
 

Getting Online 
How to set up an Email Account 

 

About:  This guide will explain how to create an Email Account (also 

known as an Email Address).  

An email is like a letter which can be ‘sent’ to another person/people for free 

using the internet.  

You will also need an Email address to access other Apps, such as Zoom. 
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1. Creating an Email Address 

What: You can use any Email app to set up an email account. We have 

suggested Gmail as it is often already downloaded on your device. 

How: 

1. Look on your Home Screen for an icon like the one below. 

Press to open the App 

 

 

 

 

2. As you will be creating a new Email 

Address, press ‘Create account’. 

 

3. Select ‘For myself’, as you will be 

creating a personal Email address. 
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4.  Enter your Name into the relevant boxes, then press ‘Next’. 

 

 

 

5.  You will also need to enter your Date of Birth, and Select 

your Gender. 

 

 

 

 

 

6. Gmail will suggest some Email addresses for you.  

If you would like to choose your 

own Email address you can select 

‘Create your own Gmail address’, or 

you can choose one of the one’s 

suggested. Press Next to confirm. 
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7. Type the email address you would like to use. You won’t be 

able to use an existing email, so add numbers or “.” to 

create your email. Press Next to confirm. 

 

 

 

8. You will need to create a password so that you can log in to 

your account. Use a mix of letters and numbers to make 

your password stronger.  Write your password somewhere 

safe so you can remember it. 
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9. You will be prompted to add 

a phone number. You can 

decide whether or not to 

add your number, or scroll 

to the bottom of the page 

and press skip.  

 

 

 

 

 

 

 

10. Press Next when prompted to 

‘Review your account info’. 
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11. You will need to agree to the Terms of Service, and Privacy 

Policy, then press ‘Create Account’. 

 

 

 

 

 

 

 

 

 

 

 

12. You will now be able to login in to the Gmail App using 

the Email Address and password you have created. 
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2. Writing and Sending an Email 

1. Open the Gmail App and Login using 

the Email Address and Password you 

have created. 

 

2. Press on the Plus sign or ‘Compose’ to 

create a new email.  

 

 

3. Type the Email Address you want to send your Email to in 

the ‘From’ box.  

 

4. It helps to Type a Short Title in the ‘Subject’ box. You do 

not need to type your entire message here, but a few words 

to indicate what your message is about. 
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5. The first time you use the 

App, you may see some 

pop-ups. Press on ‘OK’ or ‘x’ 

to close these messages. 

 

You can now type your 

message in the ‘Compose 

email’ box. 

 

 

6. Once you have finished your email, press the Arrow in 

order to send.  
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3. Checking your inbox 

1. Once you have logged into your Email Account, you do not 

need to log in each time in order to check your emails. 

 

2. ‘Checking your inbox’ means seeing whether you have 

received any emails. 

 

3. You can do this by opening the Gmail App, or by opening 

your Internet App and searching ‘Gmail’. 

 

4. Your new emails should load automatically, but if you’re 

not sure, you can swipe down until you see the loading 

symbol: 

 

 

 

 

 

 

5. You can now view your new emails. Press on an email to 

open and read the email. 

 

6. To go back to your inbox, press the back button:  
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