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The Mobile Office System That Works

Keys To The Mobile, Global Office

• A Powerful, Organized Email System

• A convenient phone and Voicemail system

• Photos and Video Marketing/SEO

• Social Media Platform Engagement

• One-of-a-Kind Document Management

• Time Management & Productivity

• A Competent CRM

• Data Security 



Gmail Google Drive

Google Workspace

Google Calendar

BlogSpot
Google Chrome

Photos

Google Meet

Maps

Voice

The

Google
Universe



Client Relationship 

Management 

System

• Communication

• Productivity

• Marketing

• Sales Management

CRM



The Three Steps To Building Your CRM 

Step One: Start with what you already have

• Go through each of your contacts, looking for empty spaces

• Fill those gaps as much as possible, with a focus on future marketing
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The Three Steps To Building Your CRM 

Step One: Start with what you already have

• Go through each of your contacts, looking for empty spaces

• Fill those gaps as much as possible, with a focus on future marketing

• Step Two: Customize, categorize and downsize

• Create custom categories, and identify who goes where

• Place contacts in multiple categories if possible

• Delete or archive contact information you no longer need or use

Step Three: Back up your data and share it on the cloud

• Export your entire database and save it on an external disk

• Export and copy your data into Gmail or another online PIM system

• Store a copy in an online file storage server- it  can easily be shared from here

• Set a weekly date for backing up and renewing stored data



Select Menu > Import and Export > Export to a file (MS Outlook)



Select Menu > Import and Export > Export to a file (Outlook 2007)



Select Comma Separated Values (Windows)



Save the file to an easy to find folder on the computer



Map the custom fields – choose the fields you want to  export



Save the file



Open Contacts, select Create Label from the left column



Select Import, and then Select File

Choose the saved CSV file from the computer

Import the file into Google Contacts



Files will import to a specific group,

Imported on today’s date

Click on the first entry to open the menu



Open any contact and fill in the blanks

Add personal data, i.e. birthday and anniversary

Create custom fields to build a complete profile



Advanced User Tips and Tricks

Send emails that self-destruct after a certain amount of time
With the latest version of Gmail, you can send emails that will automatically erase themselves out of existence after some 

amount of time. They don’t allow recipients to forward them to anyone else, either, so they’re perfect for when you need to 

send super-secure emails that are for the recipient’s eyes only. To send a self-destructing email, start by composing a new 

message. Next, look at the row of icons near the “Send” button and find the one that looks like a padlock with a clock on it.

That icon toggles “confidential mode” on or off.

Send an email that requires recipients to go through 2-step verification to read.
For an even deeper level of security, you can use “confidential mode” to enable 2-step verification on emails you send. This 

means that your recipient must enter a code sent via SMS to their phone in order to open the email.

Grant someone else access to your Gmail account without revealing your Gmail password.
If you need to grant Gmail access to someone else, you can do so by delegating account access. This is useful if you need to 

give your assistant access to your account, or if you’re planning on being out of the office for an extended amount of time).

The process to set up and remove account delegates can be found here.

https://support.google.com/mail/answer/138350?hl=en


Advanced User Tips and Tricks

Automatically open your next email.
If you want to speed up the process of going through your inbox in the morning, you can do so by enabling “Auto-advance” 

within the Settings area, in the “Advanced” tab. Whenever you archive, mute, or delete an email, it’ll automatically display the

next email in your inbox. This is one of those Gmail tips that doesn’t seem to save a lot of time individually, but over the 

course of hundreds or thousands of emails, the time savings can quickly add up.

Preview Emails in a Pane
Most desktop email programs like Outlook offer a preview—you click the message in a list and see it in another pane of the 

window. In Gmail, turn this on under Settings > Inbox > Reading pane > Enable reading pane. Then scroll down and click 

Save changes. Your browser window will refresh, and when it loads, you'll see a four-line drop-down menu on the top right. 

