
Creating an Email Account 
Using  
 

1. Go to Gmail (Google Mail) (type www.gmail.com in the address bar of your 
browser, hit Enter Key) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. On the right side of the screen,  
click on Create an account button 

 
 
 
 
 

 
 

3. Fill out registration form (all 4 parts!) 
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Part 1 
 
 
 
  
 
 
 
 
 
 
 
 
 

Provide your name and select your Login Name -- Your Login Name 
will be the address others will use to send email to your Gmail account 
(example: john1234@gmail.com) 
 
Be sure to click the check availability! button 

 
If someone has already chosen your ID, you will be asked to choose 
another.  Try adding a number or an underscore (john1234smith or 
john_smith1234).  You may want to avoid using nicknames if you intend to 
share this email address with potential employers. 
 

Part 2  
 
 
 
 
  
 
 
 
 
 
 
 

Select password – The password should be something you can easily 
remember and should be kept confidential so others cannot read your 
mail.  
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Part 3 
 
 
 
 
 
 
 
 
 
 
 
 
 

Choose your security question and type in the answer – This 
information is only used to verify your identify if you forget your ID or 
password. You may also use a Secondary email address. 
 
Choose your Location – the default is United States. 

 

Part 4 
 
 
 
 
 
  
 
 
 
 
 

Verify your registration by entering the code shown on your screen 
(This will be different every time and for everyone creating an account).  
Type the letter/number combination in the box as you see it.   
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Finish 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Read the "Terms of Service" agreement and, if you accept the terms, 
click on  
 
You NOW have your own Gmail account! 

 
 
 

Notes: 
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