Version 3.0 (Last Updated: September 2019)

Afa] E B RAY B F-E {4 (@student.ny.edu.hk)

How to check your NY email (@student.ny.edu.hk)

=

> Sl A LAY NY BEE(@student.ny.edu.hk) FIZEHE » && DL 4gHEE A
http://mail.google.com/a/student.ny.edu.hk -

=» Enter your NY email (@student.ny.edu.hk ) and password, through
http://mail.google.com/a/student.ny.edu.hk.

NI " -
Then press “Next”.

L 2

Google Google
ZFA oA
EEEHE Gmail

e testing@student.ny.edu.hk +

B AIEHIEE
@stugent.ny.edu.hk / \ o
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How to change the password if you login to

@student.ny.edu.hk e-mail system for the first time

1.

> 5T LU Google Y[ AR -

=>» Press “Accept” to agree the term of use of the user agreement.

Google

Welcome to your new account

‘Welcome to your new account: testing_2017@student.ny.edu.hk. Your account is compatible with
many Google senices, but your student ny edu hk administrator decides which senices you may
access using your account. For tips about using your new account, visit the Google Help Center.

‘When you use Google senvices, your domain administrator will have access to your
testing_2017@student ny edu hl account information, including any data you store with this account in
Google senices. You can leam more here, or by consulting your organization's privacy policy, if ane
exists. You can choose to maintain a separate account for your personal use of any Google senvices,
including email. If you have multiple Google accounts, you can manage which account you use with
Google senices 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 thase senices is
governed by your organization's G Suite agreement. Any other Google senices your administrator
enables ("Additional Services") are available to you under the Google Terms of Senice and the Google
Privacy Policy. Certain Additional Senices may alsa have senice-specific terms. Your use of any
senices your administrator allows you to access pi of applicabl, pecifi
terms.

Click "Accept” below to indicate that you understand this description of how your
testing_2017@student ny.edu_hk account works and agree to the Google Terms of Senice and the
Google Privacy Policy.

> TR AL AT - ARG AT &S - 1R W AR EAEE] -
=» Type in the new passsword twice with the same content for each time.

> N&RTE NS T

=» Then press “change password” button which is blue in color.

Google
=N

e testing@student.ny.edu.hk

m
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> ER

=» Press “Ignore” to continue.

BB HERTHIRF 22t

HEg  OFEHERS - DS RNRRDIEF D HET S EAER - e ERENED -
SE— R EEAORER R AR R P R

EPFE  EE A SRS SRS A SENES BTSN A -

FEATRI TS
FEMSEAE ST IEINTRAIER 320 - Fif R TSR AR R TRIR A

TEER i 2 5123 4567
a- | B bl |

> 5T Next” FESH T T Next"He it DARRIA 38 L9 5 FE 0 -
=>» Close the pop-up box by clicking “Next” button and then “Next” button.
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= FA4E{E”Gmail”

=>» Then start to use the Gmail.

= MM Gmail

Compose

Inbox 2

sent

cmvex0O -+

Drafts

”

Q

Bs e
Google
Google
Google

> Z{ETTHELHRAYEDT -

=» Press the button with squares.

=2 % N Mail” -

=» And then press “Mail” to use the service.

®o =

(TrE

TR

o

Security alert - Testing Student New device signed In to testing@student.ny.edu. hkYc
Security alert - Test

Security alert - Testing Student New device signed in to testing@student ny.edu hkYour Google Account was Just signed in to from & new Apple [Pad device. You're getting this ema

nnnnn

Google
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L] B ARHY {4 [

How to check your email

1

> FNURE" -
=>» Click”Inbox” °

= M Gmail

I— Compose
2
% Starred
© snoozed
> Sent
B Drafts
v More
®  Testing +

AT BR AR B4

How to delete your email

1.

> B EEREVE T E T2 -

> CENEELORED -

=>» Tick your email you would like to delete.

=>» Those selected will be highlighted as “pale blue”.

B- 8 6 § & 0 D ®

F Compose
Google Security alert - Testing Sic
L mbox ? Google Security alert - Testing Stu
Starred
; Snoozed Google Security alert - Testing Stu
> Sent
B Drafts
v More
&Tesling +
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2.

