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Q Candoo How To Setup Gmail on a computer

To print this guide, go to “File” and click “Print”

Step 1

Click on the program that you use to access the internet.
Common programs used to navigate the internet are: Chrome,
Safari, and Firefox. Here are what the icons look like:

Firefox

Step 2

Once the window has appeared on your screen, type in
google.com in the top address bar and hit the enter key on your
keyboard. The Google homepage should appear. To access Gmail,
click on Gmail that appears on the top right corner of the screen.
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Step 3
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You will then see the Gmail Welcome Screen. Click on Create

Account near the bottom of the screen.

‘ [ ] @® Gmail X  +

p
C (@ accounts.google.com/signin/v2/identifier?hl=en&continue=https%3A%2!

Google
Signin

to continue to Gmail

‘> Email or phone

Forgot email?

Learn more

[

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

Create account m

English (United States) ~ Help  Privacy

An option for either: For Myself or To Manage my business
will appear. For this example, we will select: For Myself.

° @® Gmail x |+

C (@ accounts.google.com/signin/v2/identifier?hi=en&continue=https%3A

Google
Signin
to continue to Gmail
Email or phone
Forgot email?

To manage my business

node to sign in privately.

Create account m

English (United States) ~ Help
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Step 4
A screen will appear requesting to enter your First name, Last

name, a username, and a password.
Please note: the username and password that are entered here

will be used to log into your Gmail in the future.

° @ Create your Google Account X | =+

& (¢] (& accounts.google.com/signup/v2/webcreateaccoun

Google

Create your Google Account

to continue to Gmail

" s )

Christian
User
@gmail.com
You tters, numbers & periods e
Pas: d Confi e
Use 8 or more characters with a mix of letters, numbers &
sl : One account. All of Google
working for you.

\D Show password

—

English (United States) ~ Help  Privacy  Terms
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Step ©

On the next screen, you will be asked to enter a phone number and
a recovery email address. These are both optional but provide
additional account security. Then enter your Date of Birth and
Gender information. Click the ‘Next” button to proceed.

@ Create your Google Account X +

c {» @ accounts.google.com/signup/v2/webpersonaldetails?service=mail&continue=https%3A%2F%2Fmail.google.com%2Fmail&hl=en&dsh=S-2147228406%3A162

Google

Christian, welcome to Google

Q] Y@gmail.com

Q = Phone number (optional) \

Google will use this number only for account security. Your
can choose later whether to

Recovery email address (optional)

We'll use it to keep your account secure

Moot O e Your personal info is private & safe

Why we ask for this information

) (3
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Step 6

Next you will see a “Privacy and Terms” screen.

@ Create your Google Account X +

C (& accounts.google.com/signu;

Google

Privacy and Terms

To create a Google Account, you'll need to agree to the
Terms of Service below.

In addition, when you create an account, we process your
information as described in our Privacy Policy, including
these key points:

Data we process when you use Google

« When you set up a Google Account, we store
information you give us like your name, email
address, and telephone number.

« When you use Google services to do things like You're in control of the data we
write a message in Gmail or comment on a collect & how it's used
YouTube video, we store the information you
create.

When you search for a restaurant on Google Maps
or watch a video on YouTube, for example, we
process information about that activity - including
information like the video you watched, device IDs,
IP addresses, cookie data, and location.

We also process the kinds of information
described above when you use apps or sites that
use Google services like ads, Analytics, and the
YouTube video player.

Why we process it

Scroll down to the bottom of the screen and click on the “I agree”
button to proceed.

° @ Create your Google Account

&«

@ accounts.google.com,

understand how our services are used. We also
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

English (United States) ~ Help Privacy Terms
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Step 7
You will now see that we have successfully created a new
Gmail account. This is how the main screen will look like.

As indicated by the orange arrow, we see that we are in the Inbox.

1 Inbox (1) - x ap
(¢} ﬂ:/h mail.google.com/mail/u/1/#inbox
= M Gmail Q  Search mail £ ® & G
O- (&) H 1-10f 1
I— Compose E
0 Primary &% Social @ Promotions
[  Inbox 1
% Starred
Get started with Gmail X
© Snoozed
> Sent 0 Customize your e Change profile s Import contacts D Get Gmail for
inbox image - and mail mobile
B Drafts
v More
Google Community Te. Christian, finish setting up your new Google Account - Hi Christian, Welcome to Google. Your new 4:49 PM 5

B New meeting

B Join a meeting

Hangouts

e Christian e

Terms - Privacy - Program Policies
0GBof 15GBused [§
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Step 8
To view or hide the other mail folders that are available you would
click on the symbol with 3 horizontal lines as highlighted below.

TII
®
&
OpR

C il 0X
9‘ Gmail Q  search mail

3 Primary &% Social @ Promotions
Get started with Gmail X
° Customize your e Change profile 0. Import contacts D Get Gmail for
inbox image - and mail mobile
Google Community Te. Christian, finish setting up your new Google Account - Hi Christian, Welcome to Google. Your new account comes with access 4:49 PM G o

Terms - Privacy - Program Policies
0GBof 15GBused [F
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Step 9
Now we see all the mailboxes listed. You can scroll down in the

side menu on the left. The highlighted mailboxes indicate the ones
that you are most likely to need. To view what is in these individual
mailboxes, click on its name. Click “Inbox” to go back to the “Inbox”
view.

