
Westcliff Google Mail Access Instruction 
 
I. Access to the account: 

1. Using the following URL to log in to your Westcliff email 
https://www.gmail.com 
 

2. Enter your Email Username and click ​Next 

 
 
 
 
 
 
 
 

https://www.gmail.com/


3. Enter your Email Password and click ​Next 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



4. If this is the first time you have logged in to your Gmail, there will be a Welcome 
message. You can simply click ​Accept​. It will also prompt you to a window where you 
can create a new password of your own. Please enter the password and click ​Change 
password​. 

 
 



 
 
 
 
 
 
 
 

 
 

 



5. Once you have created your password, you will be able to provide the Recovery 
information which will be used if you might forget your password. However, it is optional 
because our Administrator can help you reset the password. 
If you would like to provide the Recovery Information, click ​Update​ and fill it in. If you 
would like to proceed to the next step, you can click ​Confirm​. 

 
 
 
 
 
 
 

 



II. Sending an Email: 
1. Simply click on the ​Compose ​button, the New Message window will show. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. In the New Message window, you can enter multiple Recipient’s Emails. Enter your 
Email Subject and Email Body to complete the email. Once it is done, you can click 
Send ​to send the email. 

 
 
Note that Gmail will automatically save your Email as a draft in a few seconds. You can find 
your draft under the Drafts​ ​folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



III. Creating an Email Signature 
1. Click on the Gear icon and Select ​Settings​ to access the Gmail Settings 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. Scroll down to ​Signature ​section and click on ​Create new 

 
 

3. Enter your Signature Name 
 

 
 
 
 
 
 
 
 
 



4. You will be able to customize your signature as you like and decide when to use it. 
 

 
IV. Using Google Chat (GChat) 

1. Click on the gear icon and select ​Settings 

 
 
 
 



2. Click on Chat tab and make sure ​Chat on ​is selected and click ​Save Changes 

 
 

3. The Chat box will be in your bottom left corner. 

 
 
 
 
 
 
 
 
 
 
 



4. Click on the plus sign (​+​) and type in the email you want to reach out to. Google will find 
the email and you can click on it. 

 
5. Once you click on the name of the email, the chat window will appear at the bottom 

right corner. You can start your conversation or call your colleague. You can allso make 
a group chat/call. 



6. (Optional) You can move your Chat box to the right side of your inbox. Simply go back 
to the Settings in step 1 and click on the ​Advanced ​tab. ​Enable ​the ​Right-side chat​. 
And click ​Save Changes​. 

7. Now your Chat box is on the right side of your inbox. 



V. Helpful Links 
1. How to Create and send email, organize your inbox, and other basic information. 

https://support.google.com/a/users/answer/9297685?hl=en 
 

2. How to use Google Drive to store your files securely and open or edit them from any 
device. 
https://support.google.com/drive/answer/2424384?hl=en&ref_topic=14940 
 

3. How to share files from Google Drive to your colleagues and control whether people 
can edit, comment on, or only view the file. 
https://support.google.com/drive/answer/2494822?hl=en&ref_topic=7000947 
 

4. How to use Google Docs, Sheets, and Slides on Google Drive 
- Google Docs: 

https://support.google.com/docs/answer/7068618?co=GENIE.Platform%3DDesktop
&hl=en 

- Google Sheets: 
https://support.google.com/docs/answer/6000292?co=GENIE.Platform%3DDesktop
&hl=en 

- Google Slides: 
https://support.google.com/docs/answer/2763168?co=GENIE.Platform%3DDesktop
&hl=en 
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