Allow Secretary’s Helper to use Gmail to send emails.

High Level Steps

1) Enable 2-Step Verification (Multifactor Authentication)
2) Create App Password
3) Setup Secretary’s Helper to use the App Password

Enable 2-Step Verification (Multifactor Authentication)

Signing to your Account at https://mail.google.com

M Gmail Q  searchmal

a- ¢
/ Compose

Get started with Gmail

- Mail
Customize your .
J  inbox 3 mbox Y Fd Set a signature
¢ Starred
(® Sncozed
B Sent No new mail!
[y Drafts
v More
0% full Program Policies
Using 0 GB of your 15 GB Powered by Google

» Meet

Click on your Profile Icon in the top right corner

Select Manage your Google Account

This account is managed by telus.net. Learn more

Q

CHRIS CHISHOLM
@telus.net

Manage your Google Account ]

Add another account

Sign out

Privacy Policy * Terms of Service

Last account activity: 0 minutes ago
Open in 2 other locations - Details


https://mail.google.com/

Google Account Q, Search Google Account ® = o

@ Home

£Z| Personal info

® Data & privacy

Welcome, CHRIS CHISHOLM

2 People & sharing Manage your info, privacy, and security to make Google work better for you. Learn more

E Payments & subscriptions

Privacy & You have security

® Avout personalization recommendations
See the data in your Google Account Recommended actions found in the
and choose what activity is saved to Security Checkup

personalize your Google experience

Manage your data & privacy Protect your account
Privacy Checkup
Choose the privacy settings that are right for you with this step-by-step
guide
Privacy Terms Help  About Take Privacy Checkup
Click on Security
Google Account Q, Ssearch Google Account @

()

Home

Signing in to Google

Personal info

> 0

Security
Password Last changed 9:05 AM >
2 People & sharing
[ 2-Step Verification @ off > ]
E Payments & subscriptions
® About

Ways we can verify it's you

These can be used to make sure it's really you signing in or to reach you
if there's suspicious activity in your account

Recovery phone Add a mobile phone number >
Recovery email Add an email address >
Your devices

Where you're signed in
Privacy Terms Help  About

L B o oimnn mn Wil misrm i bl N e

Scroll down to “2-Step Verification”

o [fitis “Off” then click on 2-Step Verification and continue in this section
e Ifitis “On” then go to the next Section Create App Password



Google Account

« [-Step Verification

Protect your account with 2-Step verification

Prevent hackers from accessing your account with an additional layer of security. When you
sign in, 2-Step verification helps make sure your personal information stays private, safe and
secure.

. Security made easy

In addition to your password, 2-Step verification adds a quick
second step to verify that it's you.

. Use 2-Step verification for all your online accounts
2-Step verification is a proven way to prevent widespread

cyberattacks. Turn it on wherever it's offered to protect all your
online accounts.

Safer with Google

Privacy Terms Help  About

Click on GET STARTED

Google
Hi CHRIS

2 @telus.net v

To continue, first verify it's you

[ Enter your password

[ show password

Forgot password? m

English (United States) = Help Privacy Terms



Enter your password to verify it is you then click Next

Google Account

¢« 2-Step Verification

Let's set up your phone

What phone number do you want to use?
I+

Google will only use this number for account security.
Don't use a Google Voice number.
Message and data rates may apply.

How do you want to get codes?

@ Textmessage () Phone call

Show more options

Step 1 0of 3 NEXT

Privacy Terms Help About

Enter your Cell Phone Number, then click Next

Google Account

<« 2-Step Verification

Confirm that it works

Google just sent a text message with a verification code to
Enter the code

G-

Didn't get it? Resend

BACK Step2of 3 NEXT

Privacy Terms Help About



Google will now send you a Text Message with a verification code, enter this verification code and click
Next

Google Account ®@ = o

&« 2-Step Verification

It worked! Turn on 2-Step Verification?

Now that you've seen how it works, do you want to turn on 2-Step Verification for your Google
Account cOOp375@telus.net?

