Activating your account
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Click Activate My Account and fill in requested information
- this is necessary only once for your first log in.

Create a strong password with at least one number and
capital letter (make sure Caps Lock key is not active).

Your username will appear on the screen along with your

How To
Use MulL. U email

Activate My Account

All Long Island University students are provided with a My

access to both of these accounts. To activate your account
Social Security Number (SSN), and your birthday in the M
button. This activates your account and confirms your user]

For example: If your LIUID is 123456789 (or your SSN is 123}

* 123456789
* 03251979

Please be sure to remove dashes, slashes and spaces.

Social Security Number or Student ID:

email address. Your username will be “firsthame[dot] )

lastname”. (If you have a more common name you may have a T O

number after your name; i.e., firstname.lastname2) ]
[ |&

Now that you have activated your account you may log in.

Logging into your account

+ After activating your account for the first time only, you can
access your email and Google apps by going directly to

http:/mail.my.liu.edu User ID:
* You can also access your email and your entire student portal, |
with all your academic information, by going to Password:

http:/my.liu.edu [

Can't access your account?

Multiple Google Accounts

If you are already signed into Google
with another account you may see this
message.

Google accounts

You are trying to access Gmail with the following Google Account:
. . . john.smith@my.liu.edu
Click the second radio button to sign

out of the other account.

However, you are already signed in as:
johnsmith@gmail.com

Select how to proceed.
© Turn on multiple sign-in for johnsmith@gmail.com and john.smith@my.liu.edu.

This will allow you to stay signed in to both sccounts at once. Learn more about multiple sign-in

© Sign in as johnsmith@gmail.com. Sign out of the other account.

—




Mg'_lu Powered by Google How To Use Myl iU email

Email interface overview

click compose to create a new email

click settings to adjust display

preferences

Mail Calendar Documents Sites Video Contacts More » - ‘ﬁ'

Mail ~ - (¢} More v 1-30f3 < > o 20
P—— Gmail Team Get Gmail on your mobile phone - Access Gmail on your mobile phone The days of needing your computer to get to your inbox are long 12/5111

Inbox (2) Gmail Team Customize Gmail with colors and themes - To spice up your inbox with colors and themes, check out the Themes tab under Settings. C 12/5111

Starred Gmail Team Get started with Gmail - 4 things you need to know Gmail is a little bit different. Leamn these 4 basics and you'l .. 12/5/11

Important

Sent Mail

EEX 7

Click the check box in order to view a new menu.
This menu gives you more options for the email
you have selected.

m -v ‘v More ~

a o []
(v ] repr spam J Doite J oo

Mail ~ “ a 0 [] - @ - Moro
COMPOSE my LIU Inbox  x =
Inbox (1) John Smith 1:14 PM (0 minutes ago)
Loading...
Starred
Important Mail Delivery Sub il il.com 1:14 PM (0 minutes ago) 'S -
tome [~
Sent Mail
Delivery to the following recipient failed permanently:
Drafts (1)
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Mauris lacinia, lectus eu iaculis tincidunt, enim nisi tincidunt orci, ac elementum tortor nunc pretium
Follow up turpis. Aliquam non tempor risus. Quisque molestie est vel dolor bibendum porta. Curabitur feugiat pellentesque mauris in tristique. Pellentesque turpis est,
ultrices quis porttitor nec, bibendum nec augue. Maecenas sit amet enim id odio venenatis adipiscing. Maecenas id leo lorem. Aliquam vulputate neque eu
Misc lectus pellentesque vulputate. Vestibulum ut sapien lacus, in egestas ligula. Nunc varius, elit ac consequat placerat, libero erat facilisis metus, eu pharetra
Etiam quis malesuada mi.
Priority | «- - |
Chat . “ Reply
- 0 or Fo
= Forward

Filter messages like this

Google will automatically group emails with the same subject and
recipient together so you can easily view the email exchange. This

creates a conversation thread.

—

Print

Delete this message
Report phishing

Show original
Message text garbled?

Mark unread from here

Add Mail Delivery Subsystem to Contacts list
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Contacts is a way to store phone numbers and addresses. Contacts also makes
sharing, chatting, and calling even easier.

Contacts

B 7o open, click “Contacts” on the main ] Adding pre-existing Contacts

menu located at the top of your window. to a Group.
Mail Calendar Documents Sites Video Contacts| More » C“Ck the Squafe next to the
S— contact you would like to add to a
group. Dad
E To add contacts either click: Click the groups icon on the menu

above your contacts.

NEW CONTACT [lo]8 T oo
aamimen

Add name
i * Fill in content
* Click Save On the dropdown click the check
o next to the group you want you
Ph; contact added to.
Bitday
atv  2aav I
I =1
v/ My Contacts
Michelle Pi Coworkers
Michelle pi ' nends
B Creating groups is convenient for sending a L MasterMind GP
single message to multiple people. "dal My company
Create new
To Create a Contact Group click

on “New Group” and name it. This
group will be empty at first. To add
contacts to a specific group just

click on Imported 1/3/12 (88)

Most Contacted (1)

My Contacts (88)

Other Contacts (2)

Repeat step 2. New Group...
Import Contacts...
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