2010-2011 Google Apps for Torrey Academy

Connecting:

To login to Google Apps, you will first need to connect to the Internet. Open your web browser of
choice (Firefox, Chrome or Safari*) and enter the URL http://www.google.com/a/ta.biola.edu/. This
will take you to a login screen (fig. 1), where you can enter your Username and password (given to
you at orientation). Click the Sign in button.
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If you receive an error message stating, “"The username or password you entered is incorrect,”

please check to make sure that you have entered everything correctly (note: you don’t need to
have @ta.biola.edu in your username because it is automatically added) or that your Caps-Lock
isn’t on.

Also, after your first login, the original password will no longer work because you must change it
the first time you login. If you have forgotten your password, please contact the TA Helpdesk at
(562) 903-4705.

After signing in, it will take you to a welcome screen that gives you access to all the apps (fig. 2).
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“Note: As of now, Firefox experiences some issues when using Google Apps. If you run into a
problem, please try Google Chrome (Windows) or Safari (Mac) to see if it resolves the issue.
For additional help, please see these websites:

help.google.com and www.google.com/mail/help/gmail_tips.pdf



Google Mail User Tutorial
Reading Messages:
When you click on the Email icon on the welcome screen, it will take you to your personal inbox
(fig. 3), where all of the emails sent to you are listed. Unread messages show up in bold, and you
just click on them to read them. If you want to read your sent mail or other emails, just click the
appropriate label on the left-hand side.
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Sending Messages:

To send a message, choose Compose Mail from the left-hand menu (fig. 4). Enter the
subject and recipient(s) of your message, hitting the return/enter key after each. Then type the
message in the bottom pane, and choose Send from the bottom or top of the message when

you're ready to send it.

Compose Mail Send Save Now Discard

Inbox (3 To: |
Starred ¥ o

Sent Mail

Drafts Add Cc | Add Bcc

Follow up Subject:

Misc &P Attach a file Insert: Invitation
Priority
4 morev

]
(]
]
N

B 7 U F M T T @ & = i & = %

Contacts
Tasks

- Chat
Flgure 4

For additional help, please see these websites:
help.google.com and www.google.com/mail/help/gmail_tips.pdf



Using Google Groups:

In Google Apps, each Torrey Academy class has its own Group, and there are additional groups for
Chatter, Prayer & Praise, and the TA Writing Lab. To use these groups, click Groups from the
Welcome Screen, or find the link at the top left of any Google Apps Screen. You will be taken to a
dashboard that displays all the groups you are a part of, and the latest activity in each (fig. 5). If a
group you need is not in your dashboard, go ahead and search in the Find a group section and
search for the group you need.

>

GO (~ )8[(, gro U pS I Search Croups Advanced Groups Search
My groups
Single-column » View: Grid, List

Chatter Faith - Garden Grove Torrey Academy

2 web views 1 web view 1 web view

last 15 minutes last 1 minute last 1 minute

Faith of Our Fathers Prayer & Praise Wrmng Center

1 web view 1 web view 1 web view

last 1 minute last 1 minute last 1 minute

Manage my memberships

Find a group My profile & stats
(Semh fora group§ ta.student@ta.biola.edu
Browse all groups... 1
:l::; 7-day activity
Figure 5

When you click on a group, you will be taken to the Group home page, where you can post and
read new messages (fig. 6). Remember that you are expected to check the main Torrey Academy
group and your class groups at least once or twice a week, for any information from your tutor or
from Torrey Academy staff.
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For additional help, please see these websites:
help.google.com and www.google.com/mail/help/gmail_tips.pdf



Chats
Accepting a chat:
If you see a Chat window pop up at the bottom of your email screen (fig. 7), someone has started
a chat with you. Just enter text and hit enter to reply. Remember, because you are a Torrey
Academy student, you are only allowed to chat with tutors or other Torrey Academy students.
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Creating a chat:
To begin a chat with someone, click on, or type in, a name in the chat window on the left-hand side
when in Google Mail (fig.8). This will create the chat (fig. 9).
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For additional help, please see these websites:
help.google.com and www.google.com/mail/help/gmail_tips.pdf



