Signing up for an Email account

« These instructions will walk you through signing up
for a Gmail email account.

e “Gmall” is the brand name for the email that is
provided by Google

— Other brand names for email accounts, provided by other
companies, will likely be familiar to you

 Hotmall
¢ Yahoo! malil
 SBC Global emall

e ....but you will be using Gmail
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Signing up for an Email account, cont....

1. Goto www.gmail.com

Gm ll Welcome to Gmail

L BTa "“.:l. BETA

A Google approach to email.

Gmail is built on the idea that email can be more intuitive.

efficient. and useful. And maybe even fun_ After all. Gmail has Sign in to Gmail with your
Gougle Account
Less spam
Keep unwanted messages out of your inbox Username:“
with Google's innovative technology
Fasswaord | |
Mobile access . o [] Remember me on this
Read Gmail on your mobile phone by pointing computer.

your phone's web browser to F—
http://gmail.com/app Learn mare

Lots of space | cannet access my account
a Over 7328.926627 megabytes (and counting) of

free storage so you'll never need to delste
another messzage

Mew to Gmail? It's free and sasy.

Create an account »

About Gm ew features!

©2009 Google - Gmail for Organizations - Gmail Blog - Terms -

2. Click on “Create an account”
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Signing up for an Email account, cont....

"
GM | | Create a Google Account - Gmail
by oogle BETA
Change Language: | English v

Create an Account

Your Google Account gives you access to Gmail and other Google senices If you already have a Google Account
can sign in here.

Get started with Gmail

First name: |
Last name: |
Desired Login Mame: | @gmail.com

Examples: JSmith. John Smith

check availability!

Here is an overview of what

Choose a password: | |F‘assword strength

WMinimum of 8 characters in length

the screen will look like when §

Re-enter password: | |

Remember me on this computer.

you are signing up for the

Creating a Google Account will enable \Web History. Weh History
is a feature that will provide you with a more persenalized
experience on Google that includes maore relevant search results

aCCOu nt and recommendations. Learn Mare

Enable VWeb History.

Security Question: [Choose a question ... 4

If you farget your password we will ask for the answer to your
security question. Learn More

The following pages will [00K |  swwer |

Secondary email: |

at eaCh Sectlon In detal I . This address is used to authenticate your account should you ever

encounter problems or forget your password. If you do not have
another email address. you may leave this field blank. Lean More

Location: |United States v

Word Verification: Type the characters you see in the picture below

&

Letters are not case-sensitive

Terms of Service: Please check the Google Account information you've entered above
(feel free to change anything you like). and review the Terms of
Senice below.

Printable Version
Google Terms of Service A

Welcome to Google!

1. Your relationship with Google

i<

By clicking en | accept’ below you are agresing to the Terms of
Service above and both the Program Policy and the Privacy Policy

[ | accept Create my account ]

£2009 Goozle - Gmail for Orzanizations - Gmail Blos - Tems - Help
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Signing up for an Email account, cont....

GM I l Create a Google Account - Gmail

b O BETA

Change Language: | English w

Create an Account

Your Google Account gives you access to Gmail and pther Google senices If you already have a Google Account,

can sign in here.

Get started with Gmail

First name: |

Last name: |

Desired Login Name: | @gmail. com

Examples: JSmith, John.Smith

| check availability |

Here you are asked to enter your First and Last name.
You can enter initials only if you'd like. What you enter here will display for your friends or
associates when you send them an email.

The “Desired Login Name” will become your email address; it will

also be what you type to login to your email account.

Because so many people have email accounts, you may not get your first choice. For
example, if your name is Mary Smith and you want to use that, it will not let you b/c someone
else already has that account. The “check availability” button will let you know if someone
is already using what you entered. If it is not available, it will give you suggestions for what
you can use BUT YOU DO NOT HAVE TO TAKE THEIR SUGGESTION. You can keep trying
with other login names until one works. You can add numbers and dashes too. Just
remember to click on the Check Availability button after you type your desired logon.

check availability!

Your email address will become whatever you type in the Desired Login Name box with
“@gmail.com” after it. For example: MarySmith@gmail.com
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Signing up for an Email account, cont....

Choose a password: | !F'asswnrd strength

Minimum of 8 characters in length

Re-enter password: | |

Remember me on this computer.

Creating a Google Account will enable YWeb History. WWeb History
is a feature that will provide you with @ more personalized
experience on Google that includes more relevant search results
and recommendations. Learn [More

Enable Web History.

Choose a password that you will type when you want to login to
your email account in the future.

You are asked to type it twice because it wants to be sure you are not
accidentally mis-typing what you want as your password.

In some cases, it will say your password is not strong enough. Pay
attention to the details it gives in that message. You may not have enough
digits in your password...

Writing down the username and password you created is a good idea so
that you will be able to get into your email account later. Be sure to keep
that login information secret.

