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A STEP-BY
STEP GUIDE ON HOW TO SET UP YOUR VERY OWN PERSONALISED E-MAIL ACCOUNT USING
THE MOST POPULAR GMAIL WEBSITE

WHAT ARE THE USES OF E-MAIL?

E-mails serve different purposes such as contracting friends, requesting
information and online shopping.

In healthcare- patient settings, E-mails can save time and help gather more
information between patients and doctors.

WHAT ARE THE BENEFITS OF E-MAIL?

Free: E-mails are completely free provided there is an internet connection.
Accessible: E-mails are accessible anywhere there is a valid internet
connection.

Flexibility: E-mails can be drafted and sent during any time of the
day/night. This is particularly useful for those who struggle to contact
healthcare professionals during working hours.

Easy referencing: Sent and received messages are stored safely, so can
easily be retrieved- easier to look through old information this way than with
written paper notes.
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Google

STEP 2 Sign in

Use your Google Account

Email or phone

» Upon entering the link, you will be taken to the

. . Forgat email?
google sign in page as seen below.
o Afterwards, click on the ‘Create account’ and By oMpULAr? Ve 8 prfvsis Beowcsing winche o ign
in. Learn mone

choose ‘For myself.’

* This will take you to the first set up page for a —p [Crae et
personal Gmail account. > formpet

To manage my business

Google
Create your Google Account

O account. All of Google
bl working for you.
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STEP 4 Googl

test, welcome to Google
@ nasmz08@gmailcom

This is the second set-up page all you have to do is continue
to fill in all the details =0

‘We'll se your Pamiber o ccount securiy. B wont be visible to
wathars.

Phone nurmbser (optional)

» The phone number and recovery email (any other email
Recovery email address (optional)

accounts you have access to) are optional. However, it is R ——
advised to fill in at least one of them. If you forget your Moh v ouy Year Your persona nfo ks prvate & s3fe
) Vour birtday
password, the phone number you have given, or recovery
. Gerder -
email can be used to re-access your account so you do
not lose your data. Why we ask for this information
o After completion of all the details click the ‘Next’ button - e - |

to continue the set up.

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 conirel how we
collect and use this data now by clicking "More Options™
below. You can always adjust your controls later or
withedraw your consent for the future by visiting My
Account (myaccount.google.com),

I agree 1o the Google Terms of Service

| agree to the processing of my information as
described above and further explained in the Privacy
Policy

Create Account

HOW TO SIGN OUT

 After creating your account, you are automatically signed into
gmail on that device. So every time you go on Gmail you will not
need to re-enter password. Sy Aiscecint

e it is important to sign out of devices if you are using a shared

device, this stops other people from seeing your E-mails. Your Name

youmamed@gmail.eam

¢ In the top right corner there will be a circle with first letter of your

initial, clicking on that circle shows a drop down where you can ————
| Add account Sign out
then click sign out. /




