
   Page 1 of 9 
Crossroads4Square.org  

Email Instructions 
 

Step #1: 
¢ƻ ŀŎŎŜǎǎ ȅƻǳǊ Ƴŀƛƭ ŀǘ ŀƴȅ ǘƛƳŜΣ ŜƴǘŜǊ ǘƘƛǎ ¦w[ ŀǘ ȅƻǳǊ ōǊƻǿǎŜǊΩǎ ŀŘŘǊŜǎǎ ōŀǊΥ 
http://mail.crossroads4square.org  (Note: From now on, this is how you will access your mailbox). 
 

 
 
Step #2: 
You will see the Google Apps Login page for Crossroads Foursquare Church with the sign-in box (in light green 
background) on the top left corner as shown below:  
 

 

 
 

http://mail.crossroads4square.org/
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Email Instructions 
Step #3: 
To access your mail you need to type the Username assigned to you.  Your Username is the first part of your 
email address.  In this instruction, we shall use the example of Bose@Crossroads4Square.org .  The Username is 
Bose (note: Username is NOT case-sensitive, BUT password IS case-sensitive).  A temporary password is 
assigned to you for first time sign-in.  Enter that password ƛƴ ǘƘŜ άtŀǎǎǿƻǊŘέ ōƻȄ.  Next, ŎƭƛŎƪ ǘƘŜ ά{ƛƎƴ ƛƴέ 
button to sign in.  LŦ ȅƻǳ ƭƛƪŜΣ ȅƻǳ Ƴŀȅ ŎƘŜŎƪ ǘƘŜ ōƻȄ ǘƻ ά{ǘŀȅ ǎƛƎƴŜŘ ƛƴέΣ ōǳǘ ƛǘ ƛǎ ƴƻǘ ƴŜŎŜǎǎŀǊȅΦ 
 
Note: This is how you will sign in for future access to your email account online. 
 

 

Step #4: 
This Welcome page will show only for first-time login (only half of the page is shown below ς the other half is 
shown in Step #6 below).  
 
Here, you are asked to choose a permanent password to replace the temporary password that you used to 
login.   

 

 

mailto:Bose@Crossroads4Square.org
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Step #5: 
Enter ȅƻǳǊ ƴŜǿ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ ά/ƘƻƻǎŜ ŀ ǇŀǎǎǿƻǊŘέ ōƻȄΦ   

Note: If you used MS Outlook to access your mail in the past, you must use your old password here for 
compatibility. The same applies to anyone who actively used the old mail system to connect with other 
applications. Doing this will save you a lot of trouble with re-configuring your other applications.   
 
Next, re-ŜƴǘŜǊ ȅƻǳǊ ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ άwŜ-ŜƴǘŜǊ ǇŀǎǎǿƻǊŘέ ōƻȄ. 
 
¢ƘŜ ά[ŀƴƎǳŀƎŜέ ōƻȄ ǎƘƻǳƭŘ ŘƛǎǇƭŀȅ ά9ƴƎƭƛǎƘ ό¦{ύέΦ  Leave this as is. 
 
Next, there is a security box with some letters.  These letters are generated automatically and each time the 
letters are different.  You need to type the letters displayed in your case exactly as they appear.  (In the example 
ōŜƭƻǿΣ ǘƘŜ ƭŜǘǘŜǊǎ ŀǊŜΥ άǇŜǊŎƘŀǾŀέ ς Do not use this same word because it will not work for your case).   
 
Note: This is a one-time step only when you login for the first time.  Subsequent logins to your email will not 
require this verification. 
 
Next, scroll down to the bottom of the page.  
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Email Instructions 
 
Step #6: 
Read ǘƘŜ άDƻƻƎƭŜ ¢ŜǊƳǎ ƻŦ {ŜǊǾƛŎŜέ ŀƴŘ ŎƭƛŎƪ the big button that says άI accept.  Create my accountέΦ 

 

Step #7: 
Congratulations! You will see a Welcome message in the blue box on the top left corner of your browser.  The 
ǎŜǊǾƛŎŜǎ ǘƘŀǘ ŀǊŜ ŀǾŀƛƭŀōƭŜ ǘƻ ȅƻǳ ŀǊŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ ǊƛƎƘǘ ǎƛŘŜΦ  /ƭƛŎƪ ƻƴ ά9Ƴŀƛƭέ ǳƴŘŜǊ ά¸ƻǳǊ ǎŜǊǾƛŎŜǎέΦ 
 

 


