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How To Create an Account



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



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

Step 2



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 Next.

Step 3



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

Step 4



You’ll then be taken to the homepage of your new Gmail account.
Step 5



How To Sign into Gmail



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



Enter your email or phone number and click  Next.
Step 2



Type in your password and hit  Next  to open your inbox.
Step 3



How To Write and Send an
Email in Gmail



Log in to Gmail from your desktop and click on the  Compose
button on your left.

Step 1



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

Step 2



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

Step 3



Add attachments by clicking the paperclip symbol.
Step 4



Enter your message and hit   Send   when done.
Step 5