Step3of3 TURN ON

Privacy Terms Help About

Click TURN ON



Google Account

2-Step Verification

2-Step Verification is ON since Jun 18, 2022 TURN OFF

Available second steps

A second step after entering your password verifies it's you signing in. Learn more
Note: If you sign in to your Google Account on any eligible phone, Google prompts will be added as
another method for 2-Step Verification

n Voice or text message (Default) @

>
Verified
Verification codes are sent by text message.
Add more second steps to verify it's you
Set up additional backup steps so you can sign in even if your other options aren't available.
x Backup codes N
These printable one-time passcodes allow you to sign in when away from your
phone, like when you're traveling.
D Google prompts
>
To receive Google prompts, just sign in to your Google Account on your phone
After you enter your password on a new device, Google will send a prompt to every
phone where you're signed in. Tap any one of them to confirm.
You're not currently signed in on any devices that support prompts
. Authenticator app N
Use the Authenticator app to get verification codes at no charge, even when your
phone is offline. Available for Android and iPhone.
Or Security Key
>

A security key is a verification method that allows you to securely sign in. These
can be built in to your phone, use Bluetooth, or plug directly into your computer’s
USE port.

Devices that don't need a second step

You can skip the second step on devices you trust, such as your own computer.

.UJ Devices you trust
Revoke trusted status from your devices that skip 2-Step Verification.

REVOKE ALL

L Privacy Terms Help  About

Now that 2-Step Verification is turned on click the Back Arrow




Google Account Q, Search Google Account ® = o

Review security activity (7)

@ Home

22| Personal info
Signing in to Google

Data & privacy

@

2 People & sharing

Password Last changed 9:05 AM >
E Payments & subscriptions
[ 2-Step Verification @ on > J
G) About
App passwords None >

Ways we can verify it's you

These can be used to make sure it's really you signing in or to reach you
if there's suspicious activity in your account

Recovery phone Add a mobile phone number >

Recovery email Add an email address >

Privacy Terms Help  About

2-Step verification is now “On” it is time to create Create App Password

Create App Password

Google Account Q, Search Google Account ®

Review security activity (7)

Home

()

S| Personal info

Signing in to Google

Data & privacy

> 0

2)  People & sharing
Password Last changed 9:05 AM >
E Payments & subscriptions
2-Step Verification @ on >
® About
App passwords None > J

Ways we can verify it's you
These can be used to make sure it's really you signing in or to reach you
if there's suspicious activity in your account

Recovery phone Add a mobile phone number >

Recovery email Add an email address >

Privacy Terms Help About

Click on App passwords



Google
Hi CHRIS

3 @telus.net v

To continue, first verify it's you

[ Enter your password

[ show password

Forgot password? m

English (United States) - Help Privacy Terms

Enter your password to verify it is you then click Next

Google Account ®@

< App passwords

App passwords let you sign in to your Google Account from apps on devices that don't support 2-Step
Verification. You'll only need to enter it once so you don't need to remember it. Learn more

You den't have any app passwords
Select the app and device you want to generate the app password for.

Select app Select device
Mail
GENERATE
Calendar
Contacts

YouTube

Other (Cusfom name)

Privacy Terms Help About

Select Mail App



Google Account ®@

< App passwords

App passwords let you sign in to your Google Account from apps on devices that don't support 2-Step
Verification. You'll only need to enter it once so you don't need to remember it. Learn more

You den't have any app passwords
Select the app and device you want to generate the app password for.

Mail | Select device
iPhone
) GENERATE
iPad
BlackBerry
Mac
Windows Phone

Windows Computer

Other (Custom name)

Privacy Terms Help  About

Select Windows Computer

®
@

Google Account

< App passwords

App passwords let you sign in to your Google Account from apps on devices that don't support 2-Step
Verification. You'll only need to enter it once so you don't need to remember it. Learn more

You den't have any app passwords
Select the app and device you want to generate the app password for.

Mail Windows Computer

Privacy Terms Help  About

Click GENERATE



Generated app password

Your app password for Windows Computer

How to use it

Add your Google account 1. Open the "Mail” app.

2. Open the "Settings” menu.

3. Select "Accounts” and then select your
Google Account.

— 4. Replace your password with the 16-

[ character password shown above.

Enter the information befow t0 connect ta your Google account

Email s

securesalygmaitcom

] incu yur Googie cnvtacs an cendrs

Just like your normal password, this app
password grants complete access to your
Google Account. You won't need to remember
it, so don't write it down or share it with
anyone.

Learn more

Make Note of the Password, as we will need this for Secretary’s Helper, then click DONE

Google Account ®

App passwords

App passwords let you sign in to your Google Account from apps on devices that don't support 2-Step
Verification. You'll only need to enter it once so you don't need to remember it. Learn more

Your app passwords

Name Created Last used
Mail on my Windows 9:18 AM - —
Computer L
Select the app and device you want to generate the app password for.
Select app «  Select device -
GENERATE

Privacy Terms Help  About

You can see the App Password listed, but if you want to delete it you can from here. Click on the Back
Arrow.