> NEI K E I R -

> S DAHERE S -

=» Click the “trash” button which is in grey color.
=>» This will remove the email.

T e- a o@ ©c b e

Google Security alert - Testing Stu
J Inbox 2 . _

Google Security alert - Testing Stu
Y Starred

v Google Security alert - Testing Stu

@ Snoozed = < b <
= Sent
B Drafts
v~ More
®  Testing +

LT AR A MHER AR BE TS - PLENE Ry f AE RIS AR MHBRE BN

How to permanently delete your email. Email which deleted cannot be recovered

1.

> KR EETHS ERER L

> IRHEFEFEZER -

> REIEZ

=>» Move the cursor to the grey line.

=>» This will see more folders or options.
=>» Click the button “More”.

= M Gmail

I— Compose

Inbox 2
Starred
Snoozed

Sent

PV O »* 0O

Drafts

®  Testing i
Wy
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2.
> L RE—{E I R AR R EDR

=» Then you will see the word “trash”.

= M Gmail

I— Compose
Inbox 2
Y Starred
@ Snoozed
= Sent
B Drafts
~  Less
» Important
@ cChats
All Mail
[ 1] Siam
.“Tesling +

3.

> EETTECGEMERAVEE - FEfFT4 -

> CENGEPOSED -

> NI K A MR g8 -

=>» Click the email you would like to delete, by selecting them through ticks.
=>» Those selected will be highlighted as “pale blue”.

=>» Then click the button of “Delete Forever”.

= M Gmail Q, intrash
© s ¢ o
I— Compose
M
[J Inbox 2
+#  Starred il Google Security alert - Testing Student N
@ Snoozed
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RIS ES

How to send a new email

1.
> FNEER -
=» Click “Compose”.

= MM Gmalil

C |- Compose)

[ Inbox 2
Y% Starred

@ Snoozed

> Sent

B Drafts

~  More

.“Testing +

New Message

(— NOEERY ®
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2.
> EEET > I A TTAVEE L o AR EIhE 2 A —(E » ot o bes o
> £ F 5" ABE RS
> ERZEHFE - ASFNE -
> T”"*“?%”E?WJD/\W#F °
> WSRAENIA A ERTE - FERE BUFSEASAE+ 5k L -
> i AUk E ﬁﬂ%ﬂ?ﬁ?% BRI ED A o
> B EEIREDR - DIEEHETHTHTE A -
= “To” means the receiver, type receivers’ email address here, use comma to separate different recipents
in between if receiver is more then one.
In “Subject”, type the title of email.
In the big white box, type the content of the email, that’s what you would like to say.
Click the icon of “clips” if you want to add attachment.
If you would like to add other things beside the attachment, move the cursor to “+” plus sign.
Press the “Trash” icon if you want to discard this new mail.

L2 2 7

Press “Send” icon in blue color to send the email.

How to open other Google Apps

1.

> EEHETE - EERHE b2 ETRRARET - W HE N E -
> FERETLDUEEEAMER

=» Go to your right hand-side, click the button with squares.

=» Then you will discover other apps and could select them.

0 Eum= @

o
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R0 2

Groups YouTube Maps

A 2 &

Adwords Photas Translate

O -

Vault Hangouts Forms

O M&

Account Mail Drive

B B G

Sheets Slides

Q

Meet

Docs

B O

Chat

ONN- ¥

Keep Cloud Search Earth

Saved

Calendar

20

Sites

Contacts

B B

Classroom  Cloud Print

2.
> HNEE DB E SRR -

=>» Press “More” button to have more apps option.

3.

> 1T IS E % Google JEFIRET B - DU AT 2t HAM s Br 3¢ A2 =t -

=» Press “More from G Suite Marketplace” button to select even more apps
from other developers.

