Gulfport School District
Technology Support Services

E-mail Procedures

e 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.

e 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.

e 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

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

Welcome to The Gulfport School District

Less spam, plenty of space and access from anywhere.

Sign in to your account at

The Gulfport School Welcome to your email for The Guifport School District, powered by Google, where email is mare intuitive, efficient and useful.
District
Usemame- + Keep unwanted messages out of your inbox with Google's powerful spam blocking technology
@gulfportschoals.org « Keep any message you might need down the road, and then find it fast with Google search
Password: + Send mail, read new messages and search your archives instantly from your phone
g Vi y yourp
[ Stay signed in

Can't access your account?

If you use the classic L:.,_:. -.:h_- login, be sure to:
[

Sign in with your
Google Account

Use your complete email address:

Usemame: | firstname.lastname@gulfportschools.org
e pat@example.com

Passwaord:
[T] Stay signed in

Can't access your account?



https://mail.gulfportschools.org/
http://www.google.com/

To read a message, click on the hyperlinked subject line.

Mail Calendar debra.worthy@gulfportschools.org | Settings | Help | Sign ou
G Search Mail | | Search the Web %M
Compose Mail Gmail Blog - Top ta : Web Cip
Inbox Archive  Reportspam | Delele  Movetow | Labesv  Moreactonsy  Refresh 1-20f2
Stared % Select: All, None, Read, Unread, Starred, Unstarred
Sent Mail
Diafts 1 Gmail Team Get started with Gmail -4 things you need to know Gmal is a litle bit cifferent. Leam these 4 basics and youll Jan 13
[~ Gmail Team Get Gmail on your mobile phone - Access Gmail on your mobile phone The days of needing your computer to get to your inbox are long Jan 13
Follow up
Misc
Priorit
3 morew
Contacts
Tasks
Select: All, None, Read, Unread, Starred, Unstarred
Archive = Reportspam  Delete Movetow | Labelsv MWore actionsy | Refresh 1-20f2
To reply to a message, click Reply to respond to email message.
Mail Calendar Groups mare » debra.worthy@gulfportschools.org | Settings | Help | Sign out

Search Mai | | Search the Uep | Showsssrchootons

Create s filter

0

—— o - One In The Chamber Host Advantage - 3 « web cip [<]
Inbox (1 «Back to Inbox | Archive | Reportspam | Delete | | Movetow | Labelsw | | More actons v Newer 6 of 7 Older s
Starred %3

Sent Mail Get started with Gmail rbex | o8 New window

Drafts Print all

Toash Gmail Team to me show details Jan 13 | 4y Repy | ¥

Imap]/Drafts 4 things you need to know

|map)/Sent Gmailis a little bit different. Leam these 4 basics and you'l never lok back.

(Imap]Trash 5 Horscoonshl 1. Archive instead of delete

GSD Schools Tidy up your inbox without deleting anything. You can always search to find what you need o look in "All Mail."

Private School
Private Schoals 2. Chat and video chat

Chat directly within Gmail. You can even talk face-to-face with built-in video chat.

3. Labels instead of folders
Contacts Labels do the work of folders with an extra bonus: you can add mare than one to an email
Tasks

To forward a message, click the Forward button to send an email message that you received to another person.

Mail Calendar Groups more » debra.worthy@gulfportschools.org | Settings | Help | Sign out

G Searcnai || Search tne e | 12 earch oprions

Compose Mail Featured Videos - One In The Chamber Host Advantage - 3 days ago

Inbox (1) wBack to Inbox | Archive | Reportspam | Delete | | Movetow | Labelsw | | More actionsw «MNewer 6 of 7 Older »
Starred ¥¥
Sent Mail Get started with Gmail inbox [ ) New window

Drafts @ Print all
Gmail Team to me show details Jan 13 | 4y Reply | ¥

Trash

Imap)/Dratts 4 things you need to know
Imap)/Sent Gmail is a little bit different. Learn these 4 basics and youll never look back.

limap]/Trash 5 Fbocsoreensht 1. Archive instead of delete
GSD Schools Tidy up your inbox without deleting anything. You can always search to find what you need or look in "All Mail."

