Accesing Google Docs and Email

You can access your BRF Google Docs/Email accoygbing to

https://www.google.com/a/brf.org

i ,C School District of Black River Falls - Windows Internet Explorer provided by BRF School District
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Two ways to access this site at School District of Black River Falls
Sign in to your account at

School District of Black 1.

Use your Schoel District of Black River Falls account and password
River Falls

2. 5Sign in with a different account

Username:" If you don't have a School District of Black River Falls account, no problem.

& You may be able to sign in with an account outside School District of Black River Falls.

Password:
I & You can create a Google Account.

™ Stay signed in

Can't access yvour account?

Don't have an account #t
bri.org?
Sign in with a different ac¢ount

At this screen, you enter your firstnamedotlastnéexample peggy.gordon) in the
username box (the @brf.org is already entereddarsynce this page is specifically for
our organization)

Enter your password in the password box - thy@ig Google password, not
necessarily the password you use to log into tinepcder.

Alternatively you can also enter Google Docs / Hilpgigoing to
http://www.google.com
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Google

Click on the Gmail link

Signin

Username

Password

Sign in [T Stay signed in

Can't access your accou

At this login, you have to enter your full emaildau -peggy.gordon@brf.org
Enter your password in the password box and clic&ign in
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To create a new mail message, click on Compose mail

Send Save Now Discard

To:| "PEGGY GORDON" <paqgy gordon@brf arg>_ 1|

"TY BRESEE" <BRESETY20@students brf org>

"TS Teachers” <tsteachers@brf org>

"TS Staff” <tsstaff@brf.org>

"TOM CHAMBERS" <tom chambers@brf org=

"TOM CHAMBERS" <Thomas_Chambers@brf.org=

B R0y TANDE" <TROY.TANDE@bf.org=

"TODD FENDT" <TODD FENDT@brf org>

"TORI CLEVELAND" <CLEVETOR16@students.brf....
"TINA GILBERTSON" <TINA.GILBERTSON@brf.org=
"CSl Team" <CSITeam@brf org=

"TONY TURNMIRE" <TURNMTOMN16@students.brf.o..
"Google Apps Test Users” <GoogleTest@brf.org>
"WEHONNA TOTH" <TOTHWEH12@students brf arg=
"RAQUEL TALK" <TALKRAQ14@students_brf.ora>

Subject:

T «Plain Text Ct

In theTo: box, start typing the email address of the pegsnnwant to send to. If this
person is an employee or student of BRF, their lead@iress will come up as you begin
to type the name in, and you can select it fromligte

Enter a subject, enter the body of the email mesaad then cliclSend.

Send Save Now Discard Draft autosaved at 9:28 AM (0 minutes ago)

To: "PEGGY GORDON" <peggy.gordon@brf.org=, t
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Hi Peggy.
This is a test message sent from my new Google account. Please let me know if you received this message.
Thank you,

Hazel
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You can easily change the color, font, centerittgch a file, etc. by clicking on the
appropriate option on the toolbar.

To add a Contact

Mail Calendar Documents Sites Contacts More »
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Mail - : ,
iscovery News - Top Stories - The Lowel
Contacts
Tasks T Archive . Spam | Delete _I
: - me, PEGGY (2)

Compose mail

= ' T Gmail Team
BRoN ) T Gmail Team
Starred 7.3

Click on Contacts
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Click onthe *'2 icon



Enter as much information as you want, although &amd Email are required.

If you want to add more than one email addressdaneone, for instance they have both
a home and work email, click on the woegdd by Email and enter the second email
address. You can do the same for Phone, Addneds)Vabsite.

Save  Cancel

I.Jon qordon
|Tit|e / |Ccm|:an-_-,-
Email| g4
Igudbl ssavodka@yahoo. com IHomej
Phone| zdd
| |Mobile |
Addresg =
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=
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| |H0me j
Birthday
— (FAFA~3

Add

Hatas

Click on Save when done

You can put your contacts into groups if you walbr instance, you could put all of
your students in a group and then you would be t@bégmail them all at once or enter
something on their calendar at once.

