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Reach new customers and grow your business with Google Ads, Google's online advertising program. These guides are designed to get you up to speed quickly, so you can create successful ads and turn your advertising investment into revenue. Just pick the path that's right for you to begin! 1. Google and Greenberg mWeb and App Study, US Only,
Q2 2021. To sign up for Gmail, create a Google Account. You can use the username and password to sign in to Gmail and other Google products like YouTube, Google Play, and Google Drive. Important: Before you set up a new Gmail account, make sure to sign out of your current Gmail account. Learn how to sign out of Gmail. From your device, go to
the Google Account sign in page. Click Create account. In the drop down, select 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 increased storage, professional email addresses, and additional features. Learn about Google Workspace pricing and plans. Try Google Workspace The username I want is taken You cant 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 example@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 toimpersonate 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 Android 5 or later devices only An Android Work Profile can be set up on an Android device
to separate work apps and data from personal apps and data. With a Work Profile you can securely and privately use the same device for work and personal purposesyour organization manages your work apps and data while your personal apps, data, and usage remain private. Note: Work Profile apps can't access SMS/MMS data from the personal
profile on Android 11+. If your organization supports enrolling devices to use a Work Profile, your IT department should provide instructions on how to add one to your device. Does my device have a Work Profile? Go to Settings Passwords and accounts. If you have a Work Profile, you will see a work tab with Work Profile settings listed underneath.
Work profile settings are also searchable in your devices main Settings on Android 14 or later.How do I access my work apps? Work apps are marked with a briefcase icon so you can distinguish them from personal apps. To access your work apps: Swipe up from the bottom of your screen to the top. Tap the "Work" tab. Tap the app that you want to
open. If your work app icons are gray, your work profile may be paused. Learn how to pause or turn on your work profile. How do I delete my Work Profile? You can only delete your Work Profile if you personally own your device or your organization relinquishes ownership of a company-owned device to you. To delete your Work Profile: Go to Settings
Passwords and accounts Tap the Work tab Remove Work Profile. Tap Delete to confirm the removal of all apps and data within your Work Profile. Ensure that the policy app ("Device Policy") is uninstalled and not present on your device. After the Work Profile is deleted, all local data on the device within that profile is deleted. You can also remove all
apps and data (both personal and work) by factory-resetting your device. Learn more about your work profile What can my organization see and manage on my Work Profile device? Pause orturn on your Work Profile Turn your Work Profile location on or off Lock your Work Profile Control Work Profile notifications Calls, texts, and contacts in your
Work Profile Connect your work and personal apps You can set up Google Workspace on an Android device so that you can access your work or school account on the go. You can use your own personal device or one from your company. If your company uses mobile management to keep data safe, you might need to install a Google device policy app
on the device and create a work profile. Before you begin To get started, you need a Google Workspace account and an Android device. If you dont have a Google Workspace account, sign up for a trial today. These instructions are for users with Pixel devices running Android 8.0 Oreo or later. If you have a different device, setup might vary. When you
set up a personal device with a work profile or for work only, or when you set up a company-owned device, the backup tool in device settings is not available. Expandall|Collapseall Step 1: Add your Google Workspace account to the device Im using my own personal device Choose an option: If you have a new or factory-reset device, start the device
and follow the prompts to get to the Google sign-in screen. If your device isnt new, tap SettingsAccountsAdd accountGoogle. If prompted, enter your device password. Enter your Google Workspace email address and tap Next. Your Google Workspace address is the email address that you use for work or school. Enter your password and tap Next. To
accept the Terms of Service and Privacy Policy, tap I agree. If prompted, tap MoreNextNext and choose an option: Tap Use for work only. Tap Use for work & personal. What you see next depends on how your administrator wants to manage your device: If youre asked to create a screen lock, tap Next and follow the steps. After the screen lock is
created, youre done. You can access your work apps and data on the device. If youre asked to install a device policy app, go to Step 2. If you dont see any prompts, youre done. You can access your work apps and data on your device. For details about how your admin manages your device, see How your device is managed. Im using a company-owned
device If the device was already in use, do a factory reset. Tap SettingsBackup & resetFactory data resetfollow the prompts. On the home screen, tap Start. Connect to a mobile network or tap the Wi-Fi network that you want to use. Once connected, the device might check for updates. When prompted, choose an option: Copy your data from another
device or the cloud. Set up the device as a new device. Sign in with your Google Workspace email address and tap Next. Your Google Workspace address is the email address that you use at your organization. Enter your password and tap Next. To accept the Terms of Service and Privacy Policy, tap I agree. When prompted, tap Accept & continue to
set up your device for work. Note: If you get a prompt to install a device policy app, go to step2(below). Follow the prompts to set up security features. Use these steps if your device prompts you to install or update the Android Device Policy app, the Google Apps Device Policy app, or a work profile. Learn more about how your device is managed.
