Google Apps
(Gmail Access)

Logging into Google (Gmail):

1. Click on the Google Chrome Browser icon on your desktop.
2. Go to the Ritenour homepage http://www.ritenourschools.org (after July 15th)
3. Select Staff from the top Categories.

4. Select Google from the Quick Links section to the right.
5. This will take you to the Google Account Login page.

6. On the Google Login Screen, sign in with your username. The username will be
lastnamefirstinital@ritenourschools.org. (example: buschs@ritenourschools.org)
You can also reach Google by typing in https://www.google.com.

Once logged in, you will be in Gmail.


To navigate to another Google App, Click on the icon to the left of the notification (bell) icon.



This will bring up additional apps available to you. Clicking More will give you more options like

Google Classroom

and Google Apps Training.

Creating a New Message in Gmail
1. Click the Compose button on the left side of the screen.

This will open a small compose screen in the bottom right of your window.
2. To select contacts to send your message to, click on To. This will bring up a window where you can
select contacts. Choose your contacts by placing a check next to selected contact. Then choose
select. This will add the contacts to your message.

3. To attach a document or file, click on the paperclip in the New Message window.
 You can choose a file from your computer (25MB or smaller) or Google Drive (no size limit).
Make sure to choose whether you want the recipient to view or edit the Google Drive files you
share in the pop-up window.



Click on the Google Drive icon in the Compose window to attach a file.
You can choose a file from your computer (25MB or smaller) or Google Drive (no size limit) -even
files shared with you.
If you share a file from Google Drive, a pop-up window will appear when you click Send to ask
whether you want the recipient to view or edit the Doc, Sheet, or Slides.

Adding Google Apps Icons to Your Desktop
Step 1: Login to your google account.

Step 2: Once logged in, go to the left corner, where it says Apps.

Step 3: On the Google Apps Landing Page, there will be several Apps Listed. Right-click on the icon you wish to
create a shortcut for.

Step 4: After you right-click on the icon you wish to select on the Apps Landing Page, you will be given the option to
add the shortcut to several locations.

Step 5: Click Create.

Step 5: Once you have clicked Create, your icon will appear to the location you specified. I checked Desktop. Here
is the Gmail Icon that was created.

Congratulations!! You have created a Google Apps Shortcut!

