
How to Log into Gmail & Vault 
 

Method 1: 

1. Open (double click) the Google Chrome ( ) icon which is the preferred browser for Gmail. 
 

2. In the address field, type, “gmail.com” and press Enter, as seen in following picture:

. 
 

3. A Sign-in screen will appear (left picture). Type in your full email address (i.e. jane.doe@wccusd.net or 
jdoe@wccusd.net) and then press Enter or click Next.  A Welcome screen will appear (right picture). On the 
Welcome screen below, type in your password then press Enter or click Next. 

       
 

Method 2: 

1. Open (double click) the WCCUSD Gmail icon  located on your desktop.  We are pushing this icon to all staff 
computers.  If you don’t see it yet, revert to Method 1. 
 

2. Follow steps 3 and 4 above. 

 

Vault – Accessing Archived Emails 

To access Vault, click on the waffle icon  located at the top right.  Click on “more” at the bottom of the pull-down 

window and then click on . 
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Adding Additional Gmail Accounts (For those who have both personal and work accounts) 

1. Windows 10 users only: If you are currently using your personal Gmail account, you can add your district Gmail 
account to the list of Gmail accounts by clicking on the gray rectangle   
 

 

 
2. Windows 7 users only: If you are currently using your personal Gmail account, you can add your district Gmail 

account to the list of Gmail accounts by clicking on the person icon . 
 

 

 
3. Select “Manage people”. A pop-up window will appear.  Click on “ADD PERSON” located in the bottom right 

corner.  Type a name where it says “Person 1” to help you identify the account and then click “SAVE” at the 
bottom right. On the next window, click on “SIGN IN” and sign into your account. 

 


