
GETTING STARTED: 

To set up an email account with Google, open up an internet browser and type www.gmail.com into 
the address bar at the top of the screen. This will take you to Gmail’s main page, which is where you 
will go every time you want to sign into your email account. 
 The first time, click on the button on the right side that says “Create an Account” 
    

ENTER YOUR INFORMATION:ENTER YOUR INFORMATION:ENTER YOUR INFORMATION:ENTER YOUR INFORMATION: 
When you click on “Create an account” you will be prompted to enter your personal information 
into a form. See the page titled “Troubleshooting the sign-up form” for assistance.  
USING YOUR EMAIL:USING YOUR EMAIL:USING YOUR EMAIL:USING YOUR EMAIL: 
It is a good idea to write down your username and password when you create your account, but re-
member to keep it someplace safe because this is the only information necessary to access your 
email account. When you give your email address to someone, it will be [username]@gmail.com.  
 
To get into your email account, go to gmail.com and enter your username and password on the 
right side of the screen. Check the box “Stay signed in” if you want Gmail to remember you so you 
don’t have to sign in every time. This can be very useful on a personal computer, but if you use a 
public computer  you may want to leave it unchecked to maintain your privacy. Click on “Sign in” 
to see your email account, check emails, and compose and send new messages. 
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Create an email account with Gmail 
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ANYGEEKS PRESENT... 
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LOOKING AT YOUR INBOX: 

SENDING AN EMAIL: 

 
 

 
 
 
 
 
 

 
 
    

Reading and Sending emails    
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Click on “Compose Mail” to send 
an email to someone. See below. 

Click on the title of the email to open 
it and read it. If a single click doesn’t 
open the email, try double clicking on 
it. 

Type the email address of the person you’re sending it to 
in the box labeled “To” 

Type your message here. Use the icons above to 
make text bold, italic, add color, or make other 
changes 

Click on “Send” 
when you’re 
ready to send 
your email. 

ANYGEEKS PRESENT... 
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Troubleshooting the sign-up form 

..................................... 

ANYGEEKS PRESENT... 

Use a login name that is easy for you 
to remember. This will also be the 
email address that you give to others. 
Click on “check availability” to make 
sure you can use this name. If it’s al-
ready taken, Gmail will suggest similar 
names for you. 

Leave recovery email blank if you 
don’t have another email address. 

You will have to answer the secu-
rity question if you ever lose your 
password, so make sure it’s some-
thing you can remember. 

If you’re using a public computer you probably 
want to uncheck this box to protect your privacy..  

Choose a password that’s easy for you 
to remember, but hard for others to 
guess. It’s a good idea to use letters 
and numbers. 
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Troubleshooting the sign-up form    

 .................................... 

 PAGE 2 

Type the letters exactly 
as they appear. This is 
just to make sure you’re a 
human and not a com-
puter program. 

Click on the “I accept” 
button when you’ve fin-
ished filling out the form. 
Gmail will create your 
email account. 


