Google apps

Google Apps Quick Start Guide

Use this Quick Start to log in to your Google Apps account and access your email and calendar.

Log In to Your Google Apps Account

1. Go to the following Link:
o http://gmail.mbc.edu

2. On the "Welcome" page, enter your existing Mary Baldwin College user name and PIN, and
then click Sign In.

G(}ngle’“ Google Apps for Solarmora

: | Powerful communication and collaboration tools for |
Sign in to manage

Solarmora The right tools can make projects faster and easier. Whether you're w
= ; project, or coordinating with your group, Google Apps saves you time
Usemame:|psperry

= « Collaborate more effectively with shared calendar and documer

@solarmota.com
* Access your data from anywhere, even from mobile devices
Password: | ssssssesss | ¥
& No software or hardware to install and maintain
[#] Remember me on this
computer. If you are a Google Apps administrator, s:gn in here for the control

Hew! One-stop information sharing with Google Sites
Lcanne! access my sccount Building a site is as simple as editing a document, and you don ne;
Check out these example sites: Company intrangt. Team project, Ei

The Google Apps account setup page appears.

| Walcome to Solarmora

Setup your account for Solarmora

Your Solarmora accownt will gee you access to the hosted senaces enabled for your doman.

Hame: Paul Sperry
Login name; pepemyi@solammara com
Language: English (US) v

Type the characters you see in the picture below

W Lias il

f b- Letters are not case-sensitve

| Create my account. || Canced |

3. Optionally, in the Language drop-down list, select another language in which to display your
Google Apps interfaces.

4. Type the characters that appear on the page.

5. Click Create my account.
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6. Inyour list of services, select Email.
Your Google Email Inbox appears. For example:

[[Search Mai | [ Search the Wab w

LoMmpass Mzl Arctwve  Reportwgam  Deeis | Uoveow | Latesy | Uoneactossy | Fofegh 1-Fof 3
- Select: A Mone, Read, Uncead. Stared. Urstaned
Sent bal [0 Jennifer Alrens » Updated: Schedube of upcoming semimars - Pelos please fod the updated « ScdB pm
Drafts [0 Jesnna Rondeau [Fd] » Fuwnd: Test resubts Tor Project Goo - Hi Team Balow 19 0 lnk 1o 8 Geoghe aprea 543 pm
[ Cheistina Backmann » Waekly Wrapup - Al Here's your sumnsany of Sabes” acinty for the meek 5041 pm
Misc [0 Alex . Dave, Scoft (5) » Re: New product launch naxt month - H Stew [d b 1o discuss the detals 53T pm
Binity O st Has » [Updated Invitation] 10-11; Weekly Mesting & Wed Oct 79 10am - 1 = 344 pan
4 moipe n Jenniler . Alex (4] s Msoling preparation - Steve, Can we mess! this aftemoon o go ol our sumiman, L35 pm
c O Daws, Lisa ¥ Fapoit fivkie - Hilla Stine: Thitk wou e Sending pour repart. Below ane oy &6 £ pm
Tasks
Archive Repodagam Delsls Eowabow | Labslmw Uore sctoss ¥ | Bofiesh 1-Fal 3

Shoricls: o - open v - archre € - compode | - older K - newsy moe s
Yiou are currently wsing O BB (%) of your 35500 KB,

Important: Your Inbox will likely contain some "unread" messages that you've already opened in
Old MBC Mail over the past 2 Weeks and a few new messages. Please remove any duplicates
and note that this only happens with the initial transition

Using Google Mail

To read a message, click it to open it:

[_arcnive | [ ReportSpam | [ Delete | | more actions ¥ | Refresh

Select: All, Mone, Read, Unread, Stamed, Unstarmed
O me, cassandra, Sondra (3) Cu affsite - Hi Team The customer offsite
O Jefirey Pinehurst lery test results for 3XB - Team Wele

To reply to or forward a message, open it, and then click Reply to Reply to All or Forward at the bottom
of the message card:

Regly % Replyto all =¥ Forwarg

To send a message, click Compose Mail:

—

Inbox (1)
Stared ¥1
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Access Your Google Calendar

To access your calendar, click the Calendar link at the top of your Mail window:

Stan Page  Mail Documents Sites  Mideo

] Sewch My Calendars | |_Search Public Calendis | fro Sepe Sotioes

ENEE "o Jan25- 3 2009 Rabesh B Prinl Day Wesk Month 4Dmys  Agenda
S 10 Bon 106 Tuse: AFET Wiled 128 The 129 Fa 108 St 10

= lanuary 008 =
5 M TWTTF S L
41 33 23 34 315 6 X7
28329 300 1L 2 3 —
4 5 B 7 8 9 18
11 12 13 14 15 16 27
18 19 20 21 22 23 34 | 0w

* My calsndars 120m
Getingy = tem
= Other calandars 2om
Al B et S Cliatdar
dstirgy AHT | o=
L]
sfom
(=~

Important: Your calendar will likely be empty or show only a few new invitations. Therefore, you'll need to
recreate your events. You might also need to set the time zone for your location (the default is Eastern
Standard Time “EST"). For more information, see "Next Steps" below.

Use Your Calendar

To change your calendar view, click the tabs in the upper-right corner of the view:

S prid

Thu 118

Day Week Month 4 Days Agenda

(]
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To view or edit details about an event, click its name:

10: 30am = 11:30am

Weekhy F!.l:u."r'u!:l up

L]
—

= January 2009 =
5 M T WTF 5 Bam
21 22 23 24 25 26 | 27

Use Chat in Google Mail

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

(- chat [ Christina Beckmann
T — [ Alex Dave. Scott(5)
Search, add, or imate
o [0 CHiff Hao
® Rowan, Paticia O Jennifer .. Alex (4)
Set status here v ] 73 Dave, Lisa
Benito Cacciatore
Cagsandra Seith
G::: Goodsall Select: Al Mone, Read, Unread,
Gavin Sehorn Archive  Foporispam  Deiets |
Henry Holms
Kim Giraldo
Margot Ramaay |mited Sh
Paul Sperry Imated
Solarmora Admin
Sondra Jenkina Imated
Qgtions ¥ £ Contact

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.

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

Gary Goodsall
Gavin Sehom
Hanry Holms
K Giraldo
Margot Ramsey [mite
Paul Spermry Imated
Salarmara Admin
Sondra Jenking Imat

—_—
M Email Omm% "-.;m;mc
Gavin Sshom =~

gavini@solammana.com
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Create a Task List

Use the Tasks gadget to keep your "to do" list handy. To open the gadget, just click the Tasks in the left
pane of your Mail or Calendar window:

Compose Mail Archive | Reporiapsm | Delste
- Select: All, Mone, Read, Unnead,
SHaed [T Jennifer Ahrens
Dafis [T Joanna Rondeau (2)
_— [T Christina Beckmann
M_E—'i_'—'i'—'-m [0 Alex . Dave. Scott (5)
Prici 1 Cliff Hao
4 mprev O Jennifer .. Alex {4)
O Dave, Lisa
- _-I-— B "
--_jjﬁi——- Calart: AN Moo Dasd |lncaod

Start typing in the Tasks window to create your list. Or drag email messages to the list for follow-up.

On the Actions menu, you'll find options to indent or move items, enter details such as a due date, print
your list, and more. Use the Switch List menu to rename the list and create more lists. To work in a
bigger window, click the pop-out arrow in the upper right corner.

Tasks: Default List S
O Wine Market report

[ Set up Sales meeting ¥
(Actions ) + MG=e)

If You Need Help

Contact the Helpdesk by sending an email to help@mbc.edu or calling 540.887.7050