Click it to select how you want to preview your messages: below your email (horizontal split) or to the right (vertical split). 

When there's no message selected, the pane provides a preview of how much space your messages are using out of your 

allotted space.



Advanced Google Calendar Secrets 

Google Calendar, as the foundation of your time management system allows the 

ability to successfully keep multiple schedules and maintain productivity



Advanced Google Calendar Secrets 

The Google Calendar App has significant advantages compared to paper time 

management systems:

• Much easier to transport, easier to access

• Separates calendar events by multiple categories

• Digital Assistant keeps you up-to-the-minute with alarms and notifications

• Backed up for safety and security on the Google Cloud

• Share calendars with others that update in near real-time

• Make a calendar publicly accessible online and searchable 



Advanced Google Calendar Tips & Tricks

• Change how your calendar week starts: 

In Settings > View Options, select the day to start your week (Sat, Sun or Mon)

• Create a custom calendar view:

In Settings > View Options, choose a custom view. In the calendar, press 4 to open.

• Manage appointments through multiple time zones

In Settings > Time Zone, click to allow secondary zone, then select.

• Easily share a calendar:

In Settings > Settings for my calendars, click calendar, add email and permissions.

• Peek at a colleague's agenda on a shared calendar:

Create event, add them as a guest; Click “Find time” and select a time to schedule.



Advanced Google Calendar Tips & Tricks

Keyboard Shortcuts

• Switch calendar views easily: 

1or D for Day, 2 or W for week, 3 or M for month view. Wherever you are in the

calendar, click T for today.

• Create an event with one click:

Press C

• Go to any date on the calendar

Press G

• Quickly adjust an event:

Left-click to get popup details, right-click to change color or delete

• Advanced search:

Press / then click the arrow to the right



Google Calendar Is Time Management 

Any professional who wants to maintain success must have an organized time 

management system in place.   

The principles of time management has not changed, but with new tools the 

process has improved, made easier and is more effective than ever before.

• The calendar apps are smaller, easier to use.

• Set alarms and reminders to stay on schedule

• A synchronized backup protects your calendar events

• Sharing calendars with others makes collaboration easier 



Time Management Tips and Useful Ideas 

1. Start your day with a clear focus.
The first work-related activity of your day should be to determine what you want to achieve that day and what 

you absolutely must accomplish. Come clear on this purpose before you check your email and start 

responding to queries and resolve issues. Setting a clear focus for your day might require as little as five 

minutes but can save you several hours of wasted time and effort.

2. Have a dynamic task list.
Capture the tasks and activities you must do on a list and update it regularly during the day. Revisit this list 

frequently and add new items as soon as they appear. Make sure your list gives you a quick overview of 

everything that’s urgent and important and remember to include strategic and relationship-building activities as 

well as operational tasks.

3. Focus on high-value activities.
Before you start something new, identify the activity that would have the most positive effect on your project, 

your team, and your client if you were to deal with it right now. Resist the temptation to clear smaller, 

unimportant items first. Start with what is most important.

To help you assess which activities to focus on first, ask the following:

• What does my client or my team need most from me right now?

• What will cause the most trouble if it doesn’t get done?

• What is the biggest contribution I can make right now?

• Which strategic tasks do I need to deal with today to help us work smarter tomorrow?



4. Minimize interruptions.
The more uninterrupted time you get during the day to work on important tasks, the more effective you’ll be. 

Identify the activities that tend to disrupt your work and find a solution. Basically, one of the most essential time 

management skills is to not get distracted. For example, avoid checking emails and answering the phone when 

you’re in the middle of something important. Once you have broken your flow, it can be difficult to reestablish 

it. Instead, discipline yourself to work on a task single-mindedly until it’s complete.

5. Stop procrastinating.
If you have difficulties staying focused or tend to procrastinate, you may benefit from creating an external 

commitment for (deadline) yourself. For instance, schedule a meeting in two days’ time where you’ll be 

presenting your work and by which time your actions will have to be completed. It’s also very effective to 

complete the most unpleasant tasks early in the day and to allow yourself small rewards once you’ve 

completed them.

