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This document will take you through the basic interface and design changes, as well as some functional
differences to help you get started using your St. John’s Prep Google Apps Email account.
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Getting Started with Google Apps Email

Google Apps Email is Google’s web-based email application, and included part of St.
John’s Prep’s Google Apps for Education suite. If you have a personal GMail account,
you will find that the SJP Google Apps Email interface looks and functions just like your
GMail does. Note: any personal GMail account is still completely separate from your
SJP Google Apps Email account.

Mall Colendar Doouments Sites Video more v

ﬂ ST JOHNS PREP

From the Office of the P.
Ed, me, Chvistopher (5)
) St. Johris Prop (MA)
St. Johris Prop (MA)
Natasha Coyne

‘owilson@stjohnsprep.org | Saitings | Help | Sian out

Logging In

1. Log into your St. John’s Prep Google Apps for Education ac-
count. You can follow the link on the Faculty/Staff portal, go to the
SJP Google Apps for Education page (http://gae.stjohnsprep.org) or
directly log into your email account at http://email.stjohnsprep.org.

2. You will be prompted to enter your SJP username and password
(this is the same password you use to log into your laptop, or any
on-campus computer). You will be directed to the SJP Google Apps
Sfor Education page (http://gae.stjohnsprep.org), or directly to your
email inbox (http://email.stjohnsprep.org). Note: If this is your first

time logging in to your Google Apps for Education account, after
you enter your username and password on this page, you will be

prompted to configure your account on Google and agree to their
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terms of service.

3. Click on the Email link on the right of the welcome message (or
click the Mail link in the navigation bar across the top of the page).
You will be directed to your Google Apps Email Inbox.

The Layout

The layout of your Google Apps Email account is set up to display your email messages
in the main content area of the page. You can perform various functions to your email
messages using the action buttons across the top of the inbox. Labels (called Folders in
Microsoft Outlook/Exchange) appear down the left side of the page above the Contacts

The Inbox

The inbox appears in the main content area of the page. Rather than simply display-
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Conversation  Number of Label
participants messages in
conversation

ing each email individually, Google Apps

Test to Nick - Back at ya! Tt ) . :
Email automatically groups email messages

Subject Shippet Date (or time) ~ INtO conversations: an original message
of mostrecent  and the replies responded to by the mes-
message sage’s reciptients. Your inbox displays each

conversation’s participants, the number of messages in the conversation, the labels the
message has been tagged with, the subject of the conversation, a snippet of the most
recent message in the conversation, and the date or time of the most recent message in
the conversation.

Christopher Butler

Director of Information Services
St. John's Preparatory School
hitp:/iwww.stjohnsprep.org

Here are the current sharing settings for Google docs (see attached file).

To:| cbu

"Christopher Butler" <cbutler@stjchnsprep.org>
"Cody Burke" <cburke11@stjohnsprep.org>

Ed Hardiman Christopher and / or Nick, | am trying to share a Google [ Dec 3 (4 days ago) Conversations

Butler, Christopher | just checked the settings and realized that | h Dec 3 (4 days ago) 47

@ Nicholas Wilson Hi Ed, Christopher might know differently, but as far ¢ Dec 3 (4 days ago) One Of the most Slgnlﬁcant differences you Will n0tlce When yOU. ﬁrSt ac-

@ Nicholas Wilson Nice find! >> E: ehardiman@stjohnsprep.org <http://e Dec 3 (4 days ago) cess the new emall lntel'face, is that messages Will be group tOgether lntO
Butler, Christopher to me, Edward show details Dec 3 (4 days ago) 47 4 Reply ¥

conversations. When you, or someone else, replies to an email message

in Google Apps Email, that reply message becomes part of a new convera-
tion. All subsequent responses to that email will be grouped into the same
conversation. That makes it easy to follow a string of messages, or, to com-
plete the metaphor, “follow a conversation”.

Compose a Message

To compose a new mail message, click on the Compose Mail link in the top left corner
of your Inbox. When you being entering a recipient into any of the addressee fields (To:,
Cc:, or Bee:), Google Apps Email will automatically detect names and email addresses
of contacts in your contact list and members of the St. John’s Prep community. Email
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composition in Google Apps Email functions similarly to email composition in Microsoft
Outlook/Exchange. You can perform the same basic text formatting operations, attach files,
and save draft messages.

