To check your email from outside of work.

1. Goto www.gmail.com
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2. Inthe center of the screen you should see something like this.... If you use the computer you are on, you might
need to switch accounts — go to page three of this document.
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3. Please enter your email address, if you do not know it contact OIS for support.
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4. Atthe next screen you will need to enter your password and press next. If you have forgotten your password,
just call OIS at 541.553.3275 and we can help you reset it.
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5. If ascreen pops up asking you to setup additional security just press skip and your email should load.



Switching accounts.

If you use this computer to check your email already, you can simply switch or add an account.

1. You will already be logged into your email account, so click on the image in the top right hand corner — this is
usually a picture that you have added or the generic blue person — you should see this.
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2. Click on “add another account” and you should see this.
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Now continue from page one step three to continue the process. You can use these same steps to bounce back and
forth between accounts.