6. Limit multi-tasking.
Many of us multi-task and believe we’re effective when we do so, but evidence suggests that we can’t 

effectively focus on more than one thing at a time. In order to stop multi-tasking, try these tips: Plan your day in 

blocks and set specific time aside for meetings, returning calls and for doing detailed planning and analysis 

work at your desk. Whenever you find yourself multitasking, stop and sit quietly for a minute.

7. Review your day.
Spend 5-10 minutes reviewing your task list every day before you leave the office. Give yourself a pat on the 

back if you achieved what you wanted. If you think your day’s effort fell short, decide what you’ll do differently 

tomorrow in order to accomplish what you need to. Leave the office in high spirits determined to pick up the 

thread the next day.

-Susanne Madsen, Liquid Planner newsletter



How Google Drive Is An Essential Part Of Your Mobile Office 

As a file storage and sync service, Drive provides a way to open/edit documents, 

share and collaborate with them from the office or anywhere worldwide . 

The ability to be better responsive and more prepared to meet a client’s needs     

is an essential process of a successful business.

• Open and edit documents, spreadsheets, etc.

• Send/receive updated files from phone or PC 

• A synchronized backup protects your files

• Share documents with others and collaborate in real time

• Files can be linked to post online in social media, blog posts, etc.



How Google Drive Is An Essential Part Of Your Mobile Office 

Create documents primarily for the purpose of sharing content online, to provide 

easy access to information, and to improve your ranking in a Google search. 

• Create forms for real-time data collection, surveys, evaluations, etc.

• Develop graphic materials, flyers, posters, etc. for distribution  

• Create pre-determined map routes and share with prospects

• Create single-page websites of your listings, advertisements, etc.

• Post/share content online, in social media, blog posts, email, etc.



Google Forms

Google Forms is very useful to create registrations, surveys, 

questionnaires, data collection forms, even quizzes.

• Send the forms by email or text, or share on your website, blog page and all 

compatible social media platforms

• Responses are compiled in real-time, and can be shown as in chart form, 

individual responses or CSV spreadsheet

• Forms are great to collect client information, for customer service surveys, 

HOA questionnaires, even having fun at social gatherings!

• Build a contact database, using forms to grow your list with social media 

connections (LinkedIn, Twitter, Facebook, Instagram)



Google Drawings

With Google Drawings, create visual content that is 

impactful, informative and conveys your message 

effectively.

• Use your creativity to design flyers, bulletins, posters and more 

• All drawings files are stored on the cloud, and can be viewed or shared on 

mobile devices

• Use Drawings to create marketing materials to be displayed on the Internet, 

as visual posts on social media and blogs, and as content on your website.

• Add active links to drawings to connect to documents, maps, sites and 

more



Google My Maps

Google My Maps blends the power of Google maps and GPS 

data to create a travel experience you can rely upon and 

share with others.

• Google My Maps can easily create a travel itinerary of multiple destinations

• Add multiple locations as destinations, create a travel route connecting all 

locations. Select between driving, walking, cycling or public transportation.

• Share the saved map with others by email, text or social media.

• End users can import the saved map into Google Maps on their mobile 

phone for point-to-point navigation.



Google Sites

Google Sites is an easy to use yet powerful tool 

• Use Google Sites to create and publish fully functional web pages, ready to 

post to the Internet

• Easy to use with plug-and-play components, it is a simple process to create 

a separate web page for each of your listings, complete with links to other 

content such as websites, contact information, video or photo galleries 

• These Sites, once published on the Internet can impact your Google SEO



Search Engine Optimization
Learn these secrets and increase your ranking



Search Engine Optimization
Learn these secrets and increase your rankings

Search engine optimization (SEO) is the process of affecting the 

online visibility of a website or a web page in a web search 

engine's unpaid results—often referred to as "natural", 

"organic", or "earned" results.



