
LIFE PERKS CLUB · FREE MINI GUIDE

The 10-Minute Digital
Tune-Up
A simple way to keep your phone, email and accounts
up to date, 10 minutes at a time.
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THE 10-MINUTE DIGITAL TUNE-UP QUICK ROUTE

START HERE

Quick Route: Start with the
Digital Tune-Up Companion
App

If you want to take care of one small digital chore
today, the Digital Tune-Up Companion App can
help you start now.
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THE 10-MINUTE DIGITAL TUNE-UP QUICK ROUTE

CONTINUED

You answer 5 short questions, and the app gives
you a plan of 5 small tune-ups spread over the
week, each built to take about 10 minutes. The app
never asks for a password or an account number.

Save favorites and add personal notes, so your app
is tailored to your preferences.

You can create 2 complete personalized plans free.

Read the Important Note About Your Digital
Tune-Up first. Then use the app if you want a plan
for this week, or keep reading and learn the
method at your own pace.

Open the Digital Tune-Up Companion App

https://digitaltuneup.lifeperksclub.com
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THE 10-MINUTE DIGITAL TUNE-UP IMPORTANT NOTE

A GENTLE NOTE

Important Note About Your
Digital Tune-Up

This guide gives everyday ideas for looking after
your phone, your email and your online accounts.
It is general information for adults, for everyday
use. It is not security advice, not advice for a
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THE 10-MINUTE DIGITAL TUNE-UP IMPORTANT NOTE

CONTINUED

business, not legal advice, and it does not replace
the sources listed at the end.

It does not promise that any account, any money
or any piece of information will be kept out of
reach of others, or that a message or a sign-in can
never go wrong. The 10-minute frame is this
guide's own idea. It is a way to make a small start,
and it does not come from an official source.

This guide and the companion app never ask you
to type a password, an account number or a Social
Security number into them. Keep those to yourself.

You never have to do a step that feels confusing or
uncomfortable. If a step does not make sense on
your device, skip it and move on to another one.
The guide does not name any product, app or
brand. You choose what works for you.
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THE 10-MINUTE DIGITAL TUNE-UP WHY SMALL DIGITAL CHORES KEEP

START HERE

Why Small Digital Chores Keep
Slipping

Most of us know the feeling. The phone has been
saying that an update is waiting for days. The same
password has been in use for years. A message
with a strange link has been sitting in your inbox
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THE 10-MINUTE DIGITAL TUNE-UP WHY SMALL DIGITAL CHORES KEEP

CONTINUED

since last week. None of it is urgent this minute,
and none of it is fun, so it waits.

Several U.S. public sources describe the same few
everyday habits for looking after your accounts:
strong passwords and a password manager, a
second step when you sign in, a careful look at
suspicious messages, and keeping your software
up to date.

These habits can make it harder for others to get
into your accounts. This guide builds on that idea
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THE 10-MINUTE DIGITAL TUNE-UP WHY SMALL DIGITAL CHORES KEEP

CONTINUED

with its own suggestion: make each chore so small
that you can finish it in 10 minutes.

A chore can wait for ordinary reasons. You may not
know where to begin. The setting may be hard to
find. You may think it will take an afternoon. You
may plan to do it properly later, when you have
time, and later does not come.

The method in this guide goes around those
reasons. It does not ask for an afternoon or for
technical skill. It asks for about 10 minutes, one
device or one account, and one small step. One
step finished today is better than a long list you
never start.
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WHAT A 10-MINUTE TUNE-UP IS

What a 10-Minute Tune-Up Is

In this guide, a 10-minute tune-up means one
small step on your phone, email or accounts: an
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THE 10-MINUTE DIGITAL TUNE-UP WHAT A 10-MINUTE TUNE-UP IS

CONTINUED

update, a sign-in setting, a message check or a bit
of tidying.

The words that matter are small and one. Small,
because the aim is to fit into a day that is already
full. One, because a tune-up is a single step on a
single device or account: not your whole digital life.

