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.
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DeWitt Publi oogle Apps Page

= = = e d keep group calendars.
http-//cal.gapps.dewitisc hools.net

Documents-The most powerful of the apps. Word process, cn
hitp - //docs_gapps._dewitischools_net

Sites-Create a cool web site in minutes!
hitp - //sites .gapps. dewittschools.net

Contacts-Manage yvour e-mail groups and contact list.
https /fwww _google comdcontacts/a‘gapps dewitischools_net
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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.

Show i
—— how searph options
Create a filter

Search Mail

Compose Mail

Archive | Reportspam | Delste Moveto W | Labels W More actions W | Refresh
Starred i:? Select All, Mone, Read, Unread, Starred, Unstarred
Zentllal) |:| me (2) Training - FYl... Forwarded message From: <smcovay
Drafts |:| CICC (4) [CICC] Meeting Agenda was updated - Sherry Mcvay
Eollow up D CICC [CICC] 2009 _JulyMSDSUpdate.pdf was updated - I
Misc |:| ClcC (2) [CICC] A document was attached to Consortium Fil
Briority D Clcc [CICC] 2009-10_MSD5_Timeline_281493_7.pdf wa
4 marew |:| CICC [CICC] MSDS Fall Dates.mht was updated - 'Nancy &
Contacts |:| CICC (2) [CICC] A document was attached to Consortium Fil
Tasks |:| CICC [CICC] A document was deleted from Consortium F
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http://www.gapps.dewitschools.net/
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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).

Archive = Reportspam | Delete Move to W m More actions W Refresh

Select: All, None, Read, Unread, Starreq ||

|:| me (2) Follow up arded message From: <smcvay@gapps.dewitisch
[Tl CicC (4) Misc nda was updated - Sherry McVay updated the pi
|:| cicc Priority SDSUpdate.pdf was updated - Michael Conway
] CICC (2) Manage labels :was attached to Consortium Files - Michael C:
] cicc [CICC] 2009-10_MSDS_Timeline_281493_7.pdf was updated - IVlic

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

Labels ( D showall ~ hide all

Follow up show hide remove
(0 conversations)
Misc show hide remove
(0 conversations)
Priority show hide remove

(0 conversations)

MNote: Removing a label will not remove the messages with that label.

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.

Compose Mail

=

‘ +& ‘ ‘ N sher H Search ‘ Import | Export | Print

<4 Groups ™ W Delete contact
aWift

Rablic Schools Directory

Inbox (8)

Starred ﬁ My Contacts 1 Select All, None -

Sent Mail —
All Contacts 16 My Contacts (1)

Drafts (1 Most Contacted 5

— Search Results T[] sherry Mcvay Information 2

DeWitt Public Schools

Megan Sheridan

Mise Directory (10)
Priority - sheridanm@gapps.dewittschools_net
4 morev || Cullen Sheridan

Recent conversations: Show

Gabrielle Sherman
Joseph Sheridan
Megan Sheridan
Philip Sheridan

i

= Chat | Renee Sheridan
L'_| Sherri Drayton

Search, add, or invite || Sherry Mcvay
Sh Mev: L_| Sheryl Ezze

@ >hermycvay | Tyler Sherman
Set status here v

W 53462

& smcvay

w test student

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

= Chat

Search, add, or invite
@ Sherry McVay
Set status here v

@ test student
W ]js3462
W smcvay
it
Options¥ Add Contact

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.

Press Enter to send your message.

Video & more »
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9. The chat automatically sends and the other user can respond immediately.

me: Hithere!
test: Hi Back!

T
I.u_.l

Video & more »

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.

Mail Calendar Documents Sites Contacts
smcvay@gapps.dewittschools.net | Manage this domain | Olderversion | Help

e ——— N —— Show search options
Create a filter
| 15 pite "W: Web Cl

Sega Plans More Hard-Core Wii Games - 23 hours ago

Wired Top Stories -

Compose Mai

Archive Report spam Delete Move to W Labels W More acticns W Refresh

Select All, None, Read, Unread, Starred, Unstarred
Training - FY... Forwarded message From: =smcvay@gapps.dewittscho

Starred ‘Eﬁ’

Sent Mail
me (2)
Drafts (1) =1 FUE AL ICICC] Maatinn Ananda wae nndatad - Charm Melao nndstad the nans |
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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.

Settings
General  Accounts Labels Filters Forwarding and POPIMAP  Chat Web Clips Labs

Language: DeWitt Public Schools Mail display language: English (US) w Show all language options
Maximum page size: Show 50 = conversations per page

Keyboard shortcuts: (@) Keyboard shortcuts off

Learn mare

) Keyboard shortcuts on

External content: (@) Always display external content (Such as images) sent by trusted senders - | earn more
() Ask before displaying external content

My picture: Chanage picture
Learn maore

() Visible to everyone
| Visible only to people | can chat with

Contacts' pictures: (@) Show all pictures

Learn more () Only show pictures that I've chosen for my contacts - Pictures your contacts select for themselves will not be
displayed.

Signature: 0- Ho signature

{(=ppenced 31 e end of all cusgoing =

messages)

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.

Settings
General Accounts Labels Filters Forwarding and POP/IMAP Chat WebClips Labs
My Clips
Show my web clips above the Inbox
Search by topic or URL: Clips include Google Sponsored Links, DeWitt Public Schools Mail tips, and custom content. Learn more
e.0. hockey Wired News - Keyboard Is Mightier Than Sword - 1 hour ago  Wab Clip

engadget.com/res.xml

Browse clips in Archive |  ReportSpam | | More Actions ... ~| Refresh

News
Business

i Engadget- hitp ngadget.comiras xml remaove
Lifestyle

Sports The Official Google Blog - hitp:// ogspot comfatom xml remaove

e Tip from Google - hitp:/imail. google.com/mailthelp/google-feed.xml remove
Fun

dsirss2/0,2610,,

Wired Top Stories - hitp:/
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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.

Settings
General Accounts Labels Filters Forwarding and POP/IMAP Chat WebClips Labs

DeWitt Public Schools Mail Labs: Some crazy experimental stuff.

4

DeWitt Public Schools Mail Labs is a testing ground for experimental features that aren't quite ready for primetime.
They may change break or disappear at any time.

If (when) a Labs feature breaks, and you're having frouble loading your inbox, there's an escape hatch. Use
hitps:/mail.google.com/a/gapps.dewittschools.net/?labs=0.

Save Changes

Offline
by the Offline team
. Make DeWitt Public Schools Mail go where the Internet doesn't 4
n Access your inbox through your browser and use DeWitt Public 1

Schools Mail's familiar features when you're offline. To get started,
enable this lab and then click on the "Offline" link in the upper-right
of your inbox.

YouTube previews in mail
by Stanley C and Braden K

ElYouTube Videos from this ¢

Shows a video preview whenever you receive a YouTube link in an
email. You can watch the video right inline!

Picasa previews in mail
by Dan, Stanley, Mark & Umesh

Shows photos previews whenever you receive a Picasa link in an ]
email. 4

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



http://mail.google.com/support/?ctx=gmail&hl=en&labs=1