1. Links

2. Content

3. RankBrain

The 3 Top Factors
Of how your sites are ranked during search



GoogleBot

Google’s SEO Tools

Googlebot is Google's web crawling bot 

(sometimes also called a "spider").

Crawling is the process by which 

Googlebot discovers new and updated 

pages to be added to the Google index.

Google uses a huge set of computers to 

fetch (or "crawl") billions of pages on the 

web. Googlebot uses an algorithmic 

process: computer programs determine 

which sites to crawl, how often, and how 

many pages to fetch from each site.



GoogleBot

Google’s SEO Tools

RankBrain



Google’s SEO Tools

RankBrain

RankBrain is an artificial intelligence 

(AI) component of Google's 

Hummingbird search algorithm.

RankBrain uses machine learning to 

filter results and improve the way Web 

pages are positioned in search engine 

results pages (SERP). 

Machine learning software gathers 

information that is not specifically 

provided to it.



Google’s SEO Tools

RankBrain

How does RankBrain work? as a 

machine-learning artificial intelligence 

(AI) system, it actually learns information 

from the information that Googlebot has 

indexed.

It ranks sites by a number of criteria 

including:

1. Unique visits to a site

2. Useful, quality content of the site

3. Quality of backlinks to the site

4. Time spent on the site



Content Length

There is no clear rule of thumb regarding the optimal word count for an article, as it varies 

per subject. However, we do notice that relatively longer, more comprehensive content

typically achieves higher rankings. 

The #1 Factor: Content Is King



Semantic search describes a search engine’s attempt to 

generate the most accurate results possible by understanding

• Searcher intent.

• Query context.

• The relationships between words.
Aleh Barysevich 2018

Semantic Search

Use Google’s semantic search to optimize keyword targeting in your articles. Semantic 

queries can be found by browsing the “related search” results at the bottom of the Google 

search results page.

You can use these semantic queries to get a better understanding of related keywords.

https://www.searchenginejournal.com/author/aleh-barysevich/


Backlinks are incoming links to a webpage. 

When a webpage links to any other page, it's 

called a backlink.

Backlinks



A Backlink is content that leads back to your 

primary home, your website. They can be a 

number of sources, like social media posts, 

Public Calendar events, YouTube video, etc.

Backlinks



Tips to get backlinks

1. Get a link from a trusted authoritative site leading to your site

2. Their text contains a keyword that links to your information

3. The Anchor site is related topically to your site

4. Make sure the link is a “DoFollow” Link on the anchor site

5. Your own blog is a great place to add backlinks

The #2 Factor: Links



Possible ways for Realtors to get backlinks

1. Get your content recognized by a real estate blog or magazine

2. Get links to your site on the company’s website

3. Writing a blog or a post on social media that gets shared

4. Create sponsored content on social media with backlinks

5. Make sure all of your online content contains links to your site

The #2 Factor: Links
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2. Get links to your site on the company’s website

3. Writing a blog or a post on social media that gets shared
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1.Research your keywords. 
Know what your customers are looking for and use the right words to attract them

Write a blog post, using those same keywords,  and backlinks

Use 3 to 5-word phrases called long tailed keywords to increase your visibility

2. Create great content for your website.

Put the customer’s needs first and create interesting and relevant content from there

Create attractive sentences, using the keywords and tags you are using 

3. Make your website mobile-friendly.

Most people will see your site on a mobile phone- make certain it is attractive on all devices.

Avoid having users to “pinch” or “squeeze” just to see your content

Tips To Optimize Your Site



4. Understand metadata and use it properly. 

Metadata is the title of the page and the description. 2-3 sentences including keywords

Keep meta titles around 50 characters and meta descriptions about 150-160 characters

5. Avoid duplicate content. 

Try to avoid having duplicate content on multiple pages on your site 

Never copy content from another site. Be as original as you can. 

