This guide will help you sign in and setup your Loyola Gmail account.

1. Open your default browser and go to gmail.com.
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2. When you get to the Gmail site, click “sign in”. Note: Depending on the browser you are using and if
you already have a personal Gmail account, you may be asked to sign in or select an account. If asked to
sign in, skip to step 3. If you see a list of your other accounts select “use another account”.
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Note: If at anytime you get the following screen, select the Organizational account.

m Organizational G Suite Account
Business account owned by loyno.edu

>

>

An account that you created through the
normal sign-up process

I Individual Google Account

3. Enter your email address and click “Next”. Your Gmail address will be the same as it is now.
(username@loyno.edu)
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4. Enter your password. By default, your password is the first two characters of your first name, the last
four digits of your Social Security number followed by lu. (nnXXXXIlu) . If you have a departmental
account, please contact I.T. for the password. Click “Next”.
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5. You will see a welcome screen. After reading the information regarding your account, click “Accept”.

Google

Welcome to your new account

Welcome to your new account: pruiz@it.loyno.edu. Your account is compatible with many Google
services, but your it loyno edu administrator decides which services you may access using your
account. For tips about using your new account, visit the Google Help Centar.

When you use Google services, your domain administrator will have access to your pruiz@it loyno edu
account information, including any data you store with this account in Google services. You can learn
more here, or by consulting your organization's privacy policy, if one exists. You can choose to maintain
a separate account for your persenal use of any Google services, including email. If you have multiple
Google accounts, you can manage which account you use with Geogle services and switch between
them whenever you choose. Your username and profile picture can help you ensure that you're using
the intended account.

If your organization provides you access to the G Suite core services, your use of those services is

d by your n's G Suite agreement. Any other Google services your administrator
enables ("Additional Services") are available to you under the Google Terms of Service and the Goegle
Privacy Policy. Certain Additional Services may also have service-specific terms. Your use of any
services your administrator allows you to access constitutes acceptance of applicable service-specific
fterms.

Click "Accept” below to indicate that you understand this description of how your pruiz@it loyno.edu
account works and agree to the Google Terms of Service and the Google Privacy Policy.

Accept

6. You will be asked to create a password. Your password needs to be at least 8 characters long.
Although no other requirements apply, your password should not contain any form of your name or
email address. Enter your password and type it in again to confirm.

Google

Change password for
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Learn more about choosing a smart password

Create a new, strong password that you
don't use for other websites

‘ Create password ‘

Confirm password



7. You may now setup a signature file. Click on “Set Signature”.
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8. Select the radial button to set a signature and then type your signature in the space provided.
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9. Scroll down and select “Save Changes” at the bottom of the window.
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10. Click on “Learn how to use Gmail” to obtain Gmail Tips and Tricks. In addition to built-in help and
tutorial features within Gmail, you may also access Gmail FAQs on the Information Technology website.
http://academicaffairs.loyno.edu/infotech/fag-gmail
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http://academicaffairs.loyno.edu/infotech/faq-gmail

11. If you would like to setup a Profile Image, select “Change Profile Image” and you will be given an
opportunity to upload an image or picture.
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12. This finalizes your account setup. Go to step 13 to setup security.
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13. Once your account is setup, you need to setup security in the event you forget your
password. Click the gear icon in the upper right corner and select “Settings”.
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14. In the Settings window, select the “Accounts” tab.

LOYOLA [ a

NEWORLEANS
Mail - Settings Q-
m General Labels Inbox Accounts Filters and Blocked Addresses  Forwarding and POP/IMAP  Chat Labs Offline Themes
Inbox (2) Change account settings: Google Account settings
nbox Change your password and security options. and access other Google services.
Starred
Sent Mail Send mail as: Paula Test <paulatest@it.loyno.edu> editinfo
Drafts i‘:?;:ﬁ::;r::z;:: Creans i e sens Add another email address
More » Leam more
Check mail from other accounts: :
; Paula + Leam more Add a mail account
Add additional storage: Using 0 GB.
Need more space? Purchase additional storage
Using 0 GB Program Policies
Manage Last account activity: 53 minutes ago

Powered by Google” Details

No recent chats
Start a new one

)
]
Iy



15. Click on “Google Account Settings”.
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16. Under Security Check Up, click on “Get Started”.

My Account gives you quick access 1o settings and tools that let you safeguard your data, protect your privacy, and decide how your information can make Google
services work better for you.

Sign-in & security > Personal info & privacy > Account preferences >

Control your password and Google Account
access.

Manage your visibility settings and the data we use
to personalize your experience.

Set language, accessibility, and other settings that
help you use Google.
Signing in to Google

Your personal info Language & Input Tools

Device activity & notifications Manage your Google activity

Ads Settings

Accessibility
Connected apps & sites Your Google Drive storage

Control your content Delete your account or services

Security Checkup

Protect your account in just a few
minutes by reviewing your security
settings and activi

Privacy Checkup
Take this quick checkup to review
important privacy settings and adjust

GET STARTED them to your preference

Last checkup: 4 hours Mo GET STARTED



17. Set a recovery phone number and/or email for the fastest password recovery. This is how Google
will contact you if you forget your password and need to have it reset. If you skip this step, you will
need to contact .T. and open a ticket to have your password reset.

Google # 0@

< Security Checkup (7]

Changes saved.

Time for your Security Checkup

Protect your Google Account by reviewing these important settings
You're only a few minutes away from better online security!

Add recovery information

Help us get in touch with you if there's unusual activity in your account or you accidentally get
locked out. For your security, you may need to re-enter your passward to edit recovery information

Recovery phone  Add recavery phone

Recovery email  Add recavery email

DONE SKIP

Check vour recent security events

18. This completes the initial setup of your Loyola Gmail account.



