
STEP BY STEP GUIDE ON HOW TO USE AND ACTIVATE THE NEW GSUITE EMAIL 

ACCOUNTS 

A. USING THE ACCOUNT 

STEP 1: 

Open google chrome browser or any other browser 

STEP 2: 

Type gmail.com 

Select; add another account 

STEP 3: 

Then add your university email for example: sbeautiful.eng@busitema.ac.ug 

Then put your password 

STEP 4: 

After a successful login, you will get the interface below and then you can start using any of those 

applications that you need. 

 

NOTE: 

Incase you forget your password, use your private email and send the complaint to 

techsuppport@busitema.ac.ug and specify your need. 
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B. ACTIVATION 

STEP :1 

When you receive an email on your personal mail provided, it will show the message below. 

It will task you to sign in so as to create your own password. 

 

STEP 2: 

Click on sign in to create your own password, the window below will appear 

 



Select, I understand, the window below will appear asking you to change your password 

STEP 3: 

Put a password of your choice, at this point ensure you choose a strong password, mixing capital letters, 

symbols and numerics. 

 

then after select change password; 

Your account is now secure and ready to be used. 

At successful login, you will get the screen below 

 

You can start using any of those applications that you need. 