6. Showcase reviews and testimonials. 

Your social media and online reviews are important factors to your brand reputation

Make sure your social media pages are linked, along with Yelp and Google My Business

Tips To Optimize Your Site



7. Understand Backlinking. 

Backlinks are references to you on others’ blogs and websites. They are extremely valuable

Try to get blogs or newspapers to interview you, or write about your services with links to you

8. Stay On Top Of Your Activity. 

Measuring the traffic on your site will help you make improvements and lift your rankings  

Subscribe to Google Analytics and get valuable metrics regarding your site.

9. Submit your sitemap. 

You may want to get some assistance from one who knows their way around a website. 

These links can help you get through the process:

https://www.xml-sitemaps.com/

https://search.google.com/search-console/about

Tips To Optimize Your Site



Is Your Website Mobile Friendly? 

https://search.google.com/test/mobile-friendly

Create a Sitemap (Code) For Your Website 
https://www.xml-sitemaps.com/

Get Some Help With Keywords
https://keywordseverywhere.com/

Tips To Optimize Your Site

https://search.google.com/test/mobile-friendly
https://www.xml-sitemaps.com/
https://keywordseverywhere.com/


Google Photos On Your Phone

Tap the Menu in the right corner to 

access these options

▪ Archive moves photos into a 

secure folder away from your 

gallery

▪ Trash permanently deletes photos 

from Google Photos

▪ Choose Free up space to delete 

backed up photos from your 

phone’s memory

▪ Organize your library, create 

collages, group photos and more 

under Manage your library

▪ Select Settings to customize the 

look, function and feel of your 

Gallery



Google Photos On Your Phone

Tap Settings to customize your options 

and set the function and feel of the 

Gallery

▪ Back up & sync settings controls 

how and where your photos will be 

copied from your phone and  

protected on the cloud and on your 

laptop and PC.

▪ Use Manage device storage to set 

how many photos will be available if 

you cannot connect to the Internet 

on your phone.

▪ Set your Notifications for updates 

and suggestions about better use of 

your photos.

▪ For iPhones, set a Siri Shortcut to 

speak a command to Google 

Photos On Android devices add a 

Camera shortcut

▪ Select Memories to customize how 

Photos will remind you of significant 

dates or events from the past.



Google Photos On Your Phone

The Back up & sync settings controls 

how and where your photos will be 

copied from your phone and  protected 

on the cloud and on your laptop and 

PC. Make certain this button is turned 

on.

▪ Choose the Upload size to 

determine how your Google account 

space will be utilized. Selecting 

High quality, unlimited storage size 

will not degrade the quality of your 

photos. 

▪ Use Manage device storage to set 

how many photos will be available if 

you cannot connect to the Internet 

on your phone.

▪ Choose  When to back up  to 

determine if your phone’s data plan 

will be used to upload photos, 

almost as they are taken. Do not 

make this choice if you do not have 

an unlimited data plan. Allow Wi-Fi 

to do the work for you.



Google Photos On Your Phone

▪ To Free up space, Google Photos 

will identify the photos on your 

phone that have already been 

backed up. To free up space on the 

phone, delete the photos. They will 

be safely stored on the cloud and 

on your PC or laptop if you have 

downloaded the desktop app.

▪ One final step is necessary to clear 

the memory on the iPhone. Open 

the Photos app and locate the 

album named Deleted. Select all 

photos and delete.  Please check to 

make sure the photos have been 

backed up in Google Photos just to 

be sure.



Sync To Google Photos From Your Android Phone

1. On your Android phone or tablet, open the Google Photos app

.

2. At the top right, tap your account profile photo or initial. Look for one of the following messages:

•Backup complete: Your upload is complete, and you have no more items waiting to back up

•Backup is off: Backup and sync is turned off. To turn on backup, tap Turn on backup.

