
Parent Tech Tip: 
How to Create a Google/Gmail Account with an Existing 

Email Account

Your ES has just shared something in Google Drive with you, but when you click on the link from 
your email to access the document, Google requires you to create a Gmail account.  Don’t fret!  
You can easily create this account without creating a new email address, and this tip will show 
you how.

1) First, open your email with the shared document.

2) Select Open in Sheets.

3) Select Create account.

4) Enter your information.  Instead of selecting “Choose your username” to create a new 
gmail.com account, select “I prefer to use my current email address” then enter the email that 
you use regularly with your ES. 
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5) Select “Next step” once you have completed the remaining information and selected the 
required policies box.

6) You will be prompted to verify your email address.  To do this, select “Verify Now”.

7) Select “Agree” at the next prompt.

8) You will now see and may select “Back to Google Docs”
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9) The final step is to “Sign in as you to edit”.

10) Congratulations!  You have now created a Google account with your existing email account 
and can share Google Drive documents with your ES!
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