Signing up for an Email Account (Gmail) Appleton Public Library / 225 N. Oneida Street, W1 54911 / (920) 832-6173 (SK, 2010)



Signing up for an Email account, cont....

Security Question: | Choose a question ... .

If you forget yvour password we will ask for the answer to your
security question. Learn More

Answer: |

Secondary email: |

This address is used to authenticate your account should you ever
encounter problems or forget your password. If you do not have
another email address, you may leave this field blank. Learn Mare

You are now being asked to create a “Security Question.” If
you forget your password in the future, it will ask you this question. If the
answer you type matches the answer you originally submitted when you
were setting up your account here, then it will give you info to log in.

Choose one of the questions in the Security Question drop-down and type
the answer to that question in the Answer box. OR, you can choose to
create your own question. In that case you will type your own question and
go on to type the answer to that question in the Answer box.

You can skip the “Secondary email” box if this is your only

email address at this point. You are asked for a secondary email b/c if
you do already have another email address, Gmail can send your forgotten
password to that address.
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Signing up for an Email account, cont....

Location: |United States v

Word Verification: Type the characters you see in the picture below

Dy

| 1&

Letters are not case-sensitive

You can leave “United States” as your Location option.

In the Word Verification area you are asked to type the

characters that you see in the strange image (the green letters, above).
You are asked to do this so Google knows an actual person is creating this
account as opposed to an automated program that wouldn’t be able to read
the image. For example, you would type “butturacen” in the box
underneath the strange, green word above.
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Signing up for an Email account, cont....

Terms of Service: Please check the Goaogle Account information you've entered abaove
(feel free to change anything you like), and review the Terms of
Senice below.

Printakle Version
Google Terms of Service ta

Welcome to Google!

1. Your relationship with Google

hd

By clicking on | accept’ below you are agreeing to the Terms of
Senice ahm‘z and both the Program Policy and the Privacy Policy.

| accept Create my account

S2008 Goozle - Gmail for Oroanizations - Gmail Blog - Terms - Help

You can read the Terms of Service.

Click on the big button that says “l| accept. Create my account.”

If it does not progress to the next screen and instead gives you
an error message, scroll over the ENTIRE page and look for red
alerts that explain what you did wrong. Correct those mistakes
or provide the missing information as indicated by the red alerts.

You will *ALWAYS* have to re-type your password twice if it
did not go through the first time.

You *also* will always have to re-type the strange word
image (“butturacen” in this example) before you can click the
“Create my account” button again or you will just get another
error message...
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Signing up for an Email account, cont....

GEI l | Introduction to Gmail

byGoogle BETA

Congratulations!
‘ouve successfully signed up for Gmail. Here are t

I'm ready - show me my account

should know before yo started.

Great search, less filing

Archive. don't delete Mever file another message or create another folder.
With mare th’an 2 500 megabytes of free Use Gmail's built-in Google search to guickly
' find the email you need.
storage, you never need to delete another
ermail. Just archive everything and use o robin@g

Gmail* h to find what d.
mail's search to find what you nee Soarch Mall

ot vabingtgmall.com | Coefarts | Saftioes | Sien
- M .] E I {_Soarch Mai Soarch the Wee |
M (e i) s e o g
T Baluct: A5, Resd, Unessd, Stamud, Urnetamad, Hone Trouh lwel., -
Slared B 1 me, Fal (5) Grand Canyon info nds great 10T am
Spnd Mgl 17 ene, Caystad () Shapplng b v e A0 am
Diah [ David Phelps Mew kid on the black - Hi Fob whve o, S dBam
: B ot 1 Karen Callons Lists - Ha y of e, i oot pea . Mowal
Enjoy the conversation = D1 soservigessdxansenta Ressrvation Confimtion - XTHL- 17000 Now 20
. . . . Gina, This Frid, Hay thirn, sre you plannng on gong 1. New 19
Each item in your Inhox is more than an email. —— Lihadd DY o) — ! -

s . . S . deiginas O Fred Brooks oo pews, bad mews - S0 [ Hov 17
It's an entire carversation, containing the original O1 e, Paul ) Plons - That m How 17
note and all the replies to it. [ Rachel Lea ) Chilstimas List - O, o 3 few changes. Since you._ Now 16
Wwhen a new message arrives, the whole 01 Dawn Bates Crossioads - Epilogue - commicts please? - Ac th. Bow 18
comversation maves to the top of your inbax [ Cindy, Mark, Poter () Sunday s oo Night] - Hisy guys) Tha tima has co._eow 15

) 4 [ Emily, me 7) Hiys - ' planning on lewang the day afier Thanksgr, Bow 14

Sunday is Movie Night! [asohisel -
Cindy Marshall > Hey guys! The time has come to get together ina ... 45am @Q.DEBJD_ELMDM
Matk Prince to ma Wore Optiors. 9:22am | G Prind_ corversation

What do you say, Robin? | have TKD practice 1ill 5:30, but we could probably get ﬁw
down there by 615 ar so.

