How to successfully create a Google mail (gmail) account:

Creating a Google account:

1. Access the gmail website at www.gmail.com
2. On the right hand side click “Don’t have a Google account? Get Started” button.
3. Fill in account information.  When creating a username try using your first and last name together. For example, johnsmith.  It is important to have a “professional” email so I would stay away from usernames like ilikeboys18 or hotttstuff etc.   

You may wish to jot your information down here:

Account Username__________________________________________________
Account Password __________________________________________________
4. When you are done, click on the “I accept. Create my account” button

5. Now click “Show me my account”

Writing/composing a new email:

1. On the left hand side click the “Compose mail” button

2. Type in the email address you wish to send an email to.  To practice please send me an email at scalcadp@gmail.com.  

3. The subject box will be the place you give a brief description of your email.  For our example today you will put your name in the subject box 

4. The text box is used to give the content of your email.  In the email you will send me, I would like you to put your newly created email address and if you feel comfortable your password.  This is so that we have a record of your account and can pull up information in case you forget or lose either the password or the username.

5. When you are finished with the email click the “send” button

a. If you want to save an email without sending you will click the “save now” button and a copy will be saved in your drafts folder.

Attaching a file to an email:

1. You will follow steps 1-4 as above under writing/composing a new email.

2. Under the subject box you will click on “Attach a file”.  

3. This will bring you to a window where you can choose your file.  Try to always save your files to the same place so you know where to find them.  I like to use the desktop, but the documents folder also works well.  It is also important to remember what your file was titled. 

4. Once you have highlighted your file hit the “select” button

5. Now you are ready to attach another file or hit “send”.

Other important information:

The South Coastal Adult Learning Center has a website.  You can find the site in 3 ways:

1. use the following url: http://www.scalcrockland.org/

2. use the following url: http://www.rocklandschools.org/
a. Click on community and find South Coastal Adult learning center
3. In your web browser type in Rockland Public Schools and hit “enter”

a. This will bring you to the Rockland public schools website follow step 2a.
