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8 Great Tips: Getting Started with Gmail 
Georgetown ISD Gmail 
 

1.  Log into Georgetown ISD Gmail 
 

You will now be sending and receiving your Georgetown ISD email through Google’s Gmail service.  Your email address stays the 
same (YourUsername@georgetownisd.org), but you access it a different way. 

1. On a computer, open a web browser like Google Chrome, and go to www.google.com. 

2. In the top right corner, click on the blue Sign in button.   

3. In the email field, type your Georgetown ISD email address. Click the blue NEXT button.   

4. In the password field, type your Georgetown ISD password (the same password you use when you login to a computer 
and Skyward), and click the blue NEXT button.   

5. In the top right corner, click the word Mail. 

6. You are now viewing your Georgetown ISD email in Gmail. 
 

2. Conversation View – How to turn it off 
 

The first time you open your Georgetown ISD Gmail account, you will notice that emails with the same subject line are grouped 
together.  This is called Conversation View.  If you would prefer that each email and replies to emails are listed separately, you 
can turn off Conversation View. 

1. In the top right, click on the Settings (gear) icon.    Then click on the word Settings. 

2. The Settings page appears.  At the top, be sure that the General tab is selected. 

3. As you scroll down, find the Conversation View section. 

4. If you want to turn off Conversation View, click the circle next to Conversation view off. 

 

5. Scroll down to the bottom of the page, and click the Save Changes button.   
 

3. Send a New Email 
 

1. In the top left, click the COMPOSE button.   

2. A small email window pops up. 

3. In the To field, begin typing the last name or first name of a Georgetown ISD employee or student, and a list of 
matching people and their email address appears.  Click on the name of the correct person to add them in the To field. 

 Or click on the word To in the To field, and your Contacts list will open.  In the top left, click on the My contacts 
button, and then click Directory to open the Georgetown ISD Email Directory.  You can then scroll or search to 
select the Georgetown ISD employee or student you are sending the email to. 

4. If you need to copy or blind copy someone on this email, on the right side of the To field, click on Cc or Bcc to add those 
fields to your email.  Next to Cc or Bcc, repeat the process you used above to add the person’s email address. 

5. In the Subject field, type the topic or subject of your email. 

6. Below the Subject line in the body of the email, type your email message. 

7. When you are ready to send your email, click the blue Send button at the bottom left.   
 

 

http://www.google.com/
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4. Read & Reply To or Forward an Email 
 
 

1. In your Inbox, click on any email to open and read it. 

2. In the top right corner of the email, find the Reply button which looks like a left arrow.    Click on the left 
arrow icon to Reply, and you are automatically moved to the bottom of the email screen to begin typing your reply.   

 Or click the downward-pointing triangle to the right, and you will see Reply, Reply All, and Forward.  Click on 
Reply to reply just to the person who sent the email, click on Reply to all to reply to everyone who received the 
original email, or click on Forward to send this email to someone new.  When you select one of these options, 
you are automatically moved to the bottom of the email to begin typing. 

   

3. When you are ready to send your email, click the blue Send button at the bottom left.   

 

5. Move Trash & Spam Labels to the Top 
 

The labels (similar to folders) for your Trash (deleted emails) and Spam (emails that Gmail identified as junk but that you might 
need) are at the very bottom of your labels list.  Move them to the top for easy access. 

1. Of the left side of the screen, scroll to the bottom of your list of labels.  Click More to see all of your labels.   

2. Find your Spam label.  Click, hold, and drag it to the top of your list of labels.  Drop it near the Inbox label so that it will 
always be near the top.  Do the same for the Trash label. 

 

6. Set up Your Signature 
 

1. In the top right, click on the Settings (gear) icon.    Then click on the word Settings. 

2. The Settings page appears.  At the top, be sure that the General tab is selected. 

3. As you scroll down, find the Signature section. 

4. To turn on your signature, click the second circle, which is below No Signature and next to the text box. 

5. In the text box, type a signature that will be added at the bottom of every email you send.  Be sure to include your first 
and last name, your job title (grade level/subject area you teach), your campus, and your phone number with extension. 

3. Check the box next to Insert this signature before quoted text in replies and remove the “--“ line that precedes it.  

4. Click the Save Changes button.   
 

7. Switch Between Your Georgetown ISD Gmail & Your Personal Gmail Accounts 
 

You can be logged into both your Georgetown ISD Gmail/Google and your personal Gmail/Google accounts at the same time, 
and you can switch between them as needed. 

1. In Gmail, to determine whether you are in your Georgetown ISD or your personal account, hover your mouse over your 
picture (or the circle with your first initial) in the top right corner of the screen.  The email address of the account you 
are logged into is displayed, indicating whether you are in your Georgetown ISD or your personal account. 

 In other Google Apps, like Docs, Sheets, and Slides, your email address is always listed in the top right corner. 
2. To switch between accounts, click on your picture (or the circle with your initial) in the top right corner of the screen. 
3. If you are already logged into both your Georgetown ISD and your personal Gmail/Google accounts, both email 

addresses will be listed.  Click on the other email address to switch. 
4. If you are only logged into one account, click the Add Account button, click Use another account, and then login. 

Tip:  Use different profile pictures in your Georgetown ISD account and your personal account as a visual reminder. 
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8. Want to Learn More? 
 

G Suite Training 

Google provides free online guided training on how to use Gmail and most G Suite apps, called G Suite Training.  You must login 
to the Google Chrome web browser to access it. 

1. On a computer, open the Google Chrome web browser. 

2. In the top right, click on the button with a person.   

3. Click the blue Sign in to Chrome button.   

4. Sign in with your Georgetown ISD Google account (your email address and password). 

5. Open Gmail or any other Google app that you want to learn more about, and be sure you are logged in with your 
Georgetown ISD Google account. 

6. At the top right of the screen, click on the G Suite Training icon.   

7. Click on one of the recommended topics for a quick step-by-step training. 

8. Or use the Search to get a step-by-step training on the topic you need to know. 

9. Turn on your sound, and follow the directions as the G Suite Training walks you through the task. 

 

G Suite Learning Center:  Gmail 

 Online self-paced training modules on using Gmail:  https://gsuite.google.com/learning-center/products/gmail/  

 

Georgetown ISD’s Website 

 GISD is Going Google:  www.georgetownisd.org/GoingGoogle 

 GISD Technology Tutorials – G Suite:  www.georgetownisd.org/GSuite   

 

https://gsuite.google.com/learning-center/products/gmail/
http://www.georgetownisd.org/GoingGoogle
http://www.georgetownisd.org/GSuite