Google Account Q

@ Home

EE-I Personal info
Data & privacy

@
[g' Security

= People & sharing

Review security activity (8)

Signing in to Google

Password

»AxT

Last changed 9:05 AM

E Payments & subscriptions

® About

2-Step Verification

App passwords

@ on

1 password

Privacy Terms Help  About

Ways we can verify it's you

These can be used to make sure it's really you signing in or to reach you

if there's suspicious activity in your account

Recovery phone

Recovery email

.

Add a mobile phone number

Add an email address

We can now verify that 2-Step Verification is ON and at least 1 App Password exists.

You can now close your Browser and continue to “Setup Secretary’s Helper to use the App Password”

Setup Secretary’s Helper to use the App Password

Secretary's Helper 4 - [Member]

File Dues Print Statistics | Toels | Windows Help

DB: Connected - TEST Lodge #124

Occupation: |

Employer: |
Occ. Class: e
Preferred List(Max T)
L e

‘ [ EXCLUDE from Member Email List

| Skype: ‘

Database Actions: | | | [ &3 Lodge Information e |[Repors (B RIB &
Options DISPLAY
Official Letter Setup
1. Aboutthe Member 2| * | Petition Information
Change Officers
Last Name: |CHISH Web Updates 4
Restore Default Captions  »
Known As: |Chris
Table Maintenance »
Proper Names: |Christo Image Maintenance
Mail Name: |C.B. CH Delete Database(s)
Spouse v [0 Mailing List Label
Phones
Preferred  List{Max 2) Communication
Email 1. ‘
Email 2. ‘
Pt [ ] oter |

| Website: ‘

In Secretary’s Helper, select

Tools, Options




Options

General Options | SMTP/Files |Printer Controls

Email /SMTP Corfiguration Program File Locations

Enable SMTP Mai Module

SMTP Server: |srrrtp gmail com

Program Files: |C:\Program Files (xB6}\Linshaw"Secretary’s Helper'4 0
SMTP Server Part: |587 [ Defautt SMTP Port

5SL Required Data Files: | C:\SecHelp4Data

Credentials Required

User ID: | | EDIT

Fassword: ‘

VERIFY the new location of data files if they are moved.

From Address: | |

From Display Name |Secretary Concord Lodge #124 |

SAVE CANCEL
RECORD Changes

Select SMTP / Files

Enable the SMTP Module with the following settings

1)
2)
3)
4)
5)
6)
7)
8)

SMTP Server: smtp.gmail.com

SMTP Server Port: 587

SSL Required: Check

Credentials Required: Check

UserlD: <Enter your Google Account>

Password: <Enter App Password from above section>

From Address: <Enter your Google Account>

From Display Name: <Enter the Display Name you want to show on the Emails>

Click Save Record, then Close




Test Send Email

& secretary's Helper 4 - [Member] - O X

File Dues Print Statistics | Tools | Windows Help
| | Database Actions: | | | & s pommeton | | @ ||| Reports: | |3 | B &
Options
Official Letter Setup

1. About the Member
Change Officers

Web Updates

Restore Default Captions
Table Maintenance
Image Maintenance

Delete Database(s)

[ ]
[ ]
]
[ ]
]
[ ]
]

DB: Connected - TEST Lodge #124

In Secretary’s Helper, select Tools, Email, Send Message



Email Sender

Email Recipient (s}
® Individual | [ Copy Sender
() Group | Digplay E-Mail Addresses in Message

Subject: |TestMessage using App Password

Teut:

Test Message using App Password| -

Enter an Email Address to send to, along with a Subject, and TEXT then click Send

Emnail Sent Successfully *

o Your Email has been sent.




File Message Help

Ry 09 4 ~kudos
Reply All LE‘ - Share to
[ T B SHE = Team Email

Delete Archive > To Manager

Delete Respond Teams Quick Steps

[EXTERNAL] Test Message using App Password

etary Concord Lodge #124 <

@ Chris Chis

This sender

Start your reply all with: | Feedback

Test Message using App Password

5 Mark Unread I

ol .
0 Categorize Immersive

' Fallow Up ~
Tags i Editing

Translate | Zoom Viva Report Wunderlist
v Insights | Message v

language | Zoom | Add-in | Protection

Sat
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