You can also find a coworker by starting to type his or her name
or email address in the Search, add, or invite box.

= Chat

Search, add, or imate

@ Patricia Rowan

Sel status here

@ Mary Doma

@ Benito Cacciatone midomai@solamora.com
@ Cassandra Smith
® Gavin Sehom

& Henry Holms

& Margot Ramsey
& Paul Sperry

@ Solarmoara Admin
@ Sondra Jenking
Options ¥

@ Mary Dorma

[ Emall | $ Chat | Video & more ¥

add Contact

Next Steps....

Refer to the SDUHSD Help Site at http://help.sduhsd.net for the following information and more

e Set up your email, including adding an email signature, setting up email filters, and creating personal 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



