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				Emailing a Document to Yourself

BEFORE YOU BEGIN: Make sure that you are logging in with your SCHOOL GMAIL, not your personal email.

Logging In:
1) Go to www.google.com
2) At the very top of the screen (on the toolbar), click “Gmail.”
3) Your username is the SAME login from school, but with the following added to it: @students.henhudschools.org
Ex. TaArtuso@students.henhudschools.org
*AGAIN- YOU SHOULD NOT BE USING YOUR PERSONAL GMAIL ACCOUNT. PLEASE USE YOUR SCHOOL GMAIL ACCOUNT (with the address above).
4) Your password is the SAME password from school. (The four digit number that you log in with.)

Writing the Email & Attaching the Document:
1) Once you have arrived at the mailbox, locate the BIG, RED “COMPOSE” button the left hand side of the screen.
2) Skip the demo page by clicking “Got it,” and then you will see a pop up box where you can compose your email.
3) Start typing your FIRST name and it will automatically populate in that field.
4) Type a subject in the subject line.
5) Go to the bottom of that box and click the image of the paper clip.
6) Find your saved paper in your documents.
7) When you find it, click it and then click “open.”
8) You will see your paper upload!
9) Click the BLUE “send” button.