•Backing up: Your photos and videos are currently backing up. You’ll also find the number of items remaining. 

•Preparing backup or Getting ready to back up: Your photos and videos are getting ready to back up.

•Waiting for connection or Waiting for Wi-Fi: Change your settings or connect to a Wi-Fi or mobile network.



YouTube



The Main page of your 

YouTube Channel is where 

you can choose between 

viewing or editing your 

uploaded videos or millions 

of other content uploaded 

to the Application. 

Click on Your Photo or 

Initials at the top-right and 

select Settings.



Customize how you want 

your channel to be seen by 

others here. Click on each 

of the links to change 

settings for the page look 

(cover art), give your 

channel a customized 

name, etc.



The Channel status and 

features page allows you to 

enable features and 

abilities you are currently 

eligible to use. Other 

features will become 

available as your channel 

grows in content, number of 

subscribers and number of 

overall views.



Create your channel here, 

beginning with giving it a 

name. Your listing videos, 

and other business-related 

content will be posted here. 

You can have a second 

channel in which to post 

your personal videos and 

playlists.



The User ID and Channel 

ID are unique to your 

account and should remain 

private.

The Custom URL feature 

will allow you to give your 

channel a name you create, 

but is not available until you 

get 100 subscribers.

If you want to move your 

channel to another Google 

(Brand) Account, you can.



Moving your channel to 

another account moves all 

your videos and playlists. 

You may want to move your 

content to another account, 

especially if you plan to 

share your YouTube 

channel with team 

members, keeping your 

personal channel and 

videos private on your 

account.



Protect Yourself From Online Dangers

Security researchers have spotted a new malware operation targeting Mac devices that has silently infected 

almost 30,000 systems.

But despite the high number of infections, details about how the malware was distributed and infected users 

are still scarce, and it's unclear if Silver Sparrow was hidden inside malicious ads, pirated apps, or fake 

Flash updaters —the classic distribution vector for most Mac malware strains these days.

Furthermore, the purpose of this malware is also unclear, and researchers don't know what its final goal is.

Once Silver Sparrow infects a system, the malware just waits for new commands from its operators --

commands that never arrived during the time researchers analyzed it, hoping to learn more of its inner 

workings prior to releasing their report.



Protect Yourself From Online Dangers

1.Whenever you receive an 

email with a suspicious link, 

even if it appears to come 

from someone known, DO 

NOT OPEN!

2.Mark the email as 

suspicious and report to 

Google. 

3.Check your connections to 

see where and how your 

Google account is being 

used.



Protect Yourself From Online Dangers

1.To see your Activity 

Information In Google from 

Gmail, click “Details” in the 

lower right corner of the 

inbox.

2.You will see all of the IP 

addresses by which your 

devices are connected to 

the Internet.

3.If you do not recognize the 

IP address, log out of all 

activity immediately!



Protect Yourself From Online Dangers

1.The next step is to perform 

a security check. Go to 

https://myaccount.google.c

om/u/1/security and update 

your account access.

2.Change your password 

often, and consider 2-step 

verification as an added 

security measure

https://myaccount.google.com/u/1/security


Online Dangers: 

• Phishing is the attempt to obtain sensitive information such as usernames, passwords, and 

credit card details by masquerading as a trustworthy entity in an electronic communication

• Malware is any software used to disrupt computer operations, gather sensitive information, 

gain access to private computer systems, or display unwanted advertising

• Spyware is software that aims to gather information about a person or organization without 

their knowledge and that may send such information to another entity without the consumer's 

consent.

• Ransomware is computer malware that installs covertly on a computer, executes an attack 

and demands a ransom payment to restore it

• Adware is frequently used to describe a form of malware which presents unwanted 

advertisements to a computer.[21][22] The ads are sometimes in the form of a pop-up or in an 

"unclosable window

• A Virus is a malware that, when executed, replicates by reproducing itself or infecting other 

programs by modifying them, infecting computer programs



Online Safety and Data Security 



Protect Yourself From Mortgage Wire Fraud

Hackers search for the email accounts of real estate agents and

brokers. Social media is a prime source to find this information. They

hack directly into the email accounts and search for the emails that

reference pending real estate deals.

