
How to Create a Gmail Account  
1. Go to gmail.com 
2. Click create account.  
3. The sign-up form will appear. Follow the directions by entering the required information. 
4. Next, enter your phone number to verify your account. Google uses a two-step verification 

process for your security. 
5. You will receive a text message from Google with a verification code. Enter the code to 

complete the account verification. 
6. Next, you will see a form to enter some of your personal information, like your name and 

birthday. 
7. Review Google's Terms of Service and Privacy Policy, then click I agree. 
8. Your account will be created. 
9. Just like with any online service, it's important to choose a strong password—in other words, 

one that is difficult for someone else to guess. For more information, review our lesson on 
creating strong passwords. 

To sign in: 

1. Go to www.gmail.com. 
2. Type your user name (your email address) and password, then click Next. 

To sign out: 

1. In the top-right corner of the page, locate the circle that has your first initial (if you've already 
selected an avatar image, it will show the image instead). To sign out, click the circle and select 
Sign out. 

How to Upload Video  
 
From iPhone or iPad 

Use the YouTube iOS app to upload videos by recording a new video or selecting an existing one: 

1. Sign in to your channel on the YouTube app. 

2. At the top of the app, tap the camera  . 

3. Record  a new video or select an existing video from your gallery. 
4. Add a title (max 100 characters) and description (max 5,000 characters) to your video.  
5. (Optional) Use enhancements: 

• Add a filter  to your video. 
• Trim your video by dragging the edges of the white box beneath your video. 

6. Tap Next 
7. In Privacy, select unlisted (only people with the link can view) 
8. Tap Upload to finish. 
9. Video will upload and then process with a progressive blue screen.  
10. Once finished, in the home tab, you will find your video. Select the three dots on the right side 

of the video and choose share. Then select copy link. The link is to your clipboard and now you 
can paste that directly in an email to send to MPS. 

http://www.gmail.com/
https://support.google.com/youtube/answer/1388383


 

From Android Device 

Use the YouTube Android app to upload videos by recording a new video or selecting an existing one: 

1. Sign in to your channel on the YouTube app. 

2. At the top of the app, tap the camera  . 

3. Record  a new video or select an existing video from your gallery. 
4. Add a title (max 100 characters) and description (max 5,000 characters) to your video.  
5. (Optional) Use enhancements: 

• Add a filter  to your video 

• Add music  to your video 
• Trim your video by dragging the edges of the white box beneath your video. 

6. In Privacy, select unlisted (only people with the link can view) 

7. Tap Next  to upload your video 
8. Video will upload and then process with a progressive blue screen.  
9. Once finished, in the home tab, you will find your video. Select the three dots on the right side 

of the video and choose share. Then select copy link. The link is copied to your clipboard and 
now you can past that directly in an email to send to MPS. 

From a Computer 

1. Sign in to YouTube. (Using your Gmail account—upper right portion of the screen there are 9 
dots, click on that. Click on YouTube from the drop down area) 

2. At the top right, select Create a video or post   Upload video. 
3. Select the file you would like to upload. Drag and drop or search for file to upload.  
4. Add a title and short description while the video uploads and processes. Indicate that the video 

is safe for kids under the audience section.  
5. Select next. Under the video elements section, you do not need to add anything. Click next 

again.  
6. The next page is the visibility section. Select unlisted, only people with the link can view and 

choose save.  
7. The next screen indicates the video has been saved. Copy the video link and email it to MPS. 
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https://www.youtube.com/

