
HOW TO CREATE A GMAIL ACCOUNT 
 
STEP ONE 
Choose your carrier-there are many email carriers to choose from. You may have heard of some like Outlook 

or Yahoo. Your Verizon or Cox account will also provide email service, but these accounts can be difficult to 

retrieve if you happen to switch companies for internet, cable, or phone service. Verizon and Cox accounts can 

also be difficult to view on different devices like your smartphone. For this tutorial, we will be using Gmail. 

Gmail is considered one of the best email services. It is safe and user friendly. Gmail is also the service 

currently used by most professionals. 

 

STEP TWO 

Type Gmail into your browser bar. The first option that shows up should be what you need: Gmail-Google 

or Create Google Account. Click on that link. This link should take you to a form to enable you to create your 

new account. 

 

STEP THREE 

Next, you are going to begin to fill in your information to Create your Google Account. This step will ask 

for your first and last name. You will then be asked to create a username. Try to keep this simple and easy to 

remember. There can be no spaces in your username. Many people choose to use a combination of their first 

and last names. For example, if my name was Jane Doe, I might use JaneDoe, or Jane.Doe, or Jdoe. You might 

need to use a number or two to make it unique: Jane.Doe415. You will be prompted to choose a different 

username if what you selected is not available. This can get frustrating! But try to keep it simple. 

 

STEP FOUR 

Create a password. For this step, it is important to keep your password strong but simple. Gmail requires at least 

8 characters, and should be a mix of letters, numbers, and symbols. You should not use your name as part of 

your password, or anything too simple like “12345678”. Still, it should be easy for you to remember, and 

something significant like a name combined with a special date. Ex: TopCat!41598. The final step will be for 

you to confirm your password by typing it in again. 

 

STEP FIVE 

Google will then ask for some information from you. You do not have to give your phone number, but it is a 

way they will be able to retrieve your account quickly in case you forget how to log in. They also ask for a 

recovery email address. If you have another email you use, you can enter that here. If not, you can skip it. You 

will be required to provide your birthday and select a gender. They ask these questions to keep your account 

secure, but this information will not be shared without your permission. 

 

STEP SIX 

Agree to the Terms of Service. Next, Google will provide you with a brief synopsis of what they share, and how 

they use your information. After you have read through the legal jargon, click agree. 

 

STEP SEVEN 

Now you have a Google account! You will be taken to a welcome page where there are many options to choose 

from Google services. Explore this area. There are tabs along the top of the page that enable you to check in on 

your Personal Info, Security, ability to add Contacts, and other useful areas. You may not need all of these 

options, but this is a good time to explore. If you get lost, click on the Home button. To get to your email, there 

is a cluster of dots in the top right corner. When you click on that, you will see a symbol that looks like an 

envelope. That is your email account! 