' ® 1 Inbox (1) -

<« ¢ (& mail.google.com/mail/u/1/s#inbox

(646)758-6606
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x ar

= [Mj Gmail

} compose
% Starred
© snoozed

:
L B Drafts l
i} - More
-‘ Meet
®< New meeting

B Join a meeting

Hangouts

© crisien -

b No recent chats
[ Start a new one

2 9 <

it
Q
&

Q search mail

a- c : 1-10f1 C
g
O Primary &% Social @ Promotions
Get started with Gmail X k
ol
o Customize your e Change profile o Import contacts D Get Gmail for
inbox image o and mail mobile
Google Community Te. Christian, finish setting up your new Google Account - Hi Christian, Welcome to Google. Your new 4:49 PM + B
B
Terms - Privacy - Program Policies
0GBof 15GBused (J
7]

1 Inbox -

i Apps £ aps- Arizona Publ...

M Gmail

Il

o

Cc @ mail.google.com, ® &% B » €
Your Customer Se... 3% Home - Welcome... [E} Amazon leadershi.. @B EmploymentDeve.. @ Paylocity 7 Workday » Reading List
Q  Search mail = @ @«
O & 3 1-10f 1
] Primary &% Social @ Promotions
Google Community Te. Christian, finish setting up your new Google Account - Hi Christian, .. Jul 16

|— Compose
All Mail
©® spam
W Trash
» @ Categories
£x Manage labels
Meet

m« New meeting

B3 Join a meeting

Hangouts

QChrislian

No recent chats
Start a new one

2 9 <

Terms - Privacy - Program Policies
0GB of 15 GB used [
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Step 10

To view an email, you just need to click on it and it will open.

1 Inbox (1) -

Mi Gmail

= Q  search mail e
o- c H 1-10f 1
| compose
O Primary &% Social @ Promotions
] inbox 1
% Starred
e s & Get started with Gmail
nooze:
> Sent * Customize your e Change profile . Import contacts D Get Gmail for
B oo inbox image — and mail mobile
rafts
v More

Google Community Te. Christian, finish setting up your new Google Account - Hi Christian, Welcome 1o Google. Your new

Meet )

B New meeting

B8 Join a meeting

Hangouts

o Christian +

Terms - Privacy - Program Policies
0GB of 15 GB used [

No recent chats
Start a new one

2.9 <

&)

4:49 PM +

‘ L] 1 Christian, finish settingupyou X | =4

< (] \/- mail.google.com/mail /u/1/

= M Gmail

€« 0 § & 0 & Db ®

Q_  Search mail

Christian, finish setting up your new Google Account inbox x

4 4:49 PM (4 minutes ago)

Google Ct Team
tome v

Google

b

4

Hi Christian,

Welcome to Google. Your new account comes with
access to Google products, apps, and services.
Here are a few tips to get you started.
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Step 1
There are a few items to notice in our opened email. The first is the
Left Arrow in the upper right corner. Tapping this will take us back
to the Inbox. Next is the “Trash” icon to the right. Clicking this will
delete this email. On the far right side is the Curved Arrow icon.
Clicking this will allow us to reply to the sender of this email.

<

= M Gmail

(646)758-6606

support@candootech.com

candootech.com

c \\- mail.google.com/mail/u/1/#inbox/FMfcgzGkzZQ!

Christian, finish settingupyou X | 4

MFwzKHScHCLIHVSLFRLDNF

Q  Search mail

I_ao@oa; S

Q
*
(]
>
]

Qe B0

Christianfinish setting up your new Google Account inbox x

Google Com ity Team ply com:
tome v

Google

"

Hi Christian,

Welcome to Google. Your new account comes with
access to Google products, apps, and services.
Here are a few tips to get you started.

4 4:49 PM (4 minutes ago)  YY :
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Step 12

To compose a new email, click the “Compose” button highlighted
on the left in the picture below. This brings up a “New Message”
screen to appear on the right. Type the email address of the
person you are sending the email in the “To” field.

You can then enter a subject in the “Subject” field and in the area
below you can type your message.

L4 1 Inbox -

& (¢ \/n mail.google.com/mail/u/1/#inbox?compose=new

= M Gmail Q_ Search mail

l— Compose |
3 @ Promotions

Inbox

Starred

Snoozed New Message

Sent Change profile
e . i D To Gmm—
image
Drafts
Subject e ]

More

Christian, finish setting up your new Google Account - Hi Christi /

B New meeting

B3 Join a meeting

Hangouts

o Christian

Terms - Privacy - Program Pt

No recent chats
Start a new one

2 9 <
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Step 13
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To send your emaiil, click on the blue “Send” button at the bottom of

the New Message window. You will then see a "Message Sent’

message appedr at the bottom of the screen confirming that your

email has been sent.

‘ ° 1 Inbox -

K3 c \’:- mail.google.com/mail/u/1/#inbox?compose=C
Mi Gmail Q  Search mail
o- ¢

& Primary

Get started with Gmail

gy Customizeyour @  Chanseprofile
inbox image

Google Community Te Christian, finish setting up your new Google Account - Hi Christi

0GB of 15GBused [

1 Inbox -

C (@ mail.google.com/mail/u/1/#inbox

@ Promotions

Hi there!
2candootech.com
Hi there!

Hello,

Terms - Privacy - Program P

|

ER:cccom07

‘ = M Gmail Q_ Search mail =
}_ O- (s ] 1-10f1
3 Primary A% Social @ Promotions
Q
*
Get started with Gmail
[
> ° Customize your e Change profile 0. Import contacts D Get Gmail for
B inbox image = and mail mobile
a Google Community Te. Christian, finish setting up your new Google Account - Hi Christian, Welcome to Google. Your new account comes with access to G
-
]

0GBof 15GBused (5

Message sent

Terms - Privacy - Program Policies
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