Labels vs. Folders

You can create and tag conversations in Google Apps Email with labels (the equivalent of
folders in Microsoft Outlook/Exchange Mail). You can also tag conversations with mul-
tiple labels, which makes organizing your Inbox easier. Note: Google Apps Email does not
support the use of subfolders. Any Microsoft Outlook/Exchange subfolders will be moved
to the top level and appear as FolderName/SubfolderName. Empty folders will not be
migrated to Google Apps Email.

To create a new label:

1. Click on the Create new label link in the navigation bar on the left of the screen (Note: this
may appear under the # More link in the navigation bar.) A popup window will appear.

2. Enter a name for the label in the text field.

3. Click the OK button. The label will appear in the navigation bar on the left side of the

page.
(Note: You can manage your labels by going to Settings --> Labels)

v

Contacts
Your SJP Google Apps Email contacts are stored under the Contacts link in the navigation

Portal 1nbox | x

Hi Nick,

Sean Sennott to me

show details Dec 4 (4 days ago) | 4 Reply

bar located to the left of your inbox. Contacts from your Microsoft Outlook/
Exchange account will be migrated over to the All Contacts list in your Google

v
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workable?
Pax!
Sean

Reply = Forward

| was if we (the Pi jonal D
Faculty/Staff portal to post some information. Something
Resources” line. Also, is it possible to have sub-folders

forms, another that could have teacher reflections, anothei

“ Reply to all
= Forward
Filter messages like this
Print
Add Sean Sennott to Contacts list
Delete this message
Report phishing
Show original
Message text garbled?

Apps Email.

There are two ways to add contacts to your SJP Google Apps Email account:
manually add a contact from the Contacts page, or add a contact directly from
an email message.

To manually add a contact:

1. Click the Contacts link in the navigation bar. The Contacts page will open.
If any contacts were migrated over from your Microsoft Outlook/Exchange account, they will ap-

pear in a list down the center of the screen.
2. Click on the button labeled with a plus sign (+) and a single person. ‘ A blank contact
form will load on the page.

3. Fill in the information you would like to add for your new contact and click the Save button.
To add a contact directly from an email message:

1. From your Inbox, click on the conversation with the person you would like to add to your Con-
tacts. The conversation page will load.

2. Click on any of the messages in the conversation sent from the person you want to add to your
Contacts.

3. Click the down arrow next to the Reply button in the up-

| \ Search contacts

|| Search ‘ Import | Export | Print

My Contacts 50
infoProcBlockC 0
SJP Technolegy 0
All Contacts 59
Most Contacted 6

per right corner of the message box. A pulldown menu will

’:eI:t: ."\-\‘Il None _ & Edit | | 4 Groups ~ appear

L Alex .

[] Alicia Didi .

0 Amanda von dor Sohu | APP'® " 4. Select Add [Person’s Name] to Contacts list. The person’s

[ Amaya Garcia

1-800-MY-APPLE - Company

email address will be automatically added to your Contacts.

[] Amir Ghali 1 Infinite Loop
Cupertino, CA 95014
] Bear Witherspoon w‘;ﬁd f;:;ﬁ

[[] Bethany Pappalardo
) Blair Ames

[ Caitlin Kenney

[] Chad Wilson

http://www.apple.com - Home

Personal - Sensitivity

Groups vs. Distribution Lists
soft Outlook/Exchange) of contacts from your Contacts list.
To create a new group:

(located next to the New Con-
tact button). A popup window will open, prompting you ‘ to enter a name for the new
group.
onto the screen with the message No contacts.

3. Click on the All Contacts link in the left column. Your enter contacts list will load.

You can create Groups (known as Distribution Lists in Micro-
1. From your contacts page, click the New Group button
2. Enter a name for the new group in the text field and click the OK button. The group will load
4. Put a check next to each contact you would like to add to the group.
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5. Click the Groups button ans select the group you would like to add the contacts to.
The contacts will be automatically added to the selected group.

Filters vs. Rules

Google Apps Email allows you to create Filters (known as Rules in Microsoft Outlook/

1

'y
5t. John's Preparatory School Mail by Google

Create a Filter

be searched.

From: “

To:

Subject:

Choose search criteria Specify the criteria you'd like to use for determining what to do with a message as it arrives. Use
"Test Search" to see which messages would have been filtered using these criteria. Messages in Spam and Trash will not

6 more | l::m

Tip: Drag labels in and out of this
menu or customize which labels
show under Seftings.