Private School
Private Schools 2. Chat and video chat

;’a‘ﬂ‘ Chat directly within Gmail. You can even talk face-to-face with built-in video chat.
morey
3. Labels instead of folders
Contacts Labels do the work of folders with an extra bonus: you can add more than one to an email
Tasks

4, Conversation view
Gmail groups emails and their replies in your inbox, so you always see your messages in the context of your conversation. Related messages are
stacked neatly on top of each other, like a deck of cards

5 Conversation scresnshot

Welcome!

- The Gmail Team

4 Reply = Forward




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

Mail Calendar debra.worthy@gulfportschools.org | Settings | Help | Sign ou
Search ai | | Search the wep | Ehwzzarch cotons
Compose Mail 5 - 16 hours ago Web Cip
tov | Labesw | | Moreactonsy | Refresh 1-20f2
Stared £ Belect: All, None, Read, Unread, Starred, Unstarred
Sent Mail
Drafts [ Gmail Team Get started with Gmail - 4 things you need to know Gmail is a little bit different. Lear these 4 basics and you'll Jan 13
ol [ Gmail Team Get Gmail on your mobile phone - Access Gmail on your mabile phone The days of needing your computer to gat to your inbox are long Jan 13
oliow up
Misc
Priority
3 morev
Contacts
Tasks
Select: All, None, Read, Unread, Starred, Unstarred
Archive  Reportspam Delete Movetov  Labelsw More actionsw | Refresh 1-20f2

Click one of the Send buttons to send message. To send an attachment, click on the Attach a File link.

@ St | | Swre o Wob

Eraate a filiar

L
UmapyDrafts o futach afig |
[imap)/Sent B s uFTTR | L Plain Text Check Spelling v
[Imap)/Trash

GSD Schools
Erivate Schools
Training

5 morey

Contacts
Tasks

send Save Now Discard




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.

Search Mail | | Search the wep | 2howsearchoptions
Create a filter

sond | |_saveliow | | Discaa

Inbox
Starred 3%
Sent Mail
Drafts
Trash

Imap]/Drafts
Imap)/Sent
Imap]Trash
GSD Schools B 7 U F-1Ir Ty T @ == i= i=
Private Schools

To:

Add Cc | Add Bee
Subject:
Insert: Invitation

& [7] 1moreboat jpg 16 00K
Attach another file

I, <« Plain Text

Traininm

uBack to Inbox | Archive  Reperispam  Deite  Wevelow | Labelsw | ldsre actionsy

TSS: Attachment ok |«

debra worthy show details 12:16 PM {0 minuies ago) &F | 4y Resty | ¥

J"F

Imoreboat.jpg
16K View Download

~

$Reply = Forward
To create a label (folder), click on the Labels down arrow, choose Manage Labels.
Mail Calendar Groups more » debra.worthy@gulfportschools.org | Settings | Help | Sign out
G Search Mai | | Search the Web %’M
Compose Mail ESPN com - LPGA cancels Mexico stop for dru IS - © UK ago

Archive = Reportspam | Delete | | Movetow
Stared W Select: All, None, Read, Unread, { Q
Sent Mail
Drafts me [Imap)/Drafts ant & 1216 pm
Trash tracy daniel Hmap}j‘?enth jy Committee 2011 - Good morning, Guifport School District Technology Committee! By now, you should all have received .. 11:48 am
— map)/Tras!
[Imag)Dratts Jack Wittmann Follow up 1 Information/ GSDFIN - To: Participants of the State and School Employees' Health Insurance Plan Please see attached .. #  836am
[Imap]/Sent catch all GSD Schools Employee Orientation - Forwarded message From: mike lindsey <mike. lindsey@gulfportschools.org> Date Jan H
Imap]Trash me WMisc Folder Games from File Folder Fun - http:/flefolderfun.com/ - Shared using Google Toolbar Jan 31
GSD Schoals me Fririty : (TSS) Link to Google apps training info - Sent from my HTC Forwarded message From: "Jack Wittmann" <jack wittmann ... Jan 19
Private Schoals = Private Schools |
Trainin Gmail Team Training h Gmail - 4 things you need to know Gmail is a little bit different. Leam these 4 basics and you'l
5 morev Gmail Team Manage labels four mobile phone - Access Gmail on your mobile phone The days of needing your computer to get to your inbox are lang
Contacts
Tasks Select: All, None, Read, Unread, Starred, Unstarred

