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Introduction to GCC Student Email

All Virginia Community College students are issued a student email account through Gmail upon
registration. As a result, all students have immediate access to the full array of Google applications.
It is crucial that students check their email regularly, as instructors will send important email
announcements to students.

To access your student email account:

1. Connect to the internet and open a browser (Internet Explorer, Firefox, Google Chrome, or
other.)

2. Go to Germanna Community College’s home page at www.germanna.edu.

3. Access MyGCC at the top of the page.

Q

YOUR FUTURE. OUR COMMITMENT.
'GERMANNA _
COMMUNITY COLLEGE Questions? (540) 891-3000

Directory  Help Desk  Weather Alers  Careers  Giving

ADMISSIONS ACADEMICS STUDENT SERVICES WORKFORCE SERVICES ABOUT GERMANNA

If you know your username and password, you can enter them into the respective text boxes
to log in. If you do not know your username/password, you can use the Forgor Username link
to look up your information.

GERMANN A, | Myvees LOGIN PORTAL

Provides a cenfralized, easy-to-use, easy-to-recognize login system for
COMMUNITY COLLEGE

Web applications at Virginia Community Colleges. Users can log into
the system knowing that their MyVCCS login information is encrypted

and secure.
My Username PROTECT YOUR PRIVACY
tal2439-( For security reasons, please be sure to close all browser windows when

you are done accessing services that require authentication.

My Password

SIGN IN

Forgot Password Forgot Username
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4. Once you have logged in, you will see a screen that looks similar to the one below. Click on
the Gmailicon to access your email account.

& Announcements

B|aCkb0ard IMPORTANT DATES & INFO

~——)
AR x-/ —
|CQ.’I | = Mar 14- May 31: OASIS Application Deadline

Gmail LIBRARY SERVICES
May 1: Priority date for FAFSA year 16-17

Check with your instructor to determine how Blackl
make your course available on or about the first daj

SAILS BREAKING NEWS

STUDENT INFORMATION SYSTEM

5. You will be taken to the Virginia Community College System (VCCS) student email page. By
default, your inbox is displayed.
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Microsoft Google  Get the training you need at zero cost: Microsoft Virtual Academy - Jul 3
Google+ Google  People you may know on Google+ - See more suggestions People M Jul 1
— Microsoft Student Google  MS Student  Students, it's time for Imagine Cup - Having trouble vier Jult
arre
Important Google Docs Google. "Copy of Practice Form (Responses)” was edited recently - See the Jun 2]
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How to Compose and Send Emails

N —

between addresses.

&

Enter a subject for your message in the Swubject tield.

4. Type your message in the large white Message box.

After you have logged into your student email account, click on the red Comzpose button.
Type your recipient’s email address in the To field. For multiple recipients, use commas

COMPOSE

Inbox (185)
Starred
Sent Mail
Drafts

More

L ]
& Tavior

No recent chats
Start a new one
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Inbax

Inbax
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Inbax

Inbax

Inbax

[GEC] Fall

) 2015 i ication Deadline i in the Fall 2015 semeste Jul 21

[GCC] Transfer Resources - plan your GCC coursework, a timeline to help you stay on track to transfer an Jul 17
[GCC] Transfer Advising with JMU Advisor - with the FALL 2015 s¢
[GCC] ATTN Fall Nursing Students - Dear FALL Nursing Students, Your Student ID's will be issued in Aug Jun 10

[GCC] FINANCIAL AID FRIDAY-JUNE 5 - for the FALL 2015 semester? Are you interested in the Work-stuc @ Jun 4

[GEC] Student ID's - i

[GCC] FW: Advising a

[GCC] April Student N

[GEC] Who's Ready tc

[GCC] UMW April 16th

[GCC] On-site Admissi

[GEC] UMW Academil

[GCC] Radford Onsite

[GCC] Radford Univer

[GEC] Deadline for W

[GEC] VCU On site Ad

[GEC] UMW Instant De

[GCC] Spring 2015 GC

[GCC] Win recognitiol

about Assignment

professor@germanna. edu

Question about Assignment

Dear Professor,

Ihave a question about the assignment that is due on Monday.
Should | submit the assignment on Blackboard or in an email?
Thanks,

Student

ester: Effective the Fall 2015 seme Jun 29

Type your
message here.

