
 SETUP PROCESS FOR 2-Step Verification or Two Factor Verification for 

 STEP 1: 

 While Signed-In,  Open your Google Account by clicking your Avatar and clicking 
 “Manage your Google Account '' (see image below). You can also go to the URL: 
 https://myaccount.google.com/ 
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 STEP 2: 

 In the navigation panel (on the left side of your screen), select Security 
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 STEP 3: 

 Click on the 2-Step Verification 
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 STEP 4: 
 The 2-Step Verification Wizard will start. Click on “Get started”Button 
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 STEP 5: 
 To continue you will be prompted for your password. Kindly enter it. 
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 STEP 6: 

 Upon logging in, aside from your Password, you will be required to set up a mobile 
 number as this is where the One Time Password (OTP) will be sent every time you sign-in 
 with your account. Key-in your mobile number (make sure that your phone is with you) 
 and Click NEXT. 
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 STEP 7: 

 For confirmation a six (6) digit code will be sent to your mobile number. Key-in this code 
 and Click NEXT. 
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 STEP 8: 
 Once confirmed, click TURN ON 
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 STEP 9: 
 For security, you will be prompted again with your password. Kindly enter it. 
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 STEP 10: 
 You can now turn on your 2-Step Verification. Make sure that your mobile number is 
 correct then click TURN ON. 
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 STEP 11: 
 The TURN ON button will be replaced with TURN OFF button indicating that your 2-Step 
 verification is activated. 
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 STEP 12: 
 You can also go to your my Google account page and verify from there. As you can see 

 on the encircled part your 2-step verification has a check mark meaning it's already 
 activated. 
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 STEP 13: 
 Finally, after the activation of 2FA, every time you sign-in with your Google Workspace 
 account you will be prompted with another layer of verification. Enter the OTP sent to 
 your mobile number and click next. 
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