Install the Android Device Policy app This app allows your administrator to manage your device and control some settings. For example, your administrator might want you to set a screen lock on your device. At the prompt, tap Install. Tap Install. Tap Accept & continue to create a work profile on the device. Tap Next and follow the prompts to set up
your work profile. If prompted, tap Start and follow the steps to set a screen lock for your device. Tap InstallNext to install work apps. Tap Done. Create a work profile A work profile keeps your personal and work apps and data separate on a device. Creating a work profile is recommended so that your administrator doesnt accidentally delete your
personal apps or data from the device. Tocreate a work profile: At the prompt, tap Accept & continue. Tap Next and follow the prompts to set up your work profile. If prompted to set a screen lock for your device, tap Start and follow the steps. Tap InstallNext to install work apps. Tap Done. If you didnt create a work profile, you can open an app and
sign in using your Google Workspace account to access your work or school data. If you already use an app, such as Gmail, with your personal account, you can switch to your work or school account. For details, see Switch accounts. If you created a work profile on your device, work apps are marked with a Briefcase . You might see work apps on your
home screen. You can also access all work apps from your work profile. To access all apps, swipe up. Tap Work. (Optional) To find and install more work apps, go to managedGoogle Play. Note: Depending on your organizations settings, you might not be able to install certain apps. For help, contact your administrator. How your device is managed
Your administratorcan set security policies on your device to protect data and make the device more secure. They can also erase work data from your device if you lose it. Depending on the level of device management that your administrator uses, you might need to install an app that enforces security policies on your device. For details, see About
Android Device Policy. Related topics You can use Classroom in your school to streamline assignments, boost collaboration, and foster communication. Classroom is available on the web or by mobile app. You can use Classroom with many tools that you already use, such as Gmail, Google Docs, and Google Calendar. What can you do with Classroom?
User What you can do with Classroom Teachers Students Guardians Education leaders When you visit a class, you have the same permissions as a co-teacher. You can: Co-teachers and visitors to a class cannot: Delete a class. Remove the primary teacher. Mute another teacher in a class. Administrators Related topics Post to the help community Get
answers from community members You can find and open your files from Google Drive on your computer with Drive for desktop. You can use Drive for desktop to keep your files in sync between the cloud and your computer. Syncing is the process of downloading files from the cloud and uploading files from your computers hard drive. After syncing,
the files on your computer match the files in the cloud. If you edit, delete, or move a file in one location, the same change happens in the other location. That way, your files are always up to date and can be accessed from any device. On this page Install and openDrive for desktop Open files on your desktop Set up sync Install and open Drive for
desktop To download Drive for desktop: DOWNLOAD FOR WINDOWS DOWNLOAD FOR MAC On your computer, open: GoogleDriveSetup.exe on Windows GoogleDrive.dmg on Mac Follow the on-screen instructions. Tip: You might not be able to use Drive for desktop, or your organization might install it for you. If you have questions, ask your
administrator. To open Drive for desktop: You can find Drive for desktop Menu in a different place, depending on what computer you use: Windows: At the bottom right of your screen. Mac: At the top right of your screen. Open files on your desktop When you install Drive for desktop on your computer, it creates a drive in My Computer or a location in
Finder named Google Drive. All of your Drive files appear here.Any new files or folders you create in Drive or Drive for desktop sync and appear on all your devices. Click Drive for desktop click your nameOpen Google Drive. In My Drive or Shared drives, double-click the file that you want to open. Files created by Google Docs, Sheets, Slides, or
Forms open in your browser. Other files open in their regular applications on your computer. Set up sync You can manage how much local storage you use and where your content is located by configuring Drive to stream or mirror your files and folders. Learn more at the Drive Help Center Back to top Google, Google Workspace, and related marks
and logos are trademarks of Google LLC. All other company and product names are trademarks of the companieswith which they are associated. Next: Use both Excel & Sheets: Best practices You can open Sheets in any of the following ways: Any web browserGo to sheets.google.com. Google DriveClick NewGoogle Sheets and create from scratch or
from a template. Most Google pagesIn the upper-right corner, click the App Launcher Sheets. Android devicesInstall and open the Android app. Apple iOS devicesInstall and open the iOS app. Note: The instructions in this guide are web only. (Optional) Add multiple Google Accounts Have multiple Google Accounts? Quickly switch between them with
Chrome profiles. Note:Dont have Chrome Browser yet? See instructions on how to installChrome. In Chrome Browser, in the top-right corner next to the address bar, click your profile image. Click Manage People. Click Add Person. Enter a name, choose an image, and click Add. Sign in with the Google Account you're adding. All settings and
bookmarks automatically sync. Click your profile image and choose a different profileto switch between accounts. If youre unsure which account youre currently using, click your name and see which profile is at the top. Create a browser bookmark In Chrome Browser, open Sheets. Note:If you prefer to open spreadsheets from Google Drive, open
Drive instead. In the top-right corner, click MoreBookmarks. Make sure that Show Bookmarks Bar has a check next to it. In the address bar, click Bookmark . If youre not using Chrome, follow your browsers instructions to bookmark sheets.google.com. Add a Sheets desktop shortcut (Windows only) If youre using Microsoft Windows, you can add a
shortcut to Sheets on your desktop. Go to your desktop and right-click. Choose NewShortcut. For the location, enter . (Optional) To name your shortcut, enter a name. Click Finish. Work offline (Chrome only) When you turn on offline access, your most recent files are automatically saved for offlineuse. Install the Google Docs Offline extension. In
Drive, click SettingsSettings. In the Offline section, check the Create, open and edit your recent Google Docs, Sheets, and Slides files on this device while offline box. Click Done. Right-click a file and turn on Available offline. To learn how to access files offline from your desktop or mobile, see Access stored Drive files without the internet. Back to top
Google, Google Workspace, and related marks and logos are trademarks of Google LLC. All other company and product names are trademarks of the companieswith which they are associated. Post to the help community Get answers from community members
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