
To use the new Time Clock/Attendance and Online Account Management systems, you 
will need an e-mail account. If you do not currently have an e-mail account, you can 
create one at www.gmail.com. It’s free and very easy to do.

To Create an E-mail Account through Gmail:

Launch your internet browser, go to www.gmail.com, and click 1.	 Sign up for Gmail.

Complete the online form, and click2.	  I accept. Create my account at the bottom of the screen.

You can then view your e-mail account. Remember to write down your 3.	 e-mail address and  
password for future reference. To access your new e-mail account, go to www.gmail.com, enter 
your username and password, and click Sign in.

Creating a Gmail Account


