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Enable Two-Factor Authentication (2FA):
o Activate 2FA for your Gmail account.
o Choose a strong authentication method (e.g., phone prompts, authenticator app,
security key).
o Ensure backup options are set up in case you lose access to your primary
authentication method.
Regularly Review Account Activity
o Periodically check your Gmail account activity for any unusual logins or
suspicious activity.
o Review login locations, devices, and timestamps to identify any unauthorized
access.
Beware of Phishing Attempts
o Exercise caution when clicking on links or downloading attachments from
unknown or suspicious emails.
o Verify the sender's email address and scrutinize email content for signs of
phishing (e.g., misspellings, urgent requests).
Keep Software and Apps Updated
o Regularly update your operating system, web browser, and Gmail app to patch
security vulnerabilities.
o Enable automatic updates whenever possible to ensure timely installation of
security patches.
Use Strong, Unique Passwords
o Choose a complex password consisting of a mix of letters, numbers, and special
characters.
o Avoid using easily guessable passwords or reusing passwords across multiple
accounts.
o Consider using a password manager to generate and securely store unique
passwords for each account.
Utilize Gmail's Built-in Security Features
o Enable Gmail's spam filter to automatically filter out suspicious emails.
o Turn on Gmail's malware detection to prevent harmful attachments from reaching
your inbox.
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o

Use Gmail's encryption features to secure your emails in transit and at rest.

Regularly Backup Important Emails

o

o

Backup critical emails by exporting and archiving your Gmail data.
Set up automatic backups or manually export emails to ensure you have copies
in case of data loss or security incidents.

Stay Informed and Educated

o

Keep yourself updated on the latest security threats and best practices for email
security.

Educate yourself on common phishing techniques and how to identify and avoid
them.

Participate in security awareness training programs to enhance your knowledge
and vigilance.

Secure Your Devices and Networks

o

O

Secure your devices with strong passwords or biometric authentication.

Use reputable antivirus software and keep it updated to protect against malware
and other threats.

Ensure your home and work networks are secure by using encryption and strong
passwords for Wi-Fi access.

Be Vigilant and Report Suspicious Activity

©)
O

Report any suspicious emails or security incidents to Gmail's support team.
Monitor your inbox for any unusual activity or unexpected changes to your
account settings.

Stay vigilant and trust your instincts—if something seems off, take action to
protect your account.



