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To	sign	up	for	Gmail,	make	a	Google	Account.	You	can	use	the	username	and	password	to	log	into	Gmail	and	other	Google	products	such	as	YouTube,	Google	Play,	and	Google	Drive.	Important:	Before	you	set	up	a	new	Gmail	account,	make	sure	to	log	out	of	your	current	Gmail	account.	Learn	how	to	log	out	of	Gmail.	From	your	device,	go	to	the	Google
Account	sign	in	page.	Click	Create	account.	In	the	drop	down,	choose	if	the	account	is	for	your:	Personal	use	Child	Work	or	business	To	set	up	your	account,	follow	the	steps	on	the	screen.	Create	an	account	Tip:	To	use	Gmail	for	your	business,	a	Google	Workspace	account	might	be	better	for	you	than	a	personal	Google	Account.	With	Google
Workspace,	you	get	more	storage,	professional	email	addresses,	and	extra	features.	Learn	about	Google	Workspace	pricing	and	plans.	Try	Google	Workspace	The	username	I	want	is	taken	You	can’t	create	a	Gmail	address	if	the	username	you	requested	is:	Already	being	used.	Very	similar	to	an	existing	username.	For	example,	if	example@gmail.com
already	exists,	you	can't	use	examp1e@gmail.com.	The	same	as	a	username	that	someone	used	in	the	past	and	then	deleted.	Reserved	by	Google	to	prevent	spam	or	abuse.	Someone	is	impersonating	me	If	you	believe	someone	has	created	a	Gmail	address	to	try	to	impersonate	your	identity,	you	can:	Unfortunately,	Gmail	is	unable	to	participate	in
mediations	involving	third	parties	regarding	impersonation.	Learn	more	about	Gmail	Terms	of	Use.	Related	resources	How	do	I	create	a	new	Google	Account?	Sign	in	to	Gmail	Post	to	the	help	community	Get	answers	from	community	members	Looking	for	more	advanced	controls?	Dive	into	topics	like	customizing	settings,	using	offline	access,	and
managing	photos	photos	backups	in	our	advanced	Drive	for	desktop	guide.	Install	on	Windows	Important:	Before	you	start,	check	that	your	operating	system	is	compatible	with	Google	Drive	for	desktop.	Download	Google	Drive	for	desktop:	DOWNLOAD	FOR	WINDOWS	Open	"GoogleDriveSetup.exe."	Follow	the	on-screen	instructions.	Tip:	If	you	use	a
work	or	school	account,	you	might	not	be	able	to	use	Google	Drive	for	desktop	or	your	organization	might	have	to	install	it	for	you.	If	you	have	questions,	ask	your	administrator.	On	Google	Drive	for	desktop,	at	the	bottom	right,	in	the	system	tray,	you	can	find	the	Google	Drive	for	desktop	menu	.	Tip:	To	”Show	hidden	icons,”	click	the	arrow.	To	make
it	easier	to	find	Google	Drive	for	desktop	when	it's	closed,	you	can	pin	it.	To	add	Google	Drive	to	the	Start	menu:	In	your	Start	menu,	right	click	Google	Drive	Pin	to	Start.	To	add	Google	Drive	to	the	taskbar:	In	your	Start	menu,	right	click	Google	Drive	Pin	to	Taskbar.	Install	on	macOS	Important:	Before	you	start,	check	that	your	operating	system	is
compatible	with	Google	Drive	for	desktop.	Download	Google	Drive	for	desktop:	DOWNLOAD	FOR	MAC	Open	“GoogleDrive.dmg.”	Follow	the	on-screen	instructions.	Tip:	If	you	use	a	work	or	school	account,	you	might	not	be	able	to	use	Google	Drive	for	desktop.	Your	organization	must	install	it	for	you.	If	you	have	questions,	ask	your	administrator.	On
