
Create an Email  
Account using Gmail
Step by step guide
Gmail is a free email service developed by Google. By creating an email account you can 
connect on video calls with family and friends, access different online services, receive bills 
to your email and more.

1 Go to www.gmail.com 2 Click Create Account

To create an Account: 
To create a Gmail account, you need to sign up for a Google  
account. This account will give you access to the Google Suite.  
Steps to create an Email Account:



Choose a username for your account
The username you choose will be the name that others see.

When choosing a username it may not always be available. You may have to change a letter,  
number or character to f ind one that is available for you.

There are many other email providers. Gmail is just one of them. If you need further support 
setting up an email account please contact your nearest Bass Coast Shire Council Library.

1 Enter a password. Type the password again to conf irm it is accurate. Choose a strong  
password to keep your account protected. It is recommended that you use alternate characters 
and a combination of uppercase and lowercase letters.

2 Enter the month, day, and year of your birthday in the specif ied f ields. 

3 Choose a gender option. You must make a choice here. You can choose the “Rather not say” 
option if you do not want to be identif ied by your gender.

4 Provide your mobile phone number. If your country is not accurate, select the f lag in the 
left corner of this f ield to choose the correct country.

5 Select the next step button. Google provides its Terms of Service. You must agree to the terms 
to continue creating your account.

6 After reviewing, select the I agree button. You will see the verify account page. 

7 Then lastly your Gmail account should open to look like this:

Contact your nearest Bass Coast Shire Council library for assistance:
Libraries are based in Wonthaggi T: (03) 5672 1875, Inverloch T: (03) 5674 1169, Cowes, Grantville and San Remo.  
For assistance please call Wonthaggi or Inverloch, or visit the library’s website  
https://www.wgrlc.vic.gov.au

For more information contact Bass Coast Shire Council:  
1300 BCOAST (226 278) or (03) 5671 2211 or via the National Relay Service  
(for people with speech or hearing difficulties) on 13 36 77 
basscoast@basscoast.vic.gov.au  |  www.basscoast.vic.gov.au


