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Gmail Basics



All primary officers, and select deputies who manage a specific function, are 
provided with an official email account. This is the account to use for posting to the 
Namron email list, and communicating with other officers and the public.

Passwords must be changed after your first login. Do not share your password, 
even with a Deputy of your office.

If at any time, you are unable to log in, contact the Seneschal to reset your 
password. A temporary password will be issued, and you will need to change your 
password after logging in to your account.

Emails should be answered within 24 hours, or as quickly as possible if you’re at 
an event and without cell service. Use the Vacation Responder for longer periods 
like personal vacations, Gulf Wars, Pennsic, etc.



Desktop



Before using the internet for shopping, watching videos, reading, searching for information, etc. that is 
NOT related to your position as an officer, MAKE SURE you are logged into the correct account! It is 
especially easy to miss on mobile devices.



Go to mail.google.com and log in. Click on the colored circle toward the top right. A box will drop down 
showing what account you are logged into. Make sure it’s your officer account. Click on “Manage your 
Google Account.”



Click on “Security” in the menu on the left side of the screen.



For ease in recovering passwords and to minimize difficulties when your position transitions to your 
successor, remove any recovery phone number that is listed. Change the recovery email to: 
seneschal@namron.ansteorra.org. 



Scroll down the page to “Signing in to other sites” and select Password Manager.



If you or your predecessors logged into other sites and saved the password while logged into their officer 
account, you might find a list of stored passwords here. Accounts that are relevant to your position 
should remain, as in the Seneschal account shown below.

Click the first site/app listed.



Delete any passwords that should not be attached to your account. You may notice that you can click the 
eye icon and view the password. If it is someone else’s account, DON’T DO IT. Just delete it. Remember 
that one day, you may be the one who inadvertently leaves a password behind, and you would want the 
same courtesy.



Return to the menu and select Personal Info. This section is completed by the Kingdom Server Admin. 
Verify that the name of your office is correct. Please do not change anything on this screen, including 
the icon. Notify the Seneschal if changes are needed.



It has been emphasized that you should check which account you are logged into before using the 
internet for personal business. You may occasionally forget. Unless you want to leave a record of your 
YouTube habits for your successor, pause Web & App Activity and YouTube History. Location History 
should also be paused.



PLEASE do not add your personal banking or credit card information into Payment methods while 
logged into your officer account.



Android Mobile Devices



Open Chrome and click to start 
a new tab.

(Example on left.)

Your new tab will have a small 
circle icon near the top right. 
Make sure you are logged into 
the correct account before 
conducting personal business.

(Example on right.)



Mobile Settings



Remove the recovery phone 
number and update the 
recovery email address to: 
seneschal@gmail.com. 

You may be prompted to enter 
your password before making 
these changes.



Scroll down to “Signing in to 
other sites” and select the 
Password Manager.

Remove the all entries that do 
not pertain to your office. 

You may be prompted for your 
password or fingerprint.



I TOLD YOU SO!

Please delete any history 
that you may find on your 
account.

Using the menu on the left, 
scroll to Activity Controls and 
pause Web & App Activity, 
Location History, and 
YouTube History.



Confirm that the information on this 
screen is correct. Do not change 
anything. If something needs to be 
corrected, please notify the 
Seneschal.



Organizing Your Email



Return to Gmail. Do not empty your email history at any time. It is important to retain all messages that 
pertain to your office, both for your own reference and to provide continuity for your successor. You 
may, however, create a folder to store everything from your predecessors that is not relevant to you.



In Gmail, “labels” are used for organizing messages, rather than “folders.” Scroll down the left menu 
and click “more.” Additional options will appear. Click “Create new label.”



Choose a name for your new label and enter it as directed.



If you are creating a sub-label, you can select which label you want it to nest under by choosing from the 
dropdown menu.



A second way to create a sub-label is to mouse over a label and click the three vertical dots that appear on 
the right.



A dialog box will pop up and you can name your sub-label. The nesting label will be pre-populated.



Email Tips



Write specific subject lines. This makes it easier to locate old conversations, for 
both you and the recipient.

Can’t remember where you filed an old message that you need to reference? Use 
the search bar at the top. You can search by a variety of parameters: Name, 
subject, content, date, labels.



Most of the email address that you will need will already be in the Contacts list. When typing one 
manually, be sure to check your spelling so that your message reaches the intended recipient.

If you need the message information to go to a 
second recipient, but they won’t necessarily be 
participating in the conversation, add their 
email address in the CC (carbon copy) line.

There is also a BCC (blind carbon copy) line. 
Entering a name here sends a copy to a 
recipient, but the other recipients won’t. It’s 
frequently used for shady business or to 
secretly get someone in trouble, neither of 
which is appropriate in your role as an officer.

Our use for it is when sending emails to a 
large number of external addresses, such as 
contacting a list of newcomers after MedFair 
or other demo. All recipients receive the same 
message, but without seeing everyone’s email 
addresses. 



Click on the Settings icon (on mobile, scroll down below your labels and it’s near the bottom of the list).



You should be on the “General” settings tab. Scroll down to “Signature.” You can enter the signature 
information for all of your emails here. This will be automatically added to the end of your emails, which is 
useful, especially when posting to the Namron list.



Scroll down more and you will find the “Vacation responder” form. This is where you can set an automated 
reply from your email letting people know that you will be unable to respond for a specific amount of time. 
Type your message, and set your starting and ending dates. Very useful for vacations and wars!



Under the Labels tab, you can hide certain labels from your list. This can be useful if you moved all of the old 
emails from before your term of office to a designated label. Emails with a hidden label are still searchable; it 
just keeps your list tidy.



Google Suites



Useful Applications

Google Calendar                              Google Docs

Google Sheets                                 Google Slides

Google Drive                                    Google Voice



Desktop Access
calendar.google.com

docs.google.com

sheets.google.com

slides.google.com

drive.google.com

voice.google.com

Remember to 
make sure you 
are logged into 

the correct 
account.



Tutorials
Google Calendar: https://support.google.com/a/users/answer/9302892

Google Docs: https://support.google.com/a/users/answer/9300503

Google Sheets: https://support.google.com/a/users/answer/9310369

Google Slides: https://support.google.com/a/users/answer/9313043

Google Drive: https://support.google.com/a/users/answer/9310246

Google Voice: https://support.google.com/a/users/answer/9310496

https://support.google.com/a/users/answer/9302892
https://support.google.com/a/users/answer/9300503
https://support.google.com/a/users/answer/9310369
https://support.google.com/a/users/answer/9313043
https://support.google.com/a/users/answer/9310246
https://support.google.com/a/users/answer/9310496

