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Accessing Your Tuks Gmail Account

To sign into your Tuks Gmail (student email) account, go to https://www.up.ac.za/gmail.

Use your UP Portal username and password, to sign in.

Google Google
Signin Welcome
to continue to Gmail ® u10126202@tuks.co.za v
Enter your email
Enter your password
[ u10126202| @tuks.co.za
......... @

Forgot email?

?
Not your computer? Use Guest mode to sign in privately. Forgot password? m

Learn more

Create account m

English (United Kingdom) ~ Help Privacy Terms English (United Kingdom) ~ Help Privacy Terms

If you are signing in directly via https://mail.google.com or https://gmail.com, make sure to add the

“@tuks.co.za” to your username when you enter your email address i.e. u######@tuks.co.za (where
HE#HHEH#H is your student number [EMPLID]).

Changing Your Tuks Gmail Account Password

Your Tuks Gmail account uses your UP Portal password.

When you change your UP Portal password, the password will sync with your Tuks Gmail account (so you will
need to use your changed password to sign in to your Tuks Gmail account.

Please note: Your Tuks Gmail account password is linked with your UP Portal
account, therefore when you change your UP Portal password, that password will
become your new Tuks Gmail account password!
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Setting Up Your Tuks Gmail Alias

In order to setup an alias for your Tuks Gmail account, please do the following:

1. Login to the UP Portal
2. Under the Student Centre tab, click the Student Centre link
3.

= (& Student Centre HE

This suite facilitates the management of student and acadermnic processes - student
recruitment, applications, student records, financial aid, student financials (fees), alumni,
fund raising, residences, etc. However only a small subset of this funcrionality is currently
available

Student Centre

Important Registration Information

Apply for Financial Aid

Self-help quides
Guidelines for clearing web browser cache

Course Term Status

4. Once your Student Centre opens, select the UP Student Centre tab, then go to the Personal & Contact
Information tab
5. Under the Personal & Contact Information tab, select the Email Addresses link

¥ Personal & Contact Information

Addresses

FPhones
Update account email addrass

6. In Email Addresses, click SELECT NEW GMAIL ALIAS link
7. Make your preferred selection then SAVE

I Setup GMail Forwarding Email Address

Save |

* Required Field

SeELECT NEw GMaIL ALias | I

If there are not any errors, then the Tuks Gmail alias should sync correctly with the Tuks Gmail account.

Please note: Once alias has been set, it will be permanent and cannot be changed!
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Setting Up Your Tuks Gmail Forwarding Address

Gmail lets you automatically forward incoming mail to another email address. In order to add a forwarding
address to your Tuks Gmail account, please do the following:

1. Signin to your Tuks Gmail account at https://www.up.ac.za/gmail

2. Select the Gear icon in the top right of your screen
3. Select the Settings option from the dropdown

- @ # s @

= e ) a

Display density

Configure Inbox

o

Settings
Send feedback

Help

Select the Forwarding and POP/IMAP tab

In the Forwarding section, select Add a forwarding address

Enter the email address to which you'd like your messages to be forwarded

For your security, Gmail will send verification to that email address

Open your forwarding email account and open the confirmation message from the Gmail team

L N U e

Click on the verification link in the email

10. Back in your Gmail account, click on the Forward a copy of incoming mail to... option and select your
forwarding address from the drop-down menu

11. Select the action you'd like your messages to take from the drop-down menu

12. For your future emails, you can choose to keep University of Pretoria's Mail's copy in the inbox, or you
can automatically mark your emails as read, send them to All Mail (archive) or Bin (delete)

13. Select the Save Changes button

You can also set up filters to forward messages that meet specific criteria. You can create 20 filters that
forward email to other addresses. You can maximise your filtered forwarding by combining filters that send
emails to the same address.
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Your Tuks Gmail Account Overview

Navigation Panel

I— Compose

PP VO »* [

M Gmail

Inbox 2 @ 2.

Starred
Snoozed
Important
Sent

Drafts 1 < I 3 .

Categories

-

Interests
Personal 4_

Work

s Q0 Y O

Less
Chats
Scheduled
All Mail
Spam

Bin

1. Select Compose to start a new email message.

= M Gmail
o- c

=
S

*
0
»
>
B

» Everyth

m @0y O

2. Email messages you receive show up in your Inbox. The number next to Inbox indicated the number of

new / unread emails you have

3. Email messages you began but do not send are automatically saved in Drafts, unless you delete them. If

the web browser closes while you are writing an email, check in Drafts because your incomplete (not sent)

email messages may have been saved here.

