Setting up Google Chat (Gmail on Desktop)
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Getting Started (Gmail on Desktop)

e Go to the Gmail website (mail.google.com) and log in with your Google
account.

e C(lick on the ‘Settings’ icon on the too right corner (vou mav need to click on
“"Sa Q, Search mail b @ Active v ®
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Getting Started (Gmail on Desktop)

e By using Google Chat through your Gmail, you
are able to easily toggle between your email ﬁ

and chat. )
e These buttons are located on the far left 5) - —

sidebar. @ Mentions
e C(lick the “Chat” button and “New Chat” to start Mf;t % Starred

dam essage . ~ Direct messages




Getting Started (Gmail on Desktop)

erodriguez@adelinemontessori.com

Emily Rodri
e Type the teacher’s (or other AMS staff - e:,;{igfez”;aﬁinemontessor.,, £

member) email address into the search ‘
bar to look for her/him.

e C(lick on the name, then the “start chat” .
button to being a message. |

e NOTE: For sending future messages,
Google Chat will remember your
frequent contacts, so you won't always
need to re-enter the email address. f Start chat



Getting Started (Gmail on Desktop)

e You can now type a message, send a picture or documents to your child's teachers.
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