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What is Gmail?

Gmail today is one of the easiest and most convenient forms of communication- sending mail
electronically. There are 1.8 billion users who communicate via Gmail on a daily basis.

It has everything you are looking for:

e send an email
e chat one-on-one or in groups
e start or join video meetings to connect with your children,old friends and new friends.

It has a unique email ID that end with @gmail.com. Install your Gmail application on your
Tablet/Mobile today!

Why is it Important to Use Gmail?
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People used to communicate through sending letters to one another to stay
connected across the country or world but with technological advancements there are now
millions of people who communicate regularly via Gmail and similar platforms faster online on
daily basis.

Here is a quick look on how important it is for you to set up a Gmail account:

B !f you want to connect with your children or friends, you will need an email address to
#2% communicate.

o'j If you are attending an education program or applying for a job, you will be required to
ﬂ;/z; share your email address to be connected.

If you are making a bank account, the bank will ask you for your email address to contact
you

w If you want to setup a social media account such as Facebook, Instagram, Twitter or
other applications, all of these platforms require an email address.

How to Access Gmail on a Computer?

Step 1

Open Your Internet Browser: If you are using Chrome, you can always look for this icon on the
screen of your computer/tablet/mobile phone to open Gmail account.
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Epson Easy
Photo Print

Recycle Bin

Google
Chrome

Note: an internet browser is a place where you can look up for a particular website. There are different
kinds of internet browsers. Some of the famous and widely used are:

® Google Chrome ‘.

If you are using Apple device, you will also come across:

e Safari %

Step 2
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Type gmail.com. Once the Chrome page is open. Type “gmail.com” in the search
section of your Internet browser and press “Enter” in your computer keyboard.

V = O pod

x +

@ gmail.com

@ MNew Tab

Q,  gmail.com - Google Search
Q. gmail.com legin

Q. gmail.com sign in

Fayges you VIEW INT IS WINTQow Wor L dppean imnue Qrowvwsesn nisuory
and they won't leave other traces, like cookies, on the computer
after you close all open Guest windows. Any files you download will
be preserved, however.

Learn more
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How to Access Gmail in Tablet?

Note for trainer: Users can follow the same steps for tablets. However they can also use the G-mail
application to open their emails.

Step 1

e If G-mail is not installed, go to Play Store or App store depending on the OS.
e Type G-mail and install the App as shown here

1223d6e = 10%8

< Gmail a &
Gmail
Contains ads + In-app purchases
43% 108+ t
10M reviews Downloads Everyone ®

Connect, create, and collaborate with Gmail, part of Google Workspace.

A powerful 5 seconds

security filter

to undo send

% Q »

Gallery Chrome  Samsung Notes! Galaxy Store
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How to Sign Up?
If you do not have an email address or an account with Gmail yet, you will need to open a new account
by following the below steps:

Step 1

e After opening the Gmail page, click on “Create account” and select the “For myself” option.
Then hit the blue “Next” button in the right end corner.

® ®  cmal X  +

() @ accounts.google.com/signin/v2/identifier?hl=en-GB&continue=https%3A%2F%2Fmail.google.com&service=... o & 0 ¢

Google
Signin
to continue to Gmail

Email or phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create account m

For my child

Englis Help Privacy Terms
To manage my business

Step 2

® Inthe blank spaces add your “First name” and “Last name”.



JFS:

OTTAWA

JEWISH FAMILY SERVICES

o Inthe Username box, you can add your name and last name without space

between the words or separating it by a dot like in the picture below.

® Sometimes, the “Username” which you created is taken by someone else with the same name,
therefore you need to click on the usernames suggested by Gmail as shown below.
In this case we are selecting the 2" username (asadyaqub05) by clicking on it.
e o

G Create your Google Account x +

€ > C @ accounts.google.com/signup/v2/webcr ervi il &

inue=https%3A%2F%2Fmail.google.com&hl=en-GB&dsh=59066959... o f ¢
Google

Create your Google Account

to continue to Gmail

First name

Asad

Last name |

Yaqub

Usermame

asad.yaqub (@gmail.com ‘

@ That username is taken. Try anather.

