FIRST-TIME ACCESS TO THE STUDENTS’ EMAIL ACCOUNT

1. On your browser (Google Chrome or Mozilla Firefox) search Gmail

gmail
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About 2,410,000,

results ((

https:/fwww.google.com > gmail ~

Gmalil - Google
Gmail is email that's intuitive, efficient, and useful.
access.

Email from Google
Gmail is available across all your
devices Android, iOS, and ...

X

© Maps i More Settings

15 GB of storage, less spam, and mobile

Sign in to Gmail
Sign in - On your computer, go to
gmail.com. - Enter your Google ...

More results from google.com »

https:/faccounts.google.com > AddMailService

Sign in - Google Accounts
Sign in. Use your Google Account. Email or phone. Forgot email? Type the text you hear or see.
Not your computer? Use Guest mode to sign in privately.

https:/faccounts.google.com » SignUp +
Create your Google Account - Google Accounts

A single username and password gets you into everything Google (Gmail, Chrome, YouTube,
Google Maps). Set up your profile and preferences just the way .

Tools

Gmail <

Website

Gmail is a free email service provided by Google. As
of 2019, it had 1.5 billion active users worldwide. A
user typically accesses Gmail in a web browser or the
official mobile app. Google also supports the use of
email clients via the POP and IMAP protocals.
‘Wikipedia

Users: 1.5 billion (October 2019) e

2. Input your student email address as XXXXX@student.embuni.ac.ke where XXXX

is the middle number of your registration number B123/XXXXX/2020 as shown

below.
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Google
Signin

to continue to Gmail
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Forgot email?

Not your computer? Use Guest mode to sign in privately.

Learn more

Create account
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3. Click next to input your password. The default password will be provided on
your admission letter. If not reach out to ICT Office. Once you input your
password click next.

[ & accounts.google.com/sig

Google

Welcome
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[ Enter your password

[J  Show password

Forgot password? m

English (United States) ~ Help Privacy Terms

4. Once you click next you will be prompted to change the password by creating a
new one. Create a strong password (A strong password must contain at least 8
characters and have a combination of capital and small letters, numbers and
special symbols like @#$!*). You will be using this password that you create in this
step to access your student email account

@ Change Password x
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Google

Change password for
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Learn more about choosing a smart password

@

Create a new, strong password that you
don't use for other websites.

Create password

\Cﬂmlrm password

Change password




5. When you click change password you will be required to set up email password
recovery by enabling 2-step verification. Click enroll

@ Dontget x +
q

A & myaccount.google.comvinterstitials/twosvrequired

‘Your domain will soon enforce 2-Step
Verification to ensure better account
security.

This policy will be enforced from Jun
30, 2021 which means that you will be
asked to enter a one time password
when signing in.

To avoid being locked out of your
account please enroll into 2-Step
Verification now.

rn rgore about 2-Step Verification.

Do this later
Google  Privacy&Tems  Help  Feedback [English (Unted States)  v| -
6. After clicking next you will be required to set up your phone for recovery. Input
your active phone number and then select text message to get codes.

Google Account @ i e

< 2-Step Verification

Let's set up your phone

hagohone number do you want to use?
E - |

Google wil only use this number for account security
Don't use a Google Voice number,
Message and data rates may apply

How do you want to get codes?

@ Textmessage () Phone call

You may also use Google prompt on your smartphone instead of getting an SMS$
code. Click more options then click on Google prompt. And then click next.

Note for the Google Prompt function to work you need to first login to your
student email on your phone’s Gmail app. (Navigate to Gmail on your phone on
the icon at the top right, then click on add another account, choose google and
follow the prompts)
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Google Account @ = e

<« 2-Step Verification

Let's set up your phone

What phone number do you want to use?
=

Google will only use this number for account security.
Don't use a Google Voice number
Message and data rates may apply.

How do you want to get codes?

@ Text message O Phone call

‘Show more options

Security Key

A small physical device used for signing in
\ Google Prompt NEXT

Get a Google Prompt on your phone and just tap Yes to sign in

Privacy Terms Help  About

Once you are done click next and you will be presented with the screen below
and an SMS or a Google prompt will be sent to your phone through the phone
number you used in step 6. Input the code or confirm on the Google prompt on

your smartphone to proceed.
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Google Account @ e

« 2-Step Verification

Confirm that it works

Google just sent a text message with a verification code to -

Enter the code

Didn't get it? Resend
BACK Step 20f 3 NEXT

Privacy Terms Help  About

The window below will be presented when you click next or confirm on the
Google Prompt or Phone Number. Click turn on to enable 2-step verification.



@ 2-Step Verification
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< 2-Step Verification

@

It worked! Turn on 2-Step Verification?

Now that you've seen how it works, do you want to turn on 2-Step Verification for your Google
Account 123456@student.embuni.ac.ke?

Step 3 of 3 TURN ON

Privacy Terms Help  About

9. To access your Inbox, click on the icon at the top right corner as shown below
and select Gmail and your Inbox will open.
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