Jes T wE AT " LI .
€

C O 6 Hips//metgongecommaliut/sdrat e @@nH

™M o
= G Suite Marketplace 3 @z x
P

Freshdesk

Copper (formerly
ProsporWorks CRM)

HubSpot

@freshdesk HubSppdt
e =l CRM

Most Popular

BB CONNECT
SHEETS
-]
BP Simulator GradeProof: Sheetgo Infogram Charts for
Proofreading with Al Google Apps
¥ % He (339) e e e e (803) *kd kK # 4 e e (37)

bl

. a . .
"o Hide 4 - - i . -
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1] 8 B AR RS

How to change your password

1.
> MG Eary Silm ER o

=» Go to the gears icon on the top of your right-hand corner, click it.

o

Go back to classic Hong Kong Nang Yan College of Higher Education Mail

at.
o 3w rancoien o Display density
Configure inbox o
( Settings )
Themes N
Get add-ons
Send feedback
o Help
2.
> HTRGE
=>» Click “Settings”.
3.
> ERIRP -
=> Click “Accounts”.
B M Gmail Q  Searchm ) o o
| compose Settings a .

> % 1"Google IRFE%E" ©
=>» Click “Google Account settings”

= M Gmail Q searchma - # 0 Eume= @

Settings el o
b compose 9
General Labels Inbox Accou fine T
[ inbox
Change account settings:
*  Stared
L
© snoozed X
Send mail as: Testing Student <testing@student.ny.edu.hk>
5 sent (Use Yan € 1 Higher Education M
a Add another email address
Drafts
+
Mor )
Check mail from ather accounts: Add a mail sccount
@ s b eam mare

Add additional storage: Using 0 68,

Need more space? Purchase additional storage
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5.

> EEETLITHIER -

=» The following screen will pop-up.
> BT

=» Then click “Security”

@ Home
(3 Personalinfo
(=]

Data & personalization

Security > Welcome, Gallant Chu

Manage your info, privacy, and security to make Google work better for you

People & sharing

Payments & subscriptions

Transfer your content

H e I]]DSQ

Privacy &
Help Transfer your email and Google Drive personalization
files to another Google Account See the data in your Google Account
Send feedback and choose what activity is saved to

personalize your Google experience

Start transfer Manage your data & personalization
Security issues found n Account storage
Pratert vniir acconnt now hv recalvinn

Your account storane i chared across
and

38.75 GB used

Secure account Manage storage

Take the Privacy Checkup

This step-by-step guide helps you choose the privacy settings that are
right for you

6.
> & NER

=>» Then click “Password”

Security

Settings and recommendations to help you keep your account secure

Security issues found

Protect your account now by resolving these issues

Secure account

Signing in to Google

Last changed Oct 18, 2018 5

> 2RI AR e S LA B 1)

=» Then you need to type the original login password to vertify the user account
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Google
Hi Testing

o testing@student.ny.edu.hk

To continue, first verify it's you

Enter your password
\ ©

Forgot password? m

English (United States) « Help Privacy Terms

Z IR AR - MR B AT S

=» Then type-in the new password and then retype the new password again in the next field
> H T
=» Then click “Change password” button

Google 1RF
< 5
ERECLMROTE , 18 TEEEmEST SIS, EEEEIE
=] B, BASEEBEFEEE (RIES EEEEE TBASEE , FEEAE
£

BrTE

> ZRBH A ENEA

=» Logout and then login again with new password.

3k 3k sk sk 3k sk ok 3k sk sk sk sk sk 3k sk ok 3k sk sk sk sk sk ok sk sk 3k sk sk 3k sk sk sk sk sk ok sk sk sk sk sk ok sk sk ok sk sk sk sk sk ok sk sk 3k sk sk sk sk sk ok sk sk ok sk sk ok sk sk ok sk sk ok sk sk ok sk sk ok sk sk sk k
—fATEY - BRRH R EE R
General Administration, IT Services and Campus Management Office
Email / B2#: atmo@ny.edu.hk Hotline / iR 75%145%: 3996 1052

3k 3k 3k 3k 3k 3k 3k 3k 3k 3k %k 3k 3k 3k 3k 3k >k 3k 3k 3k >k 3k 3k 3k sk %k 3k 5k 3k sk >k 3k 3k >k %k 3k 3k 3k %k >k 5k 3k %k %k %k 3k 3k 3k %k 3k 3k 3k >k %k 3k 3k 3k 3k 3%k 5k %k %k >k 3k 3k %k %k %k 3k 3k %k %k %k 5k %k %k k kk k ok
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