1 2 © (=
IAvailable:"asadyaqub995 “asadyaqub05 :
3
yaqubasad2
One account. All of Google
Password Confirm working for you.
Bugay@77 Bugay@77

Use 8 or more characters with a mix of letters, numbers &
symbols

Show password

Sign in instead

e Then add a password to protect your account from others to see your personal and work emails.
A strong password should be 8 characters or more using letters, one capital letter, numbers and
symbols like @ * S !
e In the screenshot, you will see that our password is “Buqay@77”
® Press “Next” when you have filled all blank spaces with the required information
Step 3
[ J

The next step is adding your phone number for securing your account from getting hacked. This
is optional.
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® Asyou can see in the picture below, you can also add additional email
address (if available) to further secure your account. This is optional too.
e Then add your date of birth and Gender.
e C(Click “Next”

Google

Welcome to Google

@ asadyaqubos@gmail.com

Phone number (optional)

Bel v 343 ek ke

Google will use this number only for account security. Your
number won't be visible to others. You can choose later whether to
use it for other purposes,

Recovery email address (optional)

We'll use it to keep your account secure

Your personal info is private and
Day Month Year
03 June v 1997 safe
Your date of birth
Gender
Female v

Why we ask for this information

Step 4

e If you add your number for security purposes, a page like “Picture #” will come on your screen
where G-mail would like to send a code to your phone number to verify it is you.
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e Click the send button and you will receive a code on your phone which you
should type in the “picture 6” page. Then Click “Verify”

Google
Verifying your phone number

To make sure that this number is yours, Google will send
you a text message with a six-digit verification code.
Standard rates apply

I+0 (343) 262-5066

Back P .
Not now Your personal info is private and
safe
nglish (United Kingdom) ~ Help Privacy
Google

Verifying your phone number

To make sure that this number is yours, Google will send
you a text message with a six-digit verification code.
Standard rates apply

I+ (343) 262-5066

Enter verification code
G- 558255

F,

Back

Call instead

Your personal info is private and
safe



JFS: -
OTTAWA

JEWISH FAMILY SERVICES

Step 5

e If you would like to receive video calls and messages or make google services including ads click
“Yes, I'min”
e [f you don’t want any of that, click “Skip”. For the purpose of this guide, we click on Skip for now.

Google
Get more from your number

If you like, you can add your phone number to your
account for use across Google services. Learn more

For example, your number will be used to

[k Receive video calls & messages

ol
G Make Google services, including ads, more =
&
relevant to you
More options Your personal info is private and
safe

Back

English (United Kingdom) ~ Help Privacy Terms



Step 6

e After skimming
through the
terms and policy
of Gmail, click on
“I agree”

Google
Privacy and Terms

To create a Google Account, you'll need to agree to the
Terms of Service below.

In addition, when you create an account, we process your
information as described in our Privacy Palicy, including
these key points:

Data that we process when you use Google

= When you set up a Google Account, we store
information you give us like your name, email
address and telephone number.

= When you use Google services to do things such
as write a message in Gmail or comment on a
YouTube video, we store the information that you
create.

= When you search for a restaurant on Google Maps
or watch a video on YouTube; for example, we
process information about that activity = including
information such as the video that you watched,
device IDs, IP addresses, cookie data and location.

=+ We also process the kind of information described
above when you use apps or sites that use Google
services such as ads, Analytics and the YouTube
video player.

Why we process it

We process this data for the purposes described in
our policy, including to:

= Help our services deliver more useful, customised
content such as more relevant search results;

= Improve the guality of our services and develop
new ones;

= Deliver personalised ads, depending on your
account settings, both on Google services and on
sites and apps that partner with Google;

= Improve security by protecting against fraud and
abuse; and

= Conduct analytics and measurement to
understand how our services are used. We also
have partners that measure how our services are
used. Learn more about these specific advertising
and measurement partrers.