Sponsored Links

Any thoughts on what movies we should watch? Download Movie Rentals

Rert by downlosding &
-Mark wakch today. No shipping

Mo et oMo reburns
mul i I._ A&K W morislink com

Video Rental - DVDs.
Boply  Forward Try Atk DV rendal

servica frée for 2 wasks

Peter Williams to me, Carol, Mark, Cindy wore Options 9:dBam | Atfieste.

Im all over it. Bel might have to go to 3 study session, but shell know for sure by | " e

tomarraw afternacn. 11 keep you posted,

EntiretyStores com ists a

clickon I'm reacly - show me my account

This will take you to the Inbox for your new email account.

There will be one message already in the Inbox for you
from Gmail, welcoming you to using their email.
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Signing up for an Email account, cont....

Gmail Calendar Documents Photos Beader Sites YWeb more
your—email-address@gmail.com | Settings | Older version | Help | Sign aut

L ] <
Search Mai Searchtha e = Shot search options
M I it b e S Create a filter

(. I ETA
b I |'-|1_-\,. e

ct B = wewew, ConstantContact.com - Helping Small Business with Sponsored Link | < |

Compose Mail

Archive | Report zpam | Delete Moveto w | Labels w hore actions v | Fefresh 1-10f1
Starred T3 Select; All, Mone, Read, Unread, Starred, Unstarred

Chats G2 0 Gmail Team Gmail is different. Here's what you Mar 25
Sent hail
Drafts
All Mail

Spam
Trash

Contacts

= Chat

Searchadd_orinvite F‘«nlIr?!;.T'. Al Nnnn, Hp:qri lJr?rnr-:"d, ST::Jrr A lJnr-..T:qrrnr.i.

Archive | Report zpam | Delete moto w | Labels w hore actions w | Fefresh 1-1of1

@ Your Name

Set status here v
Send photos easily from Grlail with Google's free photo organizer. Learn mare

You are cugently using 0 MB (0%} of your 7328 MB.

Last accour@activity: 1 day agao at IP 209.103.2135.254. Detais
Gmail vievestandard | turn off chat | basic HTML Learn more

Talk face to face

Try wideo chat E2008G00gle - Terms - Privacy Policy - Google Home
Options ¥ Add Contact
= Labels

Edlit labels

There Is the message
In your Inbox

Give Gmail to;

Preview Invite

from Gmall.

Click on it to open and read it.
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Log-in to your Email account

1. Goto Www.gmail.com

2. Type your email address in the Username
DOX (you don’t have to type the “@gmail.com”)

3. Type your Password in the Password box

4. Click on the button; you will be
taken to your Inbox.
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Writing an Email

your—email-address@gmail.com

If you want to write an
emaill to someone

else, click on
“Compose Malil”
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Writing an Email, cont....

your—email-address@gmail.com

Put your friend’s (or friends’) email address(es) HERE’ {

Put the email subject HERE *

Type your email
message HERE...
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Attachments: Writing an Email, cont....

your—email-address@gmail.com

-

Click on “Attach a file” and browse to the file on the
computer or removable drive/disc that you want to

attach. You can attach a document, picture,
spreadsheet...anything.
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Cc & Bcc: Writing an Email, cont....

your—email-address@gmail.com

-

You can put friends’/associates’ email addresses in
places other than the “To:” area.

Cc = carbon copy; for people who might have an
interest in the email even if they aren’t directly
involved. Everyone else who receives the email will

see this person was sent a Carbon Copy of the
email. Click on “Add Cc” to activate.

Bc=blind carbon copy; sends a copy of the email
but no one else will know this person received a
COpY. Click on “Add Bcc” to activate.
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Cc & Bcc: Writing an Email, cont....

bad-cellphone-company@email.com

g WI-attorney-general@email.gov

*

my-spouse@us.com

Concerning a refund owed to me

In this example I'm sending an email “To” my cell phone provider.

| “Cc” the WI Attorney General’s office b/c | want them to know that
my cell phone company has been giving me the run-around for
months on end. The Attorney General’s office, noting they were
Cc'd, will realize I'm just bringing them up to speed on a problem.
The cell phone company will also see that | Cc’'d the Attorney
General’s Office.

| “Bcc” my spouse so he knows what’s going on; however, neither
the cell phone company nor the WI Attorney General will see his
name or email address since it's typed in the Bcc area.

You can put *everyone’s* address in the “Bcc” area and have the
“To” area completely empty. That way you won’t give out your
friends’ or family members’ email addresses to one another.

If you like to Forward things, *ALWAYS* put everyone’s email
addresses in Bcc as a courtesy so you don’t end up giving
their info to spammers! Please respect privacy in this way!
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Sending an Email, cont....

After you've written your email and
entered the email addresses of the

people you want to receive the letter,
click on Send.
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Sign-out of your Email account

your—email-address@gmail.com
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