[6CC] February 2015
[ PR

5. If necessary, you may attach a file by selecting the paperclip icon. If you do not need to
attach a file, continue to step 8.

1]

& @B 2 @

6. A browse window will pop up. Browse for your file, select it, and click on the Oper button.
You will see the attached file name near the bottom of the email window.

7. To add another file, click on the paperclip icon again. To remove an attachment, click the X
next to the file name.

8. Click the blue Send button to send the email.
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9. To confirm that your message was sent, select Sens Mai/ from the inbox menu.
10. Displayed are all the emails that have been sent. To view the most recent sent email, click
on the first email listed.

+Brenda Search Images Mail Drive Calendar Sites Groups Contacts More -
E————
Ylfgll{lﬁ: _ 1sa@emailvees . () | + Share “
Mail = - le] More 1-24 of 24 EE v fe 2d
5 work Assi = G ~

To: professor ITE115. Chapter 2 Homewark Assignment - Professor Germanna, Please se @ 943 am

To files o Jus
Inbozx To (no subject) - htps //sites goagle com/a/ema;
Starred

To link - Success: Session was created succes L .

- ast sent email.

Bentiiai ) To file

To File T
Google
VouTube To (no subject) = 672
More In g suhiacn) = e

How to Reply to Emails:

Mail ~ - o 1§ m - More = 9
ITE 115 Homework T o .
Inbox Professor 10-22 AM (4 minutes ago) -
Starrad ome =

Impartant

Sent Mail Thanks, | got the attachment!

Drafts

Google

YouTube

Wore + :‘ﬂ

1. Open the email to which you would like to reply. Beneath the content of the email there is a
textbox. Click anywhere within the textbox to begin composing your message.

2. The To field is automatically populated with the sendet’s name or email address. The Subject
field is automatically populated with Re: and the original subject of the email. Type your
reply message into the text box and attach any necessary files.

3. When the message is completed, hit Sezd.

| L

@A P & @ ©
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How to Access Google Tools from your Inbox:

You have access to a number of Google tools that you can find from your inbox. These include
Google Calendar, Google Docs, and Google Drive.

1. Click the Google Apps icon near the top of the screen to view tools.

“ ‘ ’o @emailvecs.edu ~

My Account  Search Google+

neox  [GCC] Fall (December) 2015 Graduation Application Deadline Reminder!!! - in t

aQ
Q)

nbox  [GCC] Transfer - plan your GCC ework, a timeline to help you stay |

nbox  [GCC] Transfer Advising with JMU Advisor - with the FALL 2015 semester. Effectiv

ibex [GCC]ATTN Fall Nursing Students - Dear FALL Nursing Studsnts, Your Student [ M ‘
nbox  [GCC] FINANCIAL AID FRIDAY-JUNE 5 - for the FALL 2015 semester? Are you interg

Mail Calendar Drive
nbox  [GCC] Student ID's - in the fall which will require all students to obtain nawly formatte
iscx [GCC] FW: Advising and Registration ACT NOW! - summer and fall. Your advisor | E |
ibox  [GCC] April Student Newsletter - Summer and Fall semesters. Check out this mon ocs Eheets e
nbox  [GCC] Who's Ready to LEAD? Student Government Association Elections This £
ooz [GCC] UMW April 16th @ Locust Grove - summer and fall classes. to assist in a si ‘ q B
nbox [GCC] On-site Admissions Appointments for Transfer still open - transcripts from Sites Graups Contacts

nbox  [GCC] UMW Academic Advising @LGC April 16th - summer and fall classes toa

nbox  [GCC] Radford Onsite Admissions Locust Grove Campus March 23rd - admissior More

2. When you select the Google Apps icon, you will see a menu with links to a number of
tools.

3. Training on Google Applications is available at https://support.google.com. Additional
training can be found on Hoonuit, which can be accessed through Blackboard.
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Sign out of your Google account by clicking on your profile photo or the down arrow at the top
right hand corner of your student email webpage. Then, click $7gz out at the bottom right hand
corner of the pop up window.
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For more email tutorials, click on the settings button, and select He/p.
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