Combining data

We also combine this data among our services and
across your devices for these purposes. For example,
depending on your account settings, we show you ads
based on information about your interests, which we can
derive from your use of Search and YouTube, and we use
data from trillions of search queries to build spell-
correction models that we use across all of our services.

You're in control

Depending on your account settings, some of this data
may be associated with your Google Account and we
treat this data as personal information. You can control
how we collect and use this data now by clicking 'Mare
Options' below. You can always adjust your controls later
or withdraw your consent for the future by visiting My
Account (myaccount.google.com).

More options s

Cancel lagree
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B

You're in control of the data we
collect and how it's used



Step 7

Congratulations! Your account is ready to be used now.

= M Gmail

I— Compose

Inbox
Starred

Q
*
© snoozed
>
B

Sent

Drafts
~  More
Meet

B New meeting

E  Join a meeting

Hangouts

oAsanv +

No recent chats
Start a new one

b
L]

Q. Search mail

0o- c¢

0  Primary

06Bof 1GBused [

1)
1I1|-

% Social @ Promotions

Your Primary tab is empty.

Personal messages and messages that don't appear in other tabs will be shown here.

To add or remove tabs, click inbox settings.

Terms - Privacy - Programme Policies
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How to Sign In?
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If you already have an account with Gmail, please follow the below 2 simple steps for entering to your

account:

Step 1

e Open gmail.com in your internet
browser

e Type your Email address in the “Email
or phone” box and click “Next”

Google
Asad Yaqub

& asadyaqubO5@gmail.com v

To continue, first verify that it's you

Enter your password

Buqay@77

Show password

Forgot password?

Google
Signin

to continue to Gmail

Email or phone

asadyaqub05@gmail.com

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create account m

English (United Kingdom) ~ Help Privacy Terms

Step 2

e Now type the password of your email
and press “Next” to open your account as shown
in the picture below
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How to Use Email?

There are a few key features in Gmail that you will learn about its functions in this guide such as,
Compose a New Message, Inbox and Sent buttons.

1. How to Compose New Message?

Your Gmail interface would look similar as shown in the figure below. To write your first new
message, you may click on the “Compose” button.

& =2 O @ malgoogle.com/mailiuwinbos A B % 0N u Paused )
= M Gmail Q  Searchma z @ & 3
Oo- ¢ i 1-10f1 —
"
D Primary - Social ‘ Promotions
L inbox
*  Starred me Hello! - Dear 508 B
@ Snoozed
=  Sent B
E Drafts
v More
+
Meet

B New meeting

B Join a meet ng Terms - Privacy - Program  Last account activity: 4 hours
0.12 3B of 1536 used [ Palicies i
Hangouts etaily

a Margis 4

B E

Slart a new one
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Upon clicking, a “New Message” window will show up where you may write your message.

J Primary &% Socia @ Promotions

| New Message | X G
+

12 GB of 1

| 3=
=
0

(R
£

} |
]

T

There are Four important and basic areas to fill in the “New Message” window:

e Inthe “To” field, you may write the person’s email address you want to send your
message to. The email address usually will look like this but is not limited to:

ahmed.ali@gmail.com or ahmedali9@gmail.com

New Message



mailto:ahmed.ali@gmail.com
mailto:ahmedali9@gmail.com
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e [f you want to include another person also in the email, click on “Cc” located in the same
field as “To”, on the right side.

New Message

New Message - & X

To ahmed.ali@gmail.com

alimohamedS@gmail.com X |

e The Subject is a brief one line of text that will appear to people in their Inbox before
they open your email. We will learn what Inbox is later.

New Message

ahmed.ali@gmail.com 1 more
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® The last part is the “Email Body” where you can write your message to the recipient of
your email.

