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Accessing G-Mail

 http://gmail.duplinschools.net
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Accessing G-Mail

Use the Staff Tab on the Duplin County Schools Homepage

Aug 2011:34 AM

G-mail View 
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Use the Compose E-mail button to create a new E-mail

Aug 1912:42 PM

How to search for Contacts
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Type in the name of the person you are looking for and press ENTER

You can use
this button
to add a new
contact to your
list.

Aug 1912:57 PM

Use the "Move to My Contacts" button if you would like to add 
the address to your contacts
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You can use the edit button to add more information

After choosing edit, this screen will appear

Aug 2011:29 AM

You can also use the Contacts Tab to search for contacts 
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Creating a group

Aug 1912:46 PM

Use the Pop-Up Box
to give your new
Group a Name. 

Pop-up boxes may look different 
depending on the browser you use

Add groups
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Using the search box or the add button, you can add new 
contacts to your group

Aug 1912:55 PM

Check the box and use the "Groups" button to find the Group 
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How to share groups
Go to contacts, choose the group you want to share from the groups 
list.

Groups list

Aug 238:59 AM

Click on the "Export Button"
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Choose the group you want to export and the export format

Aug 239:04 AM

Save the file and E-Mail it to the 
contact(s) you would like to share 
the group with as an attachment.
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Use the import button to retrieve shared group lists

Aug 239:18 AM

Use the browse box to locate the file, check the box if you 
would like create a group for the contact list you are 
importing or add them to a new group. 
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You will receive notification that the contacts have 
successfully been imported. 

Aug 191:54 PM

Adding a Signature

Under the "General" tab, scroll down to Signature, use the radio button to change the settings

Use the settings button 
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How to change your password 

Go to Settings and choose the "Accounts" tab 

Aug 223:17 PM

Click on the "Changing your password" link

Change your password
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Conversations 

E-mails are grouped into Conversations based on the subject 
of the E-mail

Aug 193:25 PM

Collapse/Expand

Use the 
collapse/expand 
button to change 
views of the e-
mail. You can view 
all e-mails on one 
screen or you can 
view tabs that 
separate each e-
mail
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There is an option in settings that will turn the conversation view off

Aug 193:26 PM

Use the new window button to open the e-mail in a new window

New Window



GmailTraining.notebook

Kara J. Lee, Instructional Technology Facilitator, Duplin County Schools 15

August 23, 2011

Aug 193:03 PM

Printing
Use the built-in print button to print e-mails

Aug 193:26 PM

Labels
"Labels" are similar to folders, you can use the label button to label an 
e-mail. The title of the label will be listed on the left side of the 
screen. Click on the title of the label to see the e-mails you have saved. 
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Searching for E-mails

You can locate E-mails in your Inbox, Sent Messages and/or Trash by using the 
Search Box
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