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Getting Gmail is easy
Go to the Internet and type in Create your Google Account in the top address bar.  You will 
see a screen like this:

Click Go to Account Creation.  Fill in
the required information on the next
screen.  Choose a simple but
explanatory username.  Suggestions:
YourLionsClubName.  For security
reasons, we recommend you do not
enter your real birthday.  Mobile
phone number is optional but is useful
is you need to recover your password
or gain access from multiple devices.
Enter your current email address.  If
you do not have an email address, use 
27A2Tech@LionsDistrict27A2.org.
This is used to verify you are a real
person that will not misuse this free
service.  If you use our District
Technology email, it may take 24
hours for us to acknowledge this entry
and verify the use of this email
address.  You will be given another verification opportunity farther thru the process. 

The next screen is an agreement to terms.  Scroll down to bring up the 'I agree' button.  After 
you click 'I agree' you will come to the 'Verify your account' screen.  Choose Text or Voice 
and 'Continue.'  You will receive a verification code.  Enter it and 'Continue.'



After verification, you will get the welcome screen confirming your new email address.

'Continue' to My Account.  There is a lot on information here but the important part is in the upper right
hand corner.  Click on the logo for 'My Account' info.  Click on the 9 small squares for navigation 
options.  Gmail is where you would check you email.  If you are working to set-up a Google Calendar 
for your Club website, 27A2 Tech Chair, Lion Bill Meyers can set the Calendar up for you IF you 
supply your login information with your Club website worksheet.  

The Calendar is not too difficult.  Even if you do not do your own set-up, please read the instructions so
you have a working knowledge of the Calendar features and options. 

Google Calendar set-up is as follows:
Click the Calendar icon.  This will bring up the
Calendar screen.  Click the drop down arrow next
to My calendars and click 'Settings.'

Click 'Create Calendar.'  Fill in the information.  Be
sure to check the box that says 'Make this calendar
public.  If you would like to allow other people to
make entries like your Club Secretary into the
Calendar, add that email address to 'Share with
specific people.'  Keep in mind that Google ONLY
allows other Gmail users to use this feature.



When you are finished, click 'Create Calendar.'  Answer Yes to the Warning box about public 
calendars.

To add your Events to the your Calendar, just click on the date and a new window will open where you 
can add details for your Event.

Now go back to 'My calendars' and click the drop down arrow next to My calendars and click 'Settings.'
You will now have a new screen that list (in this case) phony calendar.  Click on the name of your new 
calendar.

Click on the 'Customize the size, color and other option' text.



On the next screen, you will see a header 'Copy and paste the HTML below to include this calendar on 
your webpage.  Copy this text and include it in your worksheet.

You're done.