From these strings of emails, the hackers pull out specific details

about the deal, such as (a) the names of the parties, (b) the title

company involved, (c) the escrow officer in charge of the deal, and

(d) other information specific to the transaction. They can then clone

the email account and send the buyer wire transfer instructions that

will often go through a number of channels before being deposited in

a foreign financial institution.

Often the buyer never recognizes the subtle differences between the

email of the hacker and the legitimate sender. This fraud is so

pervasive today the it is now common not to further investigate



Protect Yourself From Mortgage Wire Fraud

1. VERIFY, VERIFY, VERIFY. Most fraudulent transactions can be

avoided with a phone call that accompanies the email transfer

request.

2. Make sure the bank named in the original instructions is the same

as the one directed for wire transfer.

3. Make sure sender’s email address is EXACTLY as it should be.

People overlook dots and hyphens, which make the address

unique.



• VPN = Virtual Private Network

• A connection to a remote server for a more secure Internet connection 

• Use the hotel or restaurant Wi-Fi to access your VPN

• Can protect you from malware and phishing while streaming

• Cloaks your Internet address from tracking by advertisers, etc.

• Connect your browser to the VPN, not the Starbucks, cannot be traced

• Subscribe to a VPN service (- $7 per month) or use your home network

Here is a good article from Cnet.com:

The Best VPN Services of 2020

https://www.cnet.com/news/best-vpn-service-of-2020-

expressvpn-nordvpn-surfshark-and-more/

Online Safety and Data Security 

https://www.cnet.com/news/best-vpn-service-of-2020-expressvpn-nordvpn-surfshark-and-more/


How To Protect Yourself: 

• Phishing- Never open suspicious looking emails, even if the sender seems 

familiar. Beware of clicking onto ads and posts in social media that look ridiculous 

or far-fetched

• Malware- Only download apps from a reputable source. Read carefully before 

tapping links on an Internet site or search engine

• Spyware- Use the same protections as for malware; never accept invites from 

unknown persons or open pop-ups or drop-down windows.

• Ransomware comes from many strange sources. You may end up having to pay 

to get restored. Back up your computer often, using external drives or online apps 

such as Carbonite. 

• Adware- avoid tapping on lots of foreign sites and links, but also don’t always allow 

a site to access your location.

• Virus- install a virus protection software onto your computers. Buy one that 

frequently updates the software.

• Add an Ad-Blocker to your browser to safeguard you from malware

• Don’t log into secure sites on public Wi-Fi

• Use 2-Step Verification to log in to your secure data sites

• Know which devices connect to your accounts, and where they are

• Change your passwords regularly, and whenever you feel uncomfortable



What About Passwords?

1. How often should you update your passwords?

I recommend at least every 90 days

2. Should you save them in your Browser for easy access?

I say OK for your desktop or laptop, NO WAY for mobiles.

3. What’s the best way to remember all of these passwords?

Associate your passwords with a hobby, cultural icon, etc.

Make sure to add caps, numbers and symbols.
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Google Universe Webinar Series

• Google Contacts & CRM

• The Hidden Secrets of Gmail

• Google Calendar Magic

• Master Your Google Drive Part I

• Master Your Google Drive Part II

• Google My Business, Ads, and SEO

• Google Photos & YouTube

• Google Chrome & Online Security

Join Us For 

Webinar Wednesdays
1 pm Eastern

www.gwilliamjames.com



How To Keep In Touch

www.gwilliamjames.com

william@gwilliamjames.com

@MyGWilliamJames Handheld Computer

Solutions
G. William James GWilliamJames RealGWilliamJames



THANK YOU!

william@gwilliamjames.com


