
GAPPS @ DPS:  Gmail

A very useful feature of GAPPS is the ability to e-mail directly through the system.  While this 
feature duplicates our current GroupWise system for staff, it may be much more useful for 
students as it provides a school managed account that is automatically created for them. 
Using GAPPS mail, users can be placed in mailing list groups and can chat with others 
across the system.  To use Gmail, follow these directions:

1. Go to http://www.gapps.dewitschools.net and click on the Gmail link.

2. The layout of the gmail screen is pretty typical for e-mail.  There is a link to the inbox, 
sent mail and trash. Email is located in the middle of the screen and can be managed 
in bulk with check boxes and control buttons at the top of the screen.
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3. Mail can be sorted through labels.  Add a label to an e-mail by checking the e-mail and 
then checking the desired label (follow up, Misc, Priority).

4. You can add additional labels of your own by selecting Manage labels.  Type a new 
label name in the box and click Create.

5. It is easy to send e-mail to anyone in the GAPPS community, just click Compose mail, 
then begin typing the person's name.  Their GAPPS e-mail will autofill.
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6. You can use the Contacts feature to build groups.  This can be especially useful in 
setting up student project groups.

7. GAPPS users can chat live with each other using the built in Chat feature in the left 
menu window.  

8. Users that are in your contacts list show in the chat window.  If they are online, you will 
see their status.  For example a green dot indicates available.  Click the user to bring 
up a chat window.  Type in the box and press enter to send the message.
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9. The chat automatically sends and the other user can respond immediately.

10. If you have a web camera attached to your computer, gmail will prompt you to install 
the tools you need to share live video in addition to the chat.

11. To change settings on your GAPPS e-mail account, click the settings link.
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12. Inside of settings you can establish a picture, a signature, forward your mail to another 
account, check mail from other accounts etc.

13. One feature in settings that is both helpful and annoying is Web clips.  This feature lets 
you display content in your inbox at the top of the screen.  You can have news and 
other content or you can turn off the web clips.
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14. For fun you can try out Google Labs features, which add fun toys and useful features 
to gmail.  Just click on labs and scroll through the list of add-ons.

15. For more details on GAPPS mail, use the help menu or this link:
http://mail.google.com/support/?ctx=gmail&hl=en&labs=1
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