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Introduction to GCC Student E-mail
All Virginia Community College students are issued a student e-mail account upon registration. It is
crucial that students check their e-mail regularly as instructors will send important e-mail
announcements to students.
To access your student e-mail account:
Connect to the Internet (if needed).

. Go to Germanna Community College’s home page at www.germanna.edu.
3. Click on MyGCC.
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4. 'This will open a new window that contains a login screen. 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 click on the link below the “Log In” button that says
“Look up your username and set your password.”

= Please Log In - Windows Internet Explorer

(S .\: |g, https veos.edy "| QJ B 42| % | | P

File Edit ‘iew Favorites Tools Help

ﬁFavUrites @HgaseLng n & - f_j = @ - Pager Safety » Tools - @v =

GERMANNA

COMMUNITY COLLEGE

~

PLEASE LOG IN.

USE myGCC TO ACCESS:
STUDENT EMALL, SIS, AIS, BLACKBOARD

PAY for your classes the same day you
My Password l:l register, ¥You must click ACCOUNT INQUIRY to

=== your charges dus.
See Tutorial Here

re.
sble Now

Scheduls
NEW TO YOUR cOLLEGE? LOOK UP YOUR w th /E Notifi t -
USERNAME AND SET YOUR PASSWORD. e2eCaam|E::.:s mergency Netifieation via

I CANNOT ACCESS MY ACCOUNT. >£t

=tion or to

Mot 2ll courses will be using Elackboard. If your
course is not 2n internet or hybrid course, your
instructor may choose not to make it available
online. Check with your instructor to determine
if Elackboard vill be used for the course.

Course Response - Taks vour survey here

£

Done & Tnternet Fh v H100% -

Provided by Tutoring Services 2 Introduction to E-mail



GERMANNA

COMMUNITY COLLEGE

TUTORING SERVICES

5. Once you have logged in, you will see the following screen. Notice that your full email
address is listed next to “Gmail” in parentheses. Click on Gmail to access your e-mail.
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6. You will be taken to the Virginia Community College System (VCCS) student e-mail
page. By default, your inbox is displayed.
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How to Compose and Send E-mails

1. After you have logged into your student e-mail, click on “Compose Mail.”
Type your recipient’s email address in the “To:” field. For multiple recipients, use
commas (,) between addresses.

3. Enter a subject for your message in the “Subject:” field.

4. Type your message in the large white box.
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5. If necessary, you may attach a file by clicking on “Attach a file.” If you do not need
to attach a file, continue to step 8.
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Dear Professor Germanna,
Flease see the attachement for Chapter 2 homework that | have completed.

Sincerely.
Judy
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6. A browse window will pop up. Browse for your file, select it, and click on the
“Open” button. You will see the attached file name next to the paperclip image.

7. To add another file, click on “Attach another file.” To remove an attachment,
uncheck the check box next to the file name. The file will take 2 moment to
disappear.

8. Click on “Send” to send the email.
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9. To confirm that your message was sent, click on “Sent Mail.”
10. Displayed are all the emails that have been sent. To view the most recent email that
was sent, click on the first email.
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11. Sign out of your email by clicking on “Sign out” at the top right hand corner of your
student email webpage.

Additional Resources: For more e-mail tutorials, click on “Help.”
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How to reply to an E-mail

1. Navigate to your Inbox and click on the e-mail message.

2. Click on Reply.

3. The “To” field is automatically populated with the sender’s name or email address. The
“Subject” field is automatically populated with “Re:” and the original subject of the e-
mail. Type your reply message into the text box and attach any necessary files.

4. When completed, click on Send.
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