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How To Create an Account




Step 1
Go to gmail.com and hit the | Create an account button.
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Step 2

When the sign-up form appears, enter your First name, Last name,
Username, and Password.

Google

Create your Google Account

to continue to Gmail

First name

Last name
Username @gmail.com
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Step 3

Add Recovery number and Recovery email details for added
security (optional). Then, add your date of birth and gender.
Once you've entered these details, click

Google

Google, welcome to Google

Google will use this number only for account security. Your

Month =  Day
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Step 4

After you've reviewed Google’s Terms of Service and Privacy
Policy, click on| | agree.

have partners that measure how our services are
used. Learn more about these specific advertising
and measurement partners.

Combining data

We also combine this data among our services and
across your devices for these purposes. For example,
depending on your account settings, we show you ads
based on information about your interests, which we can
derive from your use of Search and YouTube, and we use
data from trillions of search queries to build spell-
correction models that we use across all of our services.

You're in control

Depending on your account settings, some of this data
may be associated with your Google Account and we
treat this data as personal information. You can control
how we collect and use this data now by clicking “More
Options” below. You can always adjust your controls
later or withdraw your consent for the future by visiting
My Account (myaccount.google.com).

More options v

Cancel | agree




Step 5

You’ll then be taken to the homepage of your new Gmail account.
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How To Sign into Gmaill




Step 1
Open Gmail and click on the| Sign in| button.
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Step 2

Enter your email or phone number and click

Google
Signin
to continue to Gmail

Email or phone

gogogogo.acc@gmail.com

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create account




Step 3

Type in your password and hit to open your inbox.

Google
Hi Google

e gogogogo.acc@gmail.com v

Enter your password

Show password

Forgot password?




How To Write and Send an
Email in Gmail




Step 1
Log in to Gmail from your desktop and click on the

button on your left.
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Step 2

In the New Message window, enter the recipient email IDs in the
field and add your subject line in the Subject field.

Subject




Step 3

Add cc (carbon copy) or bcc (blind carbon copy) recipients if you
wish to send mail copies to anyone.

Test Email - & X
To test@gmail.com
Tes! g test@gmail.com

@ test@gmail.com




Step 4

Add attachments by clicking the paperclip symbol.

Test Email - @ X
test@gmail.com
Test Email

This is a test email.

Thank you,
Gogogogo




Step 5
Enter your message and hit when done.

Test Email - 2 X
test@gmail.com
Test Email

This is a test email.

Thank you,
Gogogogo
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