Google	Drive	for	desktop,	at	the	top	right,	in	the	menu	bar,	you	can	find	the	Google	Drive	for	desktop	menu	.	To	make	it	easier	to	find	Google	Drive	for	desktop	when	it's	closed,	you	can	pin	it.	To	add	Google	Drive	to	your	Dock:	In	the	“Applications”	folder,	drag	the	Google	Drive	app	to	the	left	side	of	the	recently	used	apps	separator	line.	Get	started
with	Drive	for	Desktop	For	this	same	video	with	audio	descriptions,	go	to	Get	started	with	Google	Drive	for	Desktop.	When	you	open	Google	Drive	for	desktop	for	the	first	time,	or	after	your	account	has	been	disconnected,	to	log	in:	On	your	computer,	open	Google	Drive	for	desktop	.	Click	Get	started	Sign	in.	Sign	in	to	the	Google	Account	you	want	to
use	with	Google	Drive	for	desktop.	Tip:	You	can	use	up	to	4	accounts	at	one	time	with	Google	Drive	for	desktop.	Learn	how	to	use	multiple	accounts	at	the	same	time.	Use	multiple	accounts	at	the	same	time	You	can	use	up	to	4	accounts	at	one	time	with	Google	Drive	for	desktop.	Add	an	account	On	your	computer,	click	the	Google	Drive	for	desktop
menu	.	In	the	top	right-hand	corner,	click	your	profile	picture	+	Add	account.	Sign	in	through	your	browser.	Restart	Google	Drive	for	desktop.	Disconnect	an	account	Important:	If	a	streaming	account	is	disconnected,	any	offline	files	are	removed.	On	your	computer,	click	the	Google	Drive	for	desktop	menu	.	Click	your	profile	picture	Disconnect
account.	In	the	pop-up	###click	OK,	then	check	sync	status:	on	your	homepage,	the	new	"sync	status"	tile	shows	recently	synced	files	and	current	sync	activity.	it	replaces	the	previous	"activity"	view.	find	detailed	sync	activity:	a	comprehensive	list	of	all	recent	sync	activity.	get	notifications:	important	updates,	like	time-sensitive	sync	errors,	show	in
your	notifications.	use	enhanced	search:	search	directly	within	google	drive	for	desktop	to	find	all	files	from	your	streamed	google	drive	location,	unlike	windows	search	or	macos	spotlight.	tip:	for	a	quick	search,	use	a	search	hotkey	combination.	the	default	values	for	the	search	hotkey	are:	windows:	ctrl	+	alt	+	g.	macos:	[command	icon]	+	[accent
icon]	+	g.	you	can	set	up	your	hotkey	in	advanced	settings.	have	simple	sync	control:	you	can	pause	or	resume	the	sync	process	of	google	drive	for	desktop	at	any	time.	add	new	folders	to	sync:	sync	more	folders	on	your	computer	with	google	drive.	access	your	synced	files:	once	your	files	are	synced,	you	can	access	them	from	two	main	places:
through	the	drive	for	desktop	app:	click	the	folder	icon	to	browse	all	your	drive	files.	you	can	also	use	the	search	bar	in	the	app	to	find	a	specific	file.	directly	on	your	computer:	open	file	explorer	(on	windows)	or	finder	(on	macos)	and	navigate	to	the	google	drive	folder.	here	you	will	find	"my	drive,"	"shared	drives,"	and	other	synced	folders.	to	open	a
file,	double-click	it.	files	in	google	docs,	sheets,	and	slides	open	in	your	web	browser,	while	other	files	open	in	their	default	desktop	applications.	tip:	if	your	google	drive	and	"my	drive"	folder	are	empty,	you	won’t	find	the	"shared	drives"	or	"other	computers"	views.	share	your	feedback:	to	share	your	feedback	and	report	any	issues,	on	your	computer,
click	the	google	drive	for	desktop	menu	.	at	the	top	right,	click	settings	send	feedback.	looking	for	more	advanced	controls?	dive	into	topics	like	customizing	settings,	using	offline	access,	and	managing	photos	backups	in	our	advanced	drive	for	desktop	guide.
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