Getting a Free Google Email Account
There are many sites on the internet that offer free email service. One of the most popular is Google’s
Gmail. Following are instructions on how to create a new Gmail account. The web site to do so is linked
from the Library web page (http://www.ardmorelibrary.org/links/links.htm) or you can type in the
address shown to go directly to it.
Go to http://gmail.google.com/ to see this screen:

Click on the “Create an
account” button to get
started.

This form will come up. Read each line
and fill in each blank, step by step.

“Desired Login Name” is what you
want your email address to be.
Once you type it in, click the “check
availability” button. Sometimes
the name you want is being used by
another person. This will let you
know if you can use your first
choice, or have to try something
else.

The security question is a way for Google
to be sure you are you if you forget your
password and need their assistance.

Pick a question from their list, then type
the answer in the following box.

Google has Terms of Service, a
Program Policy, and a Privacy Policy,
all of which they expect a user to
agree to before creating an account.
Once you have completed your form
and if you agree to their terms and
policies, click the “I accept. Create my
account.” button.

Here is an example of checking
availability for an email name.

When selecting a password, Gmail
requires at least eight (8) characters.
These can be upper or lower case
letters and/or numbers and/or
symbols. Whatever you type, you
must type it EXACTLY the same way
every time. Also, Gmail will tell you
how ‘strong’ your password is while
you are entering it. The ‘stronger’
your password, the lower the chance
someone will guess it.

Example of a selected security
question and a typed-in answer.

After you click the click the “I accept. Create my account.”
button, as shown above, you will see this screen. (If you
have made any errors filling out your form, you will see
the form screen with mistakes indicated in red.)
At this point, you can get into your email account, if you
wish, by clicking the “Show me my account” button.

When you first access your email,
you are seeing your “Inbox” where
mail sent TO you is stored.
Double-click a message to open
and read it.

When you have
finished using your
email, be sure to
“Sign Out” by
clicking this link.

If you want to SEND someone an
email, click the “Compose Mail”
link and this mail form will open
which you can type into. When you
are done, click the “Send” button.