4. These are labels that help you stay organised. You can add sublabels to labels, and multiple labels can be

applied to a particular email message.
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Your Inbox

M Gmail

B-

Q, Search mail - @ i
o0 06 8 [ B » 1-50cfabout®s ¢ > pm=~ XX
Career Services Work/University Vacation Work Opportunity with Engineers Without Borders - out ... 08/06/2018
Google Security alert - za Your Google Account was just signed in to fro... 16/05/2018
u10126202 u10126202@up.ac.za has shared a calendar with you - on the G.. 04/05/2018
u10126202 u10126202@up.ac.za would like to view your calendar - been usi.. 04/05/2018
Google Security alert - za Your Google Account was just signed in to fro.. 04/05/2018
Google Partners Don't miss out. Register now for Academy on Air | Google Partners - ... 23/04/2018
Google Security alert - za Your Google Account was just signed in to fro... 09/04/2018
Google Partners Upgrade your marketing strategies with Academy on Air Livestreams ... 09/04/2018
Google Partners Important feature changes coming soon to Google Partners -inthe G.. 26/03/2018
Google Security alert - za Your Google Account was just signed in to fro... 13/03/2018
The Orderin Team (TeFN/FoaaAasIRIORaETS) You can eat well with R100, Sara. - [Inline Image] [inline I.. 29/01/2018
Google Partners Tap into the future of digital with Academy on Air Livestreams | Goog... 18/01/2018
Google Partners Exams and certifications are moving to Academy for Ads - moving fr. 06/12/2017
Google Partners Grab Your Spot at the Next Google Partners Academy on Air Livestre... 12/10/2017
Google Partners Re-take your AdWords Fundamentals exam, with help from Google P... 12/09/2017
Google Partners Tune in and skill up with Google Partners ‘Discover’ Livestreams -, T... 28/08/2017

Reading & Replying To An Email

&«
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[

Qpportunity: Universum 2020 - Universum Career Test

[T 107530 <

Inbox x  Work/University x

Career Services =careerservices@up.ac.za= Unsubscribe

tome ~

13:33 (3 hours ago)

Dear Sara,

¥

The Career Services Office at the University of Pretoria would like to

share with you a opportunity Universum.

Have you started thinking about your career?

Before you realise it, you will finish your studies and be faced with a

large variety of choices for the next step in your lives. Our aim at
University of Pretoria is to support you in reaching your goals and
evaluating what choices are best for you

In that spirit, we are sharing a link o the Universum Career Test,
which will help you reflect on what your next step will be after
graduating:

-
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Re: Opportunity: Ui

sum 2020 iversum Career Test

+ ~ Career Services (careerservices@up.ac.za)

Good day

I would like some more information on this opportunity.

Regards

On Thu, 27 Feb 2020 at 13:33, Career Services <carsersarvices@up ac za> wrote

e

Dear Sara,

The Career Services Office at the University of Pretoria would like to
share with you a opportunity Universum.

Have you started thinking about your career?

Before you realise it, you will finish your studies and be faced with a
large variety of choices for the next step in your lives. Our aim at
University of Pretoria is to support you in reaching your goals and
evaluating what choices are best for you.

Sans Serif ~

- B I U A~
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Managing Your Tuks Gmail Settings

To make changes to your email settings, please do the following:

1. Signin to your Tuks Gmail account at https://www.up.ac.za/gmail

2. Select the Gear icon in the top right of your screen
3. Select the Settings option from the dropdown

Play around on your own to discover what they do. Here are a few basics:

Adding A Signature
In the General tab, scroll down until you see the Signature section. Click on the second radio button to
start using a signature.

Remember, whatever you fill in here will show up on all your outgoing emails.

Adding A Picture

Some people like to associate a picture with their account.

In the General tab, scroll down until you see the My picture section. Click on About me and upload a photo
from your files. You can change your picture at any time.

Settings E= X

General Labels Inbox Accounts Filters and blocked addresses Forwarding and POF/IMAP Add-ons Chat Advanced Offline

Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you click successively. To learn
the name of a star for search, hover your mouse over the image. Q
Presets: 1 star 4 stars all stars
In use: m oy E B E =
Not in use: * & *
+
Keyboard shortcuts: » Keyboard shortcuts off
Learn more Keyboard shortcuts on
Button labels: ® Icons
Learn more Text

My picture: - -
L yp Your Google profile picture is visible across Google services.
earm more You can change your picture in About me.

