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Clark College - Student Login 
 
Students who are registered for classes at Clark College are entitled to an email account.  The 
college offers a free email account using “G-Mail”. 
 
To get started, open a Web browser such as, Internet Explorer or FireFox.  In the Address bar 
type; http://www.clark.edu/myemail 
 
Click the Current Students tab.  
 

 
 
Enter your Student ID (SID) and Global PIN and click Login.   
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Your username and email address are displayed.  Click the Change Password button to reset 
your password. 
 

 
 

Your default PASSWORD consists of the following: 
 

Two digit day of your birth 
Example:   ‘07’ for the 7th of the month 
 

First three letters of your birth month - capitalize first letter 
Example:   ‘Jun’ for June 
 

Two digit year of birth 
Example:   ‘75’ for 1975 
 

Last four digits of your student ID number  
Example:   ‘5154’ for 940-13-5154 
 

Followed by an exclamation point  
Example:    ‘!’ 


Add all the parts together  
Example:   ‘07’+’Jun’+’75’+’5154’+’!’  =  07Jun755154! 

 

 
 
 
 
 

Your Username and 
Email address will be 

displayed here. 

 It is not required to change your 

password.   
 

 You can login using your default 
password. 

 
 You can change your password at 

any time.   
 

 For further instructions See 
“Change Your Password” on page 

13. 
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From the Change Password window select Student Email, Clark Student Computer Labs, or 
Both.  Type in your new password and retype it to confirm.  Click Change Password. 
 

 
 
Go to http://www.clark.edu/myemail and click Continue to Student Email Login to enter your 
Username and password.  
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The Setup your account for Clark College web page opens which displays Name and Login 
name.  Type the special characters from the image into the field and click, “I accept.  Create my 
account.” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click No to the following message. 
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Click the Email link from the Google Apps page to access your email. 
 

 
 
From your Inbox your will be able to, read, reply, forward, and delete email. 
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Contacts 
 
Click Contacts from the left side of your mailbox.  To add new Contacts, click the “+” sign.   
 

 
 
Enter information into the appropriate fields.  Click Save. 
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Start Page 
 
From the Start Page (Upper left corner) you can do things such as, create a Signature file, 
upload a picture of yourself, setup a Vacation responder, and Forward email. 
 

 
 
Forwarding G-mail to Another Email Address 
 
If you would like to forward your G-mail to another email address it is easy to setup. 
From the Inbox click Settings (Upper right corner). 
 

 
 
Click the Forwarding and POP/IMAP tab from the Settings window. 
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Enter the email address in which you want to forward to.  A confirmation code will be sent to 
this email address. 
 

  
 
Enter the Confirmation code; click Verify, and Save Changes. 
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Calendar 
 
Click Calendar (Upper left corner) to add an event to the Google calendar.   
 

 
 
Click Create event.  Enter the details of the event.  Click Save. 
 

 

 

 
Documents 
 
Click Documents to Create New or Upload documents, presentations, and spreadsheets to 
Google Docs. 
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Select an account to use with Google Docs.  Click Continue. 
 

 
 
Upload documents from hard drive or external drive. 
 

 
  



Student Email Page 11 
 

Select files to upload.  Click Start upload. 
 

 
 
Click Back to Google Docs 
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Click the down arrow next to Share.  Select Email as attachment to email documents, 
presentations, & spreadsheets to others. 
 

 
 
More Actions 
 
Click More Actions to do things such as, mark an email as unread, make a copy of a document, 
export to MS Office, Open Office, or PDF file.  Note – You can export up to 2 GB at a time. 
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Change Your Password 
 
From the Inbox click Settings (Upper right corner). 
 

 
 
Click Change Password. 
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From the change password window type in your current password then tab down and type in a 
new password, tab down and retype the password to confirm.  Click Save. 
  

 
 
Don’t forget to Sign Out when you are finished using your G-Mail. 
 

  


