
Setting up a Gmail account 

To create a Gmail address, you'll first need to create a Google account. Gmail will redirect you to 
the Google account sign-up page. You'll need to provide some basic information like 
your  name, birth date, gender, and location. You will also need to choose a name for your new 
Gmail address. Once you create an account, you'll be able to start adding contacts and adjusting 
your mail settings. 

To create an account: 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.  The sign-up form will appear. Follow the directions by entering the required information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.gmail.com/


4. Next, enter your phone number to verify your account. Google uses a two-step verification    
process for your security. 

5. You will receive a text message from Google with a verification code. Enter the code to    
complete the account verification. 

6. Next, you will see a form to enter some of your personal information, like your name and birthday. 



7. Review Google's Terms of Service and Privacy Policy, then click I agree. 

8. Your account will be created. 

http://www.google.com/intl/en/policies/terms/
http://www.google.com/intl/en/policies/privacy/


Signing in & out of your account 

When you first create your account, you will be automatically signed in. Most of the time, however, 
you'll need to sign in to your account and sign out when you're done with it. Signing out is          
especially important if you're using a shared computer (for example, at a library or office) because 
it prevents others from viewing your emails. 

To sign in: 
1. Go to www.gmail.com. 
2. Type your user name (your email address) and password, then click Next. 

To sign out: 

In the top-right corner of the page, locate the circle that has your first initial (if you've already        
selected an avatar image, it will show the image instead). To sign out, click the circle and             
select  Sign out. 

http://www.gmail.com/


Adding contacts 

Like all major email providers, Gmail lets you keep an address book of contacts so you don't have 
to memorize everyone's email addresses. You can also add other contact information, like phone 
numbers, birthdays, and physical addresses. 

To add a contact: 
1. Click the Google apps button. 
 
 
 
 
 
 
2. Click the Contacts button in the drop-down menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Your contacts screen will appear. Click the Add new contact button in the lower-right corner. 
 
 
 
 
 
 
 
4. Enter the contact information, then click Save. 



To edit a contact: 
 
1. In the Google apps drop-down menu, select Contacts. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Locate the contact you want to edit, then click Edit Contact. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. You can now make any changes you want to the contact. 
 
 
 
 
 
 
 
 
 

 

By default, when you send an email to a new address, Gmail automatically adds the address to 
your contacts. You can then go to your contacts to edit the person's information as needed. 



Importing mail and contacts 
You may already have a contact list from another email address, and it would be a lot of work to     
re-enter all of this information manually. Gmail allows you to import your contacts from another email 
account, and you can even import all of your email messages from that account. Several email    
providers are supported, including Yahoo!, Hotmail, and AOL. 

To add other accounts: 
1. Click the gear icon in the top-right corner of the page, then select Settings. 
2. Go to Accounts and click  Add a mail account. You can then follow the instructions on the 
screen to import your mail. The import instructions. Since I do not have a Cox.net account, I cannot 
show the instructions with images beyond this last one below. 

A few more tips for Gmail migration 
 

Setup Auto Forwarding 
There are a couple of ways to start getting your Cox email messages in Gmail but I’d recommend 
that you use the ‘Auto Forward’ option via the Cox interface instead of setting Gmail to check 
your Cox account as that seems to be one of the problematic issues we see. 
 
To set this up, sign into your Cox email account via their webmail interface and click on the gear 
icon in the upper right corner and choose ‘Settings’. 
 
Look for the ‘Inbox’ menu and click on the arrow to the left to open the options that include ‘Auto 
Forward’. 
 
Click the ‘Enable’ box and type your new Gmail address into the box below. 
If you click on the option to ‘Keep a copy of the message’, every message that gets forwarded to 
Gmail will also remain in your Cox email account. 
 
This can be a helpful fallback, but it will also mean that you need to periodically go back to the 
webmail interface to get rid of old messages to keep it from becoming full. 

http://webmail.cox.net/


Update Your Signature 
 
If you use Cox to auto forward your messages, whenever you reply via your Gmail account, the  
recipient will see that it’s coming from the new Gmail address. 
 
Many email systems are setup to automatically add an address whenever the user replies to a  
message, which can help get your new address into your contact’s address books. 
 
Another way is to alert all your contacts of the change is by updating your signature in Gmail with a 
request such as “Please replace my XXXX@cox.net with my new XXXX@Gmail.com address in 
your address book”. 
 
If you decide to send a mass email announcement out to a large number of contacts, make sure 
you put all of the addresses in the BCC section to avoid exposing everyone’s email addresses to 
each other. 

https://bit.ly/31GtQne