FTOM... Rl

English Class Schedule

To & Cc———  ahmed.ali@gmail.com 1 more

Subject English Class Schedule

Hello Ahmed and Ali,
| hope you are fine. | was sick yesterday and did not attend class. Would
Email Bgdy you please tell me what days and times is our English Class scheduled

for?

Thank you,

Asad

M£@1c-:-@@5ﬁ) |

Once your New Message is all set and crafted. We are ready to send our email. You may click on
the “Send” button.

Ell: 206 mb 3
w
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2. What is Inbox?

All the new emails you receive, will appear on your Inbox. It will have the Name and Last Name
of the person who sent you the email and the Subject- just like shown in the image below.

= c @  mail.google.com,mail u/0,/Finbox @ = 1 i » L :"“M,J

= M Gmail Q, Search mail = @ &3 i o

[]- : 1-1 of 1 ;T
|— Compose
m ] Primary s Soclal ¥ Promotions
T P 9:28 AM
English Class Schedule
“ Snoozed Hello Ahmed and All, | hope you are fine, | was sick yes
= Senl
B Drafts
Meet

B New meeting

Terms - Privacy Last account activity: 11

0.12 GB of 15 GB ] Program Policies hours ago

B Join a meeting used

Details
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To check what is written in the email you received, click/tap on the Subject of
the email and the message email will be shown to you as below.

€« B8 0 § © € B ® o1 < > mEm~
English Class Schedule inbex = ® 2
Asad Yagob (asadmac@gmail.com) 9:28 AM (16 minutes ago) Y7 4

to: ahmed.ali@gmail.com

Hello Ahmed and Ali,

| hope you are fine. 1 was sick yesterday and did not attend class. Would you please tell me what days
and times is our English Class scheduled for?

Thank you,
Asad

4. Reply ® Forward

To respond back to the email, click/tap on the “Reply” button, type your message in the body of
the email and click on “Send” button.

3. Where Can | Find the Email | Sent?
All the emails you send will land in your “Sent” Folder.

“ C & mail.google.comymailiu/0/#Fsent | =
= M Gmail Q  insent X I
l— Compose
LJ Inbox
* Starred

All your sent mails will appear here
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Gmail Features

“ Google Meeting

Note: To open Google Meeting, the settings are slightly different for laptop vs. a tablet or on a mobile
phone G-mail application. For this Guide, we will begin with usage of google meet on computer first

What is Google Meeting?

G-mail allows you to meet your friends, children, colleagues and loved ones to connect over a video call.
This feature is called “Meet” in Gmail.

Google Meeting is used for different purposes:

Celebrating a family event online
Work conferences

Job interviews

Project meetings

Classes

Training or workshops

and much more

*I* Nicole




Where to find Google Meeting?

For Computer Users:

Open your internet browser
Enter your username and password to
Sign-In to your G-mail to open your email
account

® Click on the 9 dots in square shape in the
right upper corner

® Asshown in the screenshot here, click on

the video camera icon where it says “Meet”

For Smartphone Users:

Al il = @ © 6501 9:07
& google meet Q 9
Google Meet - Secure video m...
3.7% 2] 100M+
1M reviews 15 MB Rated for 3+ © Downloads

Connect and collaborate easily with Google Meet

JFS:
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e
-

sial ®

Account

YouTube

Change profile o
. -
image

Y

K ¢

Q
=
o

=

Gmail

,
()
L

Drive

B 2

&

3

o

nish setting up your new Google Ac¢

Contacts Calendar

1s - Privacy - Programme Policies

3

e Inyour Tablet or smartphone, the G-mail and
Google Meeting applications should be installed

e |[f the applications are not installed, go to
Play Store (Android) and if Apple users, go to App
Store

o Search G-mail and click install. Then search
Google Meeting and install it.

e Open your account in Gmail application in
order to be able to use Google Meeting later
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How to create a meeting on your computer?

For computer users:

e Click on “New Meeting”

e Then you will be given 3 options:
o Create a meeting for later: This will help you schedule a meeting for a time in future
o Start an instant meeting: This option helps you start a meeting at the moment

L Google Meet

Premium video
meetings. Now free for
everyone.

