
How to use your new @theartssociety.org email account

We have created an individual email account for your society, which you can use to send and receive 
emails at any time by logging into your new account. The new email uses the power of Google’s Gmail 
so many of you may be familiar with how it works.

Your new account includes 30gb of free online storage and we are able to share assets with you 
directly through your account. We have prepared your personalised logos and assets and shared 
them with your new account.

This guide will show you step-by-step how to login to your new account and how to �nd and manage 
your assets



You’ll need to be connected to the 
internet.

Open your favourite browser (we 
recommend Google Chrome)

Type in

inbox.google.com

Go

1: 
logging in to your account for the �rst time



Open your existing Gmail
account, click the account icon
in the top right 

and from the drop down menu
select Add account

then follow the rest of the tutorial

You will be able to toggle
between your personal Gmail
acoount and your 
@theartssociety.org one
using this icon

!!!  Existing Gmail users follow this step, if you don’t have a Google account, please go to the next page



Enter your new email address (eg: epsom@theartssociety.org)

Click the Next button



on the next page, enter your new password

and click the sign in button



You may see some welcome
and information pages, you can 
skip through these for now if you
like



These pages are optional



These pages are optional

Congratulations, you have successfully logged in to your new @theartssociety.org 
account.

If you do not see your inbox folders in the left hand column, you may toggle them 
in and out using the little menu icon at the top



2: 
�nding your Drive storage area



Select Drive



Select Drive

When you do this for the �rst time, 

click Inbox to add this to your menu

this will

enable you to

easily switch between

your email account and 

your Drive



When you do this for the �rst time, 

click Inbox to add this to your menu

this will

enable you to

easily switch between

your email account and 

your Drive

You have now arrived at your 
Drive storage area

Google will have placed a helper document
to tell you all about your Drive, but you can
ignore that for now and view it at your leisure

We have placed your individual society logos and
other assets in your “shared with me” folder
Click on this folder to �nd them



You will �nd your society’s 
individual logos
and other assets 
in this shared folder

Move this shared folder
to your own drive by
single-click on the folder
then choose Add to my Drive
from the top right menu



...then click the 
shared folders 
to open

Now you have moved
your folder to your
Drive, click My Drive
to open...



To download any of 
the �les to your desktop
single click on the �le(s)
you wish to download
then click the added options
menu in the top right
and choose download



3: 
Switching between Inbox and Drive

Use the Apps (nine squares)
menu to toggle between 

your Drive, 

Inbox and other services



Click Inbox anytime to see your
incoming mails and click the
Sent folder to view mails 
you have sent

To send a new email
click the red + circle
at the bottom right



We hope you enjoy using your new account. You may use your new email address for any 
correspondence for your society including Mailchimp.

There are many more powerful features available to your account — we have only gone 
through the basics to get you going — but you can explore the Google guidance documents 
on what you can do with your account.

Please get in touch if you are having problems followng the tutorial.

Just the beginning...
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