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How to Open an Email Account 
 

 
 This user guide will instruct you on how to use the library's computers to set up 
a free Internet email account.  These instructions assume that you already have a library 
card that allows use of the library's computers and a basic understanding of computers.  
There are a number of free Email service providers available.  The most popular include 
Yahoo, Gmail, and Hotmail.  They all offer similar services, and whichever you choose 
will be a matter of personal preference.  This guide provides instructions for Yahoo, 
however, the process is similar for most services. 
 
1. Log on to the library computer. 
 After sitting down at the computer, enter your library card number and 
 password into the corresponding fields on the log-in screen. 
 
2. Open the Internet Browser. 
 Double click on the Mozilla Firefox shortcut (pictured): 
 to open the Firefox Internet browser. 
 
3. Navigate to the Web site of the Email provider. 
 Using the address bar, (pictured):  
 

  
 navigate to the Yahoo Web site by typing the Web site address (also called a 
 URL) into the text box.   
 For Yahoo, type: http://mail.yahoo.com 
 For Gmail type:  http://www.gmail.com 
 For Hotmail, type: http://www.hotmail.com 
 
4. Click on "Create An Account" 
 On the lower right side of the Yahoo Web site, click on the large button that says, 
 "Create An Account."  You may have to scroll down 

      
 Gmail and Hotmail will have something similar, though it may not be located 
 in the same place. 
 
 
 
 
 



 
5. Enter Account Information. 
 Enter the registration information for your account, including your desired 
 Yahoo ID (which will be your email address), and choose a password.  Yahoo 
 will tell you if your desired ID is available, and it will make recommendations if 
 it is not available.  Your desired ID may not be available if someone else is 
 already using it.  Yahoo will also let you know how strong your chosen 
 password is.  The most secure passwords include both letters and numbers. 
 
 You will also be asked to select two security questions and to provide the 
 answers to those questions.  If you ever forget your password, Yahoo can ask 
 you these questions again.  They will verify your identity through the answers to 
 these questions and allow you to reset your password. 
 
 Next, you must copy the displayed security code into a text box.  This is the way 
 Yahoo verifies that an actual person is creating the account, rather than a 
 spammer's computer program. 
 
 After you've entered all of this information, click the yellow "Create My Account" 
 button: 

      
 
6. Sign In. 
 After you've clicked the "Create My Account" button, you will see a welcome 
 screen summarizing your account information.  You can either print this 
 information out, or copy it down for later reference.  When you click "Continue," 
 will be automatically logged into your new email account.  When you are 
 finished, log out by clicking the "log out" link at the top of the screen.  When you 
 want to return again to check your email, simply follow the first three steps of 
 this guide.  However, when you reach step four, you will enter your ID and 
 password into the corresponding text boxes immediately above the "Create New 
 Account" button. 


