
Google Apps Email & Calendar Quick Start Guide 

 

Log in to Gmail 

1. Go to the E-mail link at the top of the CUSD home page: www.coastusd.org your Google Apps Mail 
page: http://mail.google.com/a/coastusd.org 

IT IS STRONGLY RECOMMENDED YOU RE-SET YOUR PASSWORD AFTER FIRST LOGGING 
IN. SEE PAGE 2 FOR INSTRUCTIONS. 

2. On the Sign In page, enter your existing coastusd user name and the password: coast#21, and 
then click Sign In: 

                   
 
3. If this is your first time logging in, follow the on-screen instructions to activate your account.  
 
Your Gmail Inbox appears. For example: 
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Use Gmail 

To read a message: Click it to open it: 

 
 
To reply to or forward a message: Open it, and then click an option at the bottom of the message card: 

 
 
To compose a new message: Click Compose mail: 

 

To reset your password: Click Account Settings from the dropdown menu below your email address: 

 

Select the Changing your password link and supply the appropriate information. 

 
NOTE: The district does not maintain email passwords. It is your responsibility to keep track of your password. 
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Open Your Calendar 

To open your calendar: Click the Calendar link at the top of your Mail window: 

 

If this is the first time you’ve opened your calendar, you’ll be asked to set your time zone.  

Your calendar appears. For example:  

 

Use Your Calendar 

To change your calendar view: Click the tabs in the upper-right corner of the view: 

 
 
To view or edit details about an event: Click its name: 

 
 
To create an event: Click Create Event: 

 

 
 

Important: Your calendar 
will likely be empty or show 
only a few new invitations. 
Therefore, you'll need to 
recreate your calendar 
events. For more 
information, see "Next 
Steps" on the following 
page. 

If You Need Help 

Please submit a request for tech support through 
MyTechDesk:  

http://www.mytechdesk.org/log.php/coastusd/staff 
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