Create contacts for auto- = When | send a message to a new person, add them to Other Contacts so that | can auto-complete to them next
complete: time.
I'll add contacts myself

Signature: No signature

(appended at the end of all ® | Sara Masilela <sara.masilela@tuks.co.za=> v

outgoing messages)

Leamn more SansSerif ~ T+ B I U A~ o A E~ = = E E " ¥
Regards,

Sara Masilzla

#| Insert this signature before quoted text in replies and remove the "-" line that precedes it

Personal level indicators: ® No indicators
Show indicators - Display an arrow ( » ) by messages sent to my address (not a mailing list), and a double arrow
( ») by messages sent only to me.

Page 7 of 13
Information Technology Services | Capability Development Management | Dr Wimpie Beeken, Ms Lynette Goldschagg & Ms Sara Masilela


https://www.up.ac.za/gmail

Changing Your Display Name
In Accounts tab, scroll down to the Send mail as section and then click on edit info.

Q,  search malil - @ !, e

Settings =g

General Labels Inbox Accounts Filters and blocked addresses Forwarding and POP/IMAP Add-ons Chat Advanced Offline

Change account settings: Google Account settings

Change your password and security options and access other Google services. o
Send mail as: Sara Masilela <u10126202@tuks.co.za> make default edit info
Use University of Pretoria Mail to , . L
( ! / ) Sara Masilela <sara.masilela@tuks.co.za> default editinfo delete
send from your other email
addresses) Add another email address +
Learn more .

When replying to a message:

Reply from the same address to which the message was sent

» Always reply from default address (currently sara.masilela@tuks.co.za)

(Note: You can change the address at the time of your reply. Learn more)
Check email from other Add an email account
accounts:
Learn more

Then enter your desired display name in the Name field. The name that you select will be displayed as
desired, when other receive your sent emails.

Edit email address

Edit information for sara.masilela@tuks.co.za
(your name and email address will be shown on mail that you send)

Name' Sara Masilela
Email address: sara.masilela@tuks.co.za

| Treat as an alias. Learn more
Specify a different "reply-to” address (optional)

Cancel || Save Changes

Remember to select the Save Changes button, to update your Tuks Gmail settings.

Please note: Your primary email account is set by the University of Pretoria and
can't be changed. However, you can change the display name of your Tuks Gmail
account.

Managing Your Tuks Google Account

When you sign in to your Tuks Google Account, you can see and manage your info, activity, security options
and privacy preferences to make Google work better for you.

You can review and adjust some privacy options now, and find even more controls if you sign in or create

an account.

To manage your Tuks Google Account from your Tuks Gmail page, select the Accounts button, with the
University of Pretoria logo, then select Manage your Google Account.
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This account is managed by tuks.co.za. Learn more

®

Sara Masilela
u10126202@tuks.co.za

Manage your Google Account

Alternatively, you can manage your Tuks Google Account by signing in directly via
https://myaccount.google.com.

Google Account Q,  search Google A t @ = Q

Home

Personal info

@ Data & personalization
Welcome, Sara Masilela
E' Security
o . Manage your info, privacy, and security to make Google work better for you
2h People & sharing

= Payments & subscriptions

Privacy & Security issues
personalization found .
See the data in your Google Protect your account now by
Account and choose what resolving these issues
activity is saved to personalize
your Google experience
Manage your data & personalization Secure account
Account storage Take the Privacy
Your account storage is shared H Checkup
acro:.s‘s nggr\le services, like This step-by-step quide helps
Gmall and #hotos you choose the privacy settings
that are right for you
10.73 GB used
Manage storage Get started
only you can see your settings. You might also want to review your settings for Maps, Search, or e

whichever Google services you use most. Google keeps your data private, safe, and secure. Learn more
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GSuite (Google Suite) Apps

GSuite is an integrated suite of secure, cloud-native collaboration and productivity apps powered by Google
Al. Includes Gmail, Docs, Drive, Calendar, Meet and more.

GSuite Key Apps

GSuite features the following key Google apps:

1.