To create a group, click on tl + & symbol.

Explorer User Prompt il

Script Prompt: g |
Wihat would yau lke ta name thiz group?
Cancel |

Give the group a name



Explorer User Prompt

X

Scrpt Prompt; 0 |
YWhat would you like to name thiz group?
Cancel |

IFirst Hour Science

And click OK

To add your students, go to the Search contactabdstype in
name — then click on Search

the first letter of their

Q::Q /D:':I I 5 Search

AUSTIN SCHWIESOW
BEMJAMIN SHERMAN
BENJAMIN SNOWBALL
BRANDOM STENULSOM

+ 4 +4
My Contacts 2| Select: AII_. No_ne _ _ [ edit || & Groups
School District of Black River Falls
First Hour Science 2 Directory (248) Search Results for 's’
™ AAROM STUMBLINGBEAR 248 results found in School District of Black River Falls Directory
All Contacts * [ ABRAHAM SEVERSON
Most Contacted ™ ALEXANDER SCHMIDT
I ALEXANDRA SCHUELDAHL
[T ALIYAH SWAKE
[T ALLISOM SIPAHIOGLU
[T ALLISON SWEENEY
[T ALYSSA STEMPER
[T ANTHONY SPURLING
[T AUDRA SCHJELDAHL
r
r
-
r
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As you can see, just typing in an S will bring wmemryone with a first or last name that

starts with S. You can select as many as you Wanticking in

name. Once you have them all selected, click erdtwn arrow by

choose the group you want to add them to.

the box beside their

& Groups and

Google Mail uses Labels for organizing email, iagtef folders. To create a new label,

in your Inbox, go to Labels
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And choosévlanage L abels from the drop down box
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Manage labels

Click on theCreate new label button

Labels ' Show in label list v

Create new label |

Show in message list v

Follow up show hide show if unread show hide
0 conversstions

Misc show hide show if unread show hide
0 conversetic

Priarity show hide show if unread show hide

Mote: Removing a Iabel will not remove the messages with that label

Enter a name for the label

Actions

remaove

remove

remove

If you want the label to be a sub-label under asolibel, also check the box that says
Nest label under and choose the label you want it listed under fthendrop down box.

Click onCreate.

You can create filters to have incoming mail gedily into one of your labels.
To set up a filter, go thabels, Manage labels

Click on theFilters link

Settings

General Labels Accounts Filters

Forwarding and POP/IMAP Web Clips Labs

Inbox

System labels

Inbox

Starred

Show in label list

show hide

R B S

=3

=

=



Then click onCreate a new filter

Settings \wﬂ
General Labels Accounts Filters Fo ing and POPAIMAP Web Clips Labs Inbox

The following filters are applied to all incoming mail:

Create a new filter

Enter the criteria you want to use. For instarfoggu want all your students to email
their assignments to you and you want their entaitg directly to the label that
corresponds to their class. You could tell youdsnts that the subject of the email must
be Science®lHour. You would then make the criteria for Sabjee Science®iHour.

€«

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 me
these criteria. Messages in Spam and Trash will not be searched.

Create a Filter

From: Has the words:
To: Doesn't have:
Subject: | Science 1st Hour "' Has attachment
Show current filters Cancel | Test Search Negt Step »
Click Next Ste

==
i
. Create a Filter

Choose action - Now, select the action you'd like to take on messages that match the criteria you specified.
When a message arrives that matches the search: subject:{Science 1st Hour), do the following:

I Skip the Inbox (Archive it)
" Mark as read
" Starit

¥ Apply the Iabel:l 1st Hour 'I

I” Forward it You have no verified forwarding addresses. Manage your forwarding addresses

I Delete it

™ Never send it to Spam

™ Always mark it as important
" Never mark it as important

Show current filters Cancel | « Back | Create Filter | I Also ap

Click on Apply the label: and choos
box. Click on Create Fil

yant it to go to from the drop down

Now all emails with Science™Hour in the subject line will go to that labelyiour
Inbox.