Archive = Reportspam | Delete Movetow  Labelsw Wore actions v | Refresh 1-80f8




The Labels (folder) will open. Click in the “Create a new label” to create a new label (folder). Manage labels in this

same window.

nbox
Starred ¢
Sent Mail
Drafts
Trash

[Imap]/Drafts
[imapl/Sent
[Imap]/Trash
GSD Schools
Private Schools
Training

5 morew

Contacts
Tasks

General Labels Accounts Filters Forwarding and POP/IMAP Web Clips Priority Inbox

System labels Inbox.
Starred show  hide
Sent Mail show  hide
Drafts show hide
(0 conversations}
All Mail show  hide
Spam show  hide
Trash show hide

fobers Create 2 new label

[Imap}iDrafts oW Nige  Emove
(0 conversations)
[Imap}/Sent show hide remove
[imap]iTrash show hide remove
(15 comversations)

Follow up show hide remave

(0 conversations)
GSD Schools show hide remave

(5 conversations)

show hide remave
show hide remave

show hide remave

show hide remave

Hote: Removing = lsbel will not remove the messages with that Isbel.

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

choose the General tab.

=

Compose Mail

SearchMad | Search the Web

Settings

General

Web Clips  Priority Inbox

Language: School District Mail display language: English (US) [=] Show all language options
Maximum page size: Show 50 |+ conversations per page

Keyboard shortcuts: @ Keyboard shortcuts off

e Keyboard shortcuts on

External content: @ Always display external content (such as images) sent by trusted senders - Leam more

Ask before displaying external content

Browser connection: Always use https
Leam.more Don't always use https
Conversation View: @ Conversation view on

(2813 whather evais of Me same 150 e JrOWES togemen Convermtion Mo ail

My picture: Select a picture that everyone will see when you email them
Leam more
pictures: @ Show all pictures

Contacts’
L o

Only show pictures that I've chosen for my contacts - Pictures your contacts select for themsehes will not be displayed

Signature: @ No signature
(nppendec at ha aad of a8 suigeing messages)

BZ UF THRD®REEEIEGES I L




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.

Mail Calendar Groups more »

Search Mail | | Search the Wep | Showsesrch options
Create a filter

Compose Mail Settings
Inbox {1 General Labels Accounts Filters Forwarding and POP/IMAP Web Clips Priority Inbox
Starred ¥ Send mail as: debra worthy <debra.worthy@gulfportschools.org=>
Sent Mail (Use The Gulfport School District Mail to send from your other email .
Add another email address you own
Drafts addresses)
Trash Learn more
|map]/Drafts Get mail from other accounts: Add a mail account you own
, (Downkoad mail using POP3)
e Learn more
Imap]/Trash (2
GSD Schools Change account settings: Google Account settings
Private Schools Change your password and s er Google senices.
Training
IS8 Automatically forward your The Guifport School District Mail messages to another email account.  Learn more
5 morev
You are currently using 20 MB (0%) of your 7540 MB.
Contacts " .
Last account activity: 0 minutes ago at IP §6.175.172.239. Details
Tasks

The Gulfpert School District Mail view: standard | basic HTML Learn more

@2011 Google - Terms of Service - Privacy Policy - Program Policies - Google Home
Powered by Google

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

Gol\:gle accounts

Profile Personal Settings
Security Changing your password
0 0 Authorizing applications & sites
\ Dashboard View data stored with this account

Email addresses  debra.worthy@gulfportschools.org (Primary email)
debra worthy@gulfportschools_org test-google-a.com

Multiple sign-in Off - Edit

My products
Lo, App Engine - My Applications Calendar - Settings ". Developer Consoles
™M Gmail - Settings & Groups - Manage subscriptions s Mew Service

5. Webmaster Tools

© 2011 - Gmail for Work - Terms & Privacy - Help



