Using Your Student Email Account
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Email Login

Click on the link http://mail.student.keiseruniversity.edu/ to open your student email login page.

To sign-in, enter your assigned username (format = first initial.lasthame) and password (your student ID number).
You should have received this information via email, sent to your personal email account on file.
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After you login, you will be taken directly to your Inbox.



Your inbox will look similar to the screen shot below. Areas of usefulness and information have been highlighted
below, along with a description of their functions.
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Gmail Settings

Useful areas of the “Settings” area have been highlighted below. For further information on any of these functions,
please click on the “Learn More” link(s) next to each “Settings” option.
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Using the Calendar

Click on the “Calendar” link to open the calendar

mail.google.com/mail/u/0/tab=mm#inbox O~ @& X
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Click on the calendar link and calendar will open. The first time you access your calendar, you will be prompted to
set your Country and Time Zone. Click drop downs to select you correct Country and Time Zone, and click the “Use

this time zone” button to save your settings.
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Next, you will see the default calendar screen as shown below.
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Using Drive

Clicking on the Drive link from the Start page, will open a new window as shown below. Here you can upload
existing files and even use Google tools to create new documents.

+You Search Images Mail Drive Calendar Sites Groups Contacts Morfalli
L
Google t o
Drive Sot ~ < BH  II o -
My Drive
+ My Drive Google Drive lets you access your stuff on every computer and mobile device
Shared with me Add files by downloading Google Drive for your PC or using the red upload button
Starred
Download Drive for PC
Recent
More ~

Download Drive for PC

New documents can be created by clicking on the “Create” button and then selecting the type of file you want to
create. You can also create folder to organize your data by selecting “Folder” from the list to create a new folder.
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