
member platform 
instructions for your

@luxchristihomeschool.org 
           workspace account

Login Instructions ................. 1

icons & google basics .......... 2

email forwarding .................. 3

google chat on computer .. 4

spaces & tasks in chat .......... 5

finding guidelines ................. 6

google drive (docs) .............. 7

shared drive (docs & files).. 8

google chat on mobile ........ 9

topics



1

While there are a few assorted files stored in the 
“Lux Christi Members” group on our website, 
our Member Platform is through Google. To 
access the Lux Christi member platform, we 
recommend starting on your computer, not 
mobile, and following these steps:
1. Open your web browser and start at www.

google.com where you will access all Google 
workspace apps.

2. Choose either one of the blue buttons at right 
to sign in with your new login credentials. If 
you already have a Google/Gmail account, 
you will need to sign out first (OR login in a 
guest profile on your web browser).

Your randomly assigned password was 
emailed to you already. If you need it 
reset it because it expired, simply email 
our Admin coordinator at:
admin@luxchristihomeschool.org

Google LOGIN instructions for your
@luxchristihomeschool.org account

mailto:admin%40luxchristihomeschool.org?subject=Resert%20password%20for%20Lux%20Christi%20login
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You can use any web browser (Chrome, Safari, Internet Explorer, Brave, etc.) you choose with your Google Workspace account. 
The top two maroon boxes below give specifics about profiles within the Google Chrome browser, 

but everything else should apply to ANY browser.

Google icons and basics 
for orienting yourself to google's interface
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optional: email forwarding 
to your own personal email address
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using google chat on your computer 
log into gmail; click "chat" at left

Spaces are the groups we will 
use for chatting and messaging. 
All adults will be in the “Lux 
Christi MEMBERS” space. 
You can add yourself to Upper 
Level, Social Events, and more 
that we create over time.
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using 
google 

chat on 
your 

computer 

Pin your 
chat 

spaces

see your 
tasks and 

assign 
tasks

Click the little blue checkmark 
to see a Tasks panel pop up 
on the right hand side of your 
screen while you’re in Gmail.
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Finding google chat guidelines 
from lux christi for using the spaces
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Finding Docs & Files 
using the google drive app

#1: In Gmail (Google Email), click the nine dots in the top right corner
to show a scrollable list of all Google Apps you can access.

#2: Click the tricolor triangle for Google Drive

#1

#2

(continued on next page)
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Finding Docs & Files 
on our shared drive

Initially, your new Google Drive will look pretty empty.
Click “Shared Drives” to find docs & files that 

everyone in Lux Christi can access.

Unless you are on the Servant Leadership Team, you will only have access to the MEMBERS Docs & Files. 
In time, we might decide to add a separate Upper Level Shared Drive as well.
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Google Chat tips for the mobile app

The blue with check mark means you only see UNREAD notifications. 
Toggle to the speech bubble to see EVERYTHING in your spaces.

Click the TWO 
LINES at the 
bottom of the 

screen to see all 
the “Spaces” you 
are involved in. 

Click the HOME 
to see what’s 
new. Consider 

this your 
notification page.

Click the two 
speech bubbles 

to see any 
direct individual 
messages or @ 

mentions.

Click the bottom 
right icon to 
create a new 
message OR a 
new “Space” 

even.

Once you are inside a “Space,” 
there are three tabs at the 

top: the running Chat (what 
Basecamp called “Campfire”), 
Shared (the files and links 

shared in the chat), and Tasks 
(to-dos assigned to anyone in 

that Space).
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