We re-engineered the service that we built for secure
business meetings, Google Meet, to make it free and
available for all.

New meeting ‘ E Enter a code or link

Learn more about Google Meet

o) Create a meeting for later sde or link

+ Start an instant meeting

| Schedule in Google Calendar
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Option 1

e If you want to create a meeting for later, click on the first option and you will be taken to another
page where the link of the meeting will appear (see screenshot below)

Note to trainer: Please mention that all google meetings have a link (show how the link looks
like) which they can use to share or use to open a meeting call.

e Click on the - button to copy the link. Others can use the link to connect with you at the
time you ask them to meet. Do not lose the link.

Here's the link to your meeting

Copy this link and send it to people that you want to
meet with. Make sure that you save it so that you can
use it later, too.

meet.google.com/fza-vjdp-hot |D

Option 2
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e [f you want to start a meeting right away, click on the second option.
® Your meeting call will appear
® You can add other people by clicking “Add Others”

e After clicking on “Add others”, write the Email address of the person you are inviting and then
click on “Add recipient”

® You can add as many email addresses as you want and they will join you right away
OR

e You can also copy the link of the meeting as shown in the screenshot and share it with your
friends to join

Add people

o&F Invite

2

ehsanbaigis@gmail.com ’ Enter Email address first

Search results /

Add recipient

. cE=meeaigis@gmail.com

Option 3



JFS:

OTTAWA

JEWISH FAMILY SERVICES

e “Schedule in Google Calendar” option helps you create a meeting invite
which will automatically be saved in your Gmail calendar
o The calendar will notify you when the scheduled meeting is close by
o You can also add guests to invite and they will receive your meeting invite by email

Note: Trainer can explain the 3rd option only if necessary.

5 o
x1 Add title :

2: Choose time and date
10Jan 2022 2:30pm to 3:30pm  10Jan2022 Time zone

(O] Allday Doesn't repeat ~

Event Details Find a Time Guests

(W] Join with Google Meet 0O x Add guests write email address here

meet.google.com/tro-yaxr-otu - Up to 100 guest connections

Asad Yaqub
. Organiser
@ Add location
-P ehsanbalgis@gmail.com *
) Notification ¥ 30 minutes ¥ X

* Calendar cannot be shown (2)

Add notification
Guest permissions

(3 Asadvaqub @ ~ (O Modify event
Invite others

™) Busy - Defaultvisibility ~ (@)
See guest list

U B I U = = &

A

3 Add description
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How to Open Meeting Invites?

If your colleague or your friends have invited you to a Google meeting, you will usually receive the invite
through E-mail or they will share the link of the meeting with you through other platforms of
communications such as text message.

Invites sent my Email can be seen as following:

1-50 of 267

Promotions

GoodLife Fitness, Uber Eats, la ...

[J Primary &% Social

asadyaqub05 Invitation: English Class @ Mon 10 Jan 2022 2:30pm - 3:30pm (EST).. [&] 14:31

»

This is a screenshot of the meeting invite received. It’s subject will appear as “Invitation:

Invitation: English Class @ Mon 10 Jan 2022 2:30pm - 3:30pm (EST) (ehsanbalgis@gmail.com) &5 ©

Inbox x
asadyaqub05@gmail.com @ 14:31 (13 minutes ago)  Y¥  4
tome ¥
[ Jan | English Class Agenda
1 0 View on Google Calendar Mon 10 Jan 2022
Mon pr When  Mon 10 Jan 2022 2:30pm - 3:30pm (EST) No earlier events

Who asadyaqub05@gmail.com* 2:30pm English Class

_> Yes Maybe No More options

No later events

You have been invited to the following event.