Chats G2
All Mail

Exchange) to automate the handling of incoming
messages. For example, you may want messages sent
to you by members of your department to be auto-
matically tagged with the label Department (assum-

Has the words: ing you have already created a label called Depart-
Doesn't have:

ment, that is...).

("1 Has attachment

Show current filters

To create a filter:

1. From your Inbox, click on the Settings link in the
top right of the screen (next to where your username is displayed). The Settings page will

load.

2. Click on the Filters tab in the menubar.

3. Click Create a new filter.

4. Fill in the criteria by which you would like to filter your messages.

5. Click the Test Search button to double-check your filter setting. The results of your
test search will appear in the window below the filter settings.

6. When you are satisfied with your filter settings, click the Next Step button.

7. Put a check next to the actions you would like your filter to run.

8. If you would like your filter to affect messages already in your inbox, make sure to put
a check next to Also apply filter to # conversations below.

9. Click the Create Filter button.

Archiving Messages

Because your email quota with Google Apps Email is so large, there is no need to delete
messages. Google Apps Email is built in with many great features for organizing your
emails, though. Archiving your email conversations is one great way to keep your inbox
clean and organized. Archiving simply removes your conversations from the Inbox - con-
versations are still accessible in your label categories and in the All Mail list.

To archive a conversation:
1. From the Inbox, put a check next to the conversation you want to archive.
2. Click the Archive button at the top of the page. Your conversation will be removed

from the Inbox.

To retreive an archived conversation:

1. Click on the # More link at the bottom of the navigation bar. A popup menu will ap-
pear.

2. Select All Mail from the list. The page will reload with the All Mail list displayed on
the screen.

3. Click on the converation you want to view. The most recent message in the conversa-
tion will load.

4. If you want to move the conversation back to the Inbox, click the Move to Inbox but-

ton at the top of the page.
hove to Inkox

091207nw



Getting Started with Google Apps Email page 5

SignIn

Sign into your Google Apps Email account at http://email stjohnsprep.org

Th e I n bOX Message label Message subject

Conversation participants

Click to move or label Message snippet
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Click to archive selected = samdi Seleat: Al None, Read, Unread, Styred, Unstared
. Sent Mail
conversations D:ﬂs o O sean, me (6) Portal - | can probably do tomorrow,/but Il be coming back from ancther apgbintment with the d 11:37 am
O Wendy Olson fThank you! From: Sun, Erick [mailto:esyfni0@stjohnsprep.or ##  9:13am
All_m_ma‘e ﬁ;’:fo o O Leslie, me (4) FW: help with moviemaker - Wefinesday works belter for me. Let's meet dlring C block — that w 9:00 am
Apple Mail To Do
Blogk A O St. John's Prep (MA) Daily Bulletin - Daily Bulletin flonday, December 7, 2009 This is a B weef in the schedule rotat 8:49 am
Block C O Tim, Christopher (2) oday's problem with the teacher web portal - An interesting anecdote, but I'm not sure how use Dec 6
Block F O me, Christopher (2) Sent Messages  Next Week - Ok. Things are going well with Annabelle. Just lots of commuting b Dec 6
Block G O Amir Ghali H. D. D - Check out that pdf file for my 25% discount hard drives Amir Forwarded message ... & Dec §
X Clients O Kevin, me (5) Sent Messages (no subject) - Thanks alot! On Fri, Dec 4, 2009 at 2:46 PM, Nicholas Wilson <nw Dec 5
Click to access conversa- o wﬁ 1 St. John's Prep (MA) Wendy Larivee receives the Ryken Award - Wendy Larivee receives the Ryken Award The entin Dec 4
. . . ollow up
tions marked Wlth a partlcu- Liguid Planner O - From the Office of the H. ‘You're Invited! - Christmas in January! You're Invited to the Faculty and Staff Holiday Party Sat Dec 4
~ Misc O me, Elizabeth (4) Ryken Award Video - The end of today or Monday is fine, Nick. Thanks so much. On 12/4/09 1 Dec 4
lar label Personal O Natasha, Christopher (2) Testing more - Bleck ff for now. Christopher Butler Director of Information Services Sent from rr Dec 4
Priority O Natasha, me, Amir (5) Re: More Portal Cookie Weirdness - All right here you go; SC011-09 - Pat Sears Amir From: Na Dec 4
Click to access All Mail. Sent Messages. O me, Christopher, Natasha (4)  Sent Messages More Portal Cookie Weirdness - Christopher, | just logged in with the user accou Dec 4
’ &P O Maryann Muhilly Darfur is Dying Game - Hi Nick, ['ve attached my document for the Darfur is Dying game. Could 4 Dec 4
Trash, and Spam \ ws O Natasha Coyne Firefox/Portal - Bernie, Yesterday | mentioned that we thought we fixed the portal issue with Fin Dec 4
ro. Ronald Santoro t weekend of Animal Crackers! - Hello to all, Remember that Animal Crackers still has three
IS 4 morey O Bro. Ronald § Last weekend of Animal Crackers! - Hello to all, Remember that Animal Crackers still has thy Dec 4
X O From the Office of the P. SJP Class Schedule for 2010-2011 - Dear Parents and Students, | am writing to share some ex Dec 3
Click to open your Contacts— % ) Ed, me, Christopher (5) Schedule Email - Here are the curent sharing settings for Google dacs (see attached file). Chvis ##  Dec3
list 01 St. John's Prep (MA) Multicultural Celebration a great success! - Multicultural Celebration a great success! Now i its Dec 3
CRETet O St. John's Prep (MA) Dekted Messages  Calling all actors! - Calling all actors! The Prep's award-winning Drama Guild w Dec 3
Search, add, or invite O Natasha Goyne = EMAIL SYSTEM *** - To All: My apologies for the email system going down last night. | was Dec 3
© Wilson, Nicholas O St. John's Prep (MA) Daily Bulletin - Daily Bulletin Thursday, December 3, 2009 This is an A week in the schedule ro Dec 3
i O support .. Christopher (g Sent Messoges  Finalsite Notice: Website Server Upgrade Complete - We have submitted a supp Dec 2
Set status here v s pher (9)
& Thomas Cirbee O Brian, me (3) Sent Messages  Garage band - Thanks Mr. Wilson this solved the problem. Thanks, Brian Towns Dec 2
Options ¥ cd conact | Select: All, None, Read, Unread, Starred, Unstarred
Archive = Reportspam Delete = Movetow | Labelsy = Moreactonsw | Refresh 1-250f 503 Older » Oldest »
Reply & Reply-All
- - - - - Y > Clicking the Reply button will
Ed Hardiman Christopher and / or Nick, | am trying to share a Google [ Dec 3 (4 days ago) Reply Reply to all Forward ive vou the option to Reply to
Butler, Christopher | just checked the settings and realized that | h Dec 3 (4 days ago) # Send Save Now Discard g” yt F dth
" N ’ . h ) r rwar m
@ Nicholas Wilson Hi Ed, Christopher might know differently, but as far ¢ Dec 3 (4 days ago, alforio Forwa € message
® Nicholas Wilson Nice find! >> E: ehardiman@stjohnsprep.org <http://¢e Dec 3 (4 days
Butler, Christopher to me, Edward show details Dec 3 (4 days ago) # | 4 Reply
Here are the current sharing settings for Geogle docs (see attached file). 4 Reply to all Cllelng the down arrow will
= Forward give you several more OptIOI’]S,
Chwistopher Buiter ) Filter messages like this including Add [the author] to
Director of Information Services Print N N
ﬁt- Jﬁhn‘s Pr?p:ramry School fin Contacts list, Delete this mes-
ittp:/fwww.stjohnsprep.org Add Butler, Christopher to Contacts list :
‘ P sage, and Print.
Delete this message

Report phishing
Show original
Message text garbled?

Archive Your Messages Labels

When you are done reading an email conversation, you can You can label conversations to help keep your
Archive it. This will remove it from your Inbox, but it WILL messages organized.

NOT DELETE the conversation. The conversation will still be T o B
available in your All Mail, or if the conversation is labeled, in the 1. Select the conversation(s) you want to label. B me. Christopher (2
appropriate Label. 2. Click the Labels button. X

~ 3. Select the appropriate label from the list, or | Movetow FEEEES
¥l '\ Tim, Christopher (2)
B me, Christopher (2

1. Select the conversation(s) you want to archive. reate a new label. T q
2. Click the Archive button. [ archive S Block A
3. To access All Mail, click Block G

Block F
on the # More link and select All Mail. Block G

Clients

=
Tip: Drag labels in and out of this
menu or customize which labels

| Deleted Messages
show under Settings.

Liguid Planner
Chats ¢

Personal
All Mail Priority .
Spam (2) Sent Messages | *
Trash Cal=}
Create new

Manage labels




