
Signing up for an Email account

• These instructions will walk you through signing up 

for a Gmail email account. 

• “ Gmail”  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

• Hotmail

• Yahoo! mail

• SBC Global email• SBC Global email

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

1. Go to w w w . g m a i l . c o m 

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

Here is an overview of what  Here is an overview of what  

the screen will look like when 

you are signing up   for the 

account. account. 

The following pages will look   

at each section in detail.at each section in detail.
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Signing up for an Email account, cont….

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 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.

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 that you will type when you want to login to 
your email account in the future.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 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 you will be able to get into your email account later. Be sure to keep 
that login information secret.
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Signing up for an Email account, cont….

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 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.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 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….

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

In the Word Verification area you are asked to type the 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. underneath the strange, green word above. 
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Signing up for an Email account, cont….

You can read the Terms of Service. 

Click on the big button that says “I 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 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….

Click on Click on 

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….

your–email–address@gmail.com

Your Name

There is the message 
in your Inbox                 

There is the message 
in your Inbox                 
from Gmail.from Gmail.

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

1.  Go to  www.gmail.com1.  Go to  www.gmail.com
2.  Type your email address in the Username 
box (you don’t have to type the “@gmail.com”)

3.  Type your Password in the Password box3.  Type your Password in the Password box

4.  Click on the “ Sign in”  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 If you want to write an 
email to someone 

else, click on else, click on 
“Compose Mail”
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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 

Put the email subject HERE

Type your email 
message HERE…

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



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.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 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.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.copy. Click on “Add Bcc” to activate.
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Cc & Bcc: Writing an Email, cont….

bad-cellphone-company@email.com

WI-attorney-general@email.govWI-attorney-general@email.gov

my-spouse@us.com

Concerning a refund owed to meConcerning a refund owed to me

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

I “Cc” the WI Attorney General’s office b/c I 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 I Cc’d the Attorney The cell phone company will also see that I Cc’d the Attorney 
General’s Office.  

I “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 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 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 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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