Gmail — secure, private, web-based email service
https://mail.google.com/

Google Calendar — online calendar intended to help keep track of
time and schedules https://calendar.google.com/

Google Drive — file storage and synchronization service
https://drive.google.com/

Google Docs, Google Sheets and Google Slides — respectively a word
processor, a spreadsheet and a presentation program (accessed via

Google Drive)

Google Sites — creation tool that allows multiple people to create
and edit websites, without requiring coding knowledge or other web
design skills https://sites.google.com/

Google Hangouts Meet — standards-based Video Conferencing
application https://meet.google.com/

Google Hangouts Chat — messaging service that supports text, voice
and video conversations https://hangouts.google.com/

Google Keep — note-taking service with a variety of tools for notes,

including text, lists, voice, and images https://keep.google.com/
Google Forms — a survey application (accessed via Google Drive)

GSuite Additional Apps

GSuite also features the following additional Google apps:

LNV R WDNPRE

[ S S Y
W N P O

Search

Google+ (a.k.a. Google Currents)
Groups

Contacts

YouTube

Maps

Photos

Vault

Cloud Search

. Earth

. Collections
. Classroom
. Cloud Print
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Account Search Google+
Gmail Calendar Drive

Docs Slides Sheets

R O
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Meet

0 2

YouTube Maps Photos
QO B
Hangouts Forms Vault
Keep Cloud Sea.. Earth
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Classroom Cloud Print TestShib
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Google Help

To get more help with or information on GSuite (Google Suite) Apps, go to www.support.google.com

-

= Google Help i @

Google Z

How can we help you?

Q. Describe your issue

» & ﬂ_.lnmg

¢ o M

Google Chrome Google Account YouTube Gmail

. {4

Google Play Google Search AdSense Pixel Phone

? N @

Google Maps Google Drive Google Ads Google Photos

WV a

g
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Email Etiquette

Here are some tips on what to do and not do when writing an email (from www.emailreplies.com):

1. Do not write in CAPITALS

IF YOU WRITE IN CAPITALS IT SEEMS AS IF YOU ARE SHOUTING. Your recipient may think you are angry — or
annoying!

2. Don't leave out the message thread

When you reply to an email, you should include the original mail in your reply. In other words, click on the
Reply button, instead of clicking on Compose (a new email). Some believe that you should remove the
previous message(s) since this has already been sent and is therefore unnecessary. However, if you receive
many emails you obviously cannot remember the details of each individual email. This means that a
“threadless email” will not provide enough information, forcing you to spend a frustratingly long time to find
out the context of the email in order to deal with it. Leaving the thread might take a fraction longer in
download time, but it will save you much more time and frustration when looking for related emails in your
inbox!

3. Read your email before you send it

Many people do not bother to read an email before they send it out, as can be seen from the many spelling
and grammar mistakes contained in the text. However, we encourage you to read your email through the
eyes of the recipient (and make changes as necessary), which will help you send a more effective message
and avoid misunderstandings and inappropriate comments.

4. Do not overuse Reply to all

Only use Reply to All if you really need your message to be seen by each person who received the original
message. Many people become irritated when they continue to receive email conversations that have
nothing to do with them.

5. Mailings > Use the Bcc: field or do a mail merge

When sending an email to multiple recipients, some people place all the email addresses in the To: field.
There are two drawbacks to this practice:

(1) the recipient knows that you have sent the same message to a large number of recipients, and

(2) you are publicising someone else's email address without their permission.

One way to get round this is to place all addresses in the Bcc: field. However, the recipient will only see the
address from the To: field in their email, so if this was empty, the To: field will be blank — which might look
like spamming. Rather include your own email address in the To: field to avoid this problem.
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6. Be careful with formatting

If you use formatting in your emails, the recipient might not be able to view it, or might see different fonts
than you had intended. Different text colours and backgrounds should be used sparingly in order to avoid
readability issues.

7. Don't forward virus hoaxes and chain letters

If you receive an email message warning you of a new unstoppable virus that will immediately delete
everything from your computer, it is most probably a hoax. By forwarding hoaxes, you use valuable
bandwidth — and sometimes virus hoaxes contain viruses themselves by attaching a so-called file that will
stop the dangerous virus. The same goes for chain letters that promise incredible riches or ask your help for
a charitable cause. Even if the content seems to be bona fide, the senders are usually not. Since it is
impossible to find out whether a chain letter is real or not, it is best to delete such emails.

8. Don't use email to discuss confidential information

Sending an email is like sending a postcard. If you do not want your email to be displayed on a bulletin board,
do not send it.

9. Add meaningful information in the Subject field

Try to include specific subject text that is meaningful to the recipient, as well as yourself. For instance, when
you send an email to a company requesting information about a product, it is better to mention the actual
name of the product, e.g. “Product A information” rather than “product information” or the company's name
in the subject.

11. Don't reply to spam

By replying to spam or by unsubscribing, you are confirming that your email address is active. Responding to
such emails will only generate even more spam. Therefore, just click on the Delete button. Better still, click
on the Spam button, to help Google prevent future occurrences.
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