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Gulfport School District 

Technology Support Services 

 

E-mail Procedures 
• District email accounts are for school/district business only. Do not use your district email account for personal business. 

• NEVER give out your email password to anyone. Even if you think the District has requested the information,  

   DO NOT GIVE OUT YOUR EMAIL PASSWORD! 

• Be sure to include the school/department initials in the subject line of all emails. 

• Scrutinize subject line for school/department initials or make sure the sender is known (i.e. parent of student, student,  

   Mississippi Department of Education, etc.) 

• Always log out of email after use – especially if checking email offsite. 

• If you are checking email offsite, be sure the computer that you are using has proper and current antivirus software. 

• Avoid clicking on links within email messages. 

• Save important emails to your specified network drive or to your local computer. (If you save often to your local computer,  

   be sure to back up your local computer often to prevent the loss of files.) 

 

How to Use Gulfport School District E-mail 
 

District Website or https://mail.gulfportschools.org  or  www.google.com - select Gmail link  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use your complete email address: 

firstname.lastname@gulfportschools.org 

Login Screen:  Enter Username and Password.  Then, press ENTER or click the Sign in Button 

 

If you use the classic                            login, be sure to: 

https://mail.gulfportschools.org/
http://www.google.com/
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To read a message, click on the hyperlinked subject line. 

To reply to a message, click Reply to respond to email message. 

To forward a message, click the Forward button to send an email message that you received to another person. 
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To delete a message, click Delete button or click in the box next to the message to be deleted.  Then, click the 

Delete button on the right. 

To compose a message, click Compose Mail (Always include your school/department initials in the subject line. 

Click one of the Send buttons to send message. To send an attachment, click on the Attach a File link. 
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Select your Attachment. It will show under the subject box. When opening an attachment, click on the Download link 

to download or the View link to simply view the attachment with or without downloading it. 

To create a label (folder), click on the Labels down arrow, choose Manage Labels. 
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The Labels (folder) will open. Click in the “Create a new label” to create a new label (folder).  Manage labels in this 

same window. 

Manage your email settings and signature, by clicking on the Labels down arrow.  Choose Manage Labels and then 

choose the General tab. 
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Changing your password is necessary. Do this by clicking on Labels down arrow, choose Manage Labels, choose 

the Accounts tab.  Under Change Account settings, choose the Google Account Settings link. 

Under Personal settings, Security, choose Change Your Password link. 


