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• Create and Safeguards passwords 

 

 

Today I try to explain how to get a safe password but first I will show you how vulnerable are some 

password, used dictionary attack. 

 

 

First, in Google drive we open a new spreadsheet with name “dictionary attack”. Rename sheet 1 

with the name fake password and create a column called PASSWORDS now just type ten pretend 

fake passwords minimum 8 characters. 

 

 

 

Second, we used a BRUTE FORCE ATTACK is a trial-and-error way for obtain passwords. So, add a 

new sheet to you dictionary attack spreadsheet, rename the sheet two with name “5000 words most 

popular” open it and copy and paste 5000 words most popular list. 

 

 



 

 

Third, use the concatenate functions to vary the  

 

 

beginning and the end of the words in the list in the sheet 5000 words most popular 

 

  



 

Fourth, use find and replace tool to search for each password, search in 5000 words most popular 

sheet, insert checklist box next to your passwords in the end check the boxes for each password. 

 

 

 

 

 

The main point of all this is show you how vulnerable is used personal details in our password and 

what we can do for keep safe the passwords:  8 characters (mixes uppercase and lowercase letter 

with symbols and numbers, never writing your password in paper, change regular your password 

and do not used personal details is better used favourite song, movie, or place. 

 

 

 

 

 

 

 

 

 



• CONNECT AND COLABORATE FROM ENYWHARE WITH DIGITAL TOOL. 

I’ll used the option of send a direct message using google chat because I  think is the more easy way 

for contact with someone in a professional way 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



• AVOID ONLINE SCAMS 

Avoid online scams and know how to detect is very important for have safe your details, finances, … 

next a few steps for detecting scams.  

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



• SEND EMAILS IN THE WORKPLACE 

Writing email is a central part of communication in the workplace. Today I’ll explain you how to send 

a email in the workplace. 

1 Sing in to the google account  

2 Open Gmail 

 

 

All email has five basic parts: Recipiet, Subject line, Greeting, Body and closing. Use a correct 

language be streint.  

 

 

 

 

 



• MAKE A PROMOTIONAL FLYER 

 

 
 

 

MAKE A PROMOTIONAL FLYER BY GOOGLE DRAWERS is a easy way to promotion your 

business or any sell or work in the end very easy way to spread information. 
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