English Class
| When Mon 10 Jan 2022 2:30pm — 3:30pm Eastern Time - Toronto | more details »

Joining info  Join with Google Meet
Meeting invite link in blue

meet.google.com/tro-yaxr-otu

Calendar ehsanbalgis@gmail.com

Who « asadyaqubO05@gmail.com- organiser

« ehsanbalgis@gmail.com

Going (ehsanbalgis@gmail.com)? Yes - Maybe - No more options »

Invitation from Google Calendar

You are receiving this email at the account ehsanbalqis@gmail.com because you are subscribed for invitations on calendar ehsanbalgis@gmail.com

When you open the invitation email, you will see the meeting invitation link in blue which you can
click to join a call.
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After clicking on the meeting link, you will be taken to another page where you
should click on “Ask to Join” as shown in the screenshot below:

Ready to join?

Camera is off p—
Ask to join Present

=

[ Check your audio and video



For smartphone users:
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Opening your Google meeting on a smartphone is slightly different. You will need to install the

application first to be able to use it.

The buttons are similar to that of a computer in Google meet application:

9:41 AM

BAB

Google Home Chrome Meet

XL

Google Calendar Google Gmail

¢

B8

Does - Slides

Classfoom

Sheets

ull 9:41 AM

J 100% @) 4

Meet 0

OR

Join with a code

- @

Get a link you can share

Tap New meeting to get a link you can send to people
you want to meet with
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Google Meeting Features

Some of the Basic features of Google Meet that will be covered for workshops are:

e Audio (Mute and unmute option): If you click on this button and it turns red, it means people
will not be able to hear your voice. Click again if you want to be heard!

e Video camera: If you click on this button and it turns red, it means people will not be able to see
you. Click again if you want to be seen!

e Sharing screen: If you would like to share your computer screen to show a document or picture
to other call participants, click on share screen button.

e Chatting while in a meeting: You can use this option to chat with other participants during the
video call.

e End call button: If you no longer wish to continue the meeting, click on this button to exit.

Your meeting's ready

2t Add others

Or share this meeting link with others that yo
want in the meeting

Share link of the
meeting for
others to join

meet.google.com/cgj-oedc-opa |_D you

@ People who use this meeting link must get your
permission before they can join.

Joined as asadyaqub05@gmail.com

Video: this
means Chat during

they can’t s on your End Call meeting
screen here
see you

Mute: this
EEGH
they can
hear you

Share what

cqgj-oedc-opa
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Look Out for Scam Emails

Since electronic
mail has become
part of our daily
communication,
phishing or email
fraud has also
increased.

According to
Gmail, “Phishing is
an attempt to
steal personal
information or
break in to online
accounts using
deceptive emails,
messages, ads, or
sites that look
similar to sites you
already use.”

For example, a phishing email might look like it's from your bank and request private information about
your bank account.

How to Protect Myself?

® Save your G-mail password somewhere safe and never share it with anyone else.
e Don't respond to requests for your private info over email, text message, or phone call.

® Only give out contact info like your email address or phone number to a website if you’ve confirmed
it’s reputable. Don’t post your contact info on public forums.
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Best Practice for Password

To continue, first verify that it's you

Google
Asad Yaqub

& asadyaqubO5@gmail.com v

Your email is protected by a specific password which
you create when you are making a new account with
Gmail or any other mailing platforms.

Since there are potential threats for your personal

Enter your password information to be stolen or hacked, a strong password is
Buqay@77 key to saving you from internet hackers.

Show password

Below are a few suggestions and examples for creating a strong password:

Lo

Don’ts

e Don’t use short passwords such as: “dog” / “123phone” / “people00” and etc.

e Don’t use passwords that are easily predictable. For example, “123456” / “Password” /
“Football” or “1111111” and etc

e Don’t use your name, date of birth, and social security number or bank account number as your
password: “Cathy12” / “February121994” / “456097120” and etc
Do’s

e Use longer passwords. For example, use more than 8 characters: “JySIf90@@Wp!”

e Use a combination of letters, number, capital letters and symbols: “@LoEv3ra8456W”

e Change your password every other month

e Use random passwords