A tune-up can be turning on automatic updates on
your phone. It can be giving your email a new
passphrase. It can be looking at 3 messages in your
inbox and deciding which ones to delete. It can be

www.lifeperksclub.com 11 / 75



THE 10-MINUTE DIGITAL TUNE-UP WHAT A 10-MINUTE TUNE-UP IS

CONTINUED

closing an account you no longer use. Each one is a
different kind of step, and each one is meant to fit
into 10 minutes or less.

A tune-up is not a project. It does not need you to
understand how the technology works. It does not
need you to do everything at once. If the step is
small, clear and finished, it is a tune-up.

The frame of 10 minutes is this guide's own,
chosen because it is short enough to start. Some
tune-ups will take 5 minutes. Some will take 15,
and that is fine. If a step runs longer because your
device needs time, let it. You can stop and come
back to it another day.
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THE 10-MINUTE DIGITAL TUNE-UP THE 3-PART TUNE-UP

THE METHOD

The 3-Part Tune-Up: Find,
Change, Note

Every tune-up in this guide has the same 3 parts.
Knowing them in advance takes most of the work
out of it.

Find. This is where the step lives. It might be a
setting on your phone, a page in your email
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THE 10-MINUTE DIGITAL TUNE-UP THE 3-PART TUNE-UP

CONTINUED

account, a message in your inbox or an account
you have not used in a while.

Take a moment to find it before you change
anything. If you cannot find it in a minute or two,
look for the word "settings" or the name of the
account on your device, or choose a different
tune-up for today.

Change. This is the one thing you do. Turn it on,
update it, replace it or delete it. Do one thing. If
you try to do 5 things, the tune-up grows past 10
minutes and the chore starts to feel big again.

Note. This is how you finish. Write down what you
did and the date, for example "turned on
automatic updates on my phone, Tuesday". Keep
the note in the companion app, in a notebook or
on your phone.
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THE 10-MINUTE DIGITAL TUNE-UP THE 3-PART TUNE-UP

CONTINUED

Never write a password or an account number in it.
A short note tells you what is already done, so you
do not have to wonder next month.

When you are stuck, go through the parts in order.
Where is the setting or the message? What is the
one thing I will change? How will I note it? You can
usually answer all 3 in less than a minute.

Here is a full tune-up built that way: turning on
automatic updates on your phone. Find: the
update section in your phone's settings. Change:
turn on automatic updates. Note: "automatic
updates on, phone, today".

That is the whole method. Everything else in this
guide is a way to apply it.
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THE 10-MINUTE DIGITAL TUNE-UP WHICH ACCOUNTS COME FIRST

WHICH ACCOUNTS COME FIRST

Which Accounts Come First

You may have many online accounts, and you do
not need to deal with all of them. A short list of the
ones that matter most to you is enough to start.
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THE 10-MINUTE DIGITAL TUNE-UP WHICH ACCOUNTS COME FIRST

CONTINUED

These are our own suggestions, so keep what fits
your life and drop the rest.

Your email account. Many other accounts send
their messages and their reset links to your email.
That is why several tune-ups in this guide begin
with email.

Accounts that handle money. A bank, a card, a
payment service or a shopping account. These are
good places for a second sign-in step.

Accounts with your personal details. Anything
with your name, address or birthday on it.

Accounts you no longer use. Old shops, old
services, old apps. They do not need much
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THE 10-MINUTE DIGITAL TUNE-UP WHICH ACCOUNTS COME FIRST

CONTINUED

attention, but you can close them when you have
10 minutes.

Start with 3 accounts at most. Write only the
names of the accounts on a slip of paper or in a
note on your phone. Do not write the passwords. If
you only think of 1 or 2, that is fine too, because
each tune-up is about one account at a time.

One more thing about the list. It is not a to-do list
that has to be finished. If a name starts to feel like
a chore, you can leave it for now and come back
later.

The companion app does not ask for the names of
your accounts or your passwords. You choose the
kind of account, such as email or a shopping
account, and keep the details to yourself.
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THE 10-MINUTE DIGITAL TUNE-UP 12 REUSABLE 10-MINUTE TUNE-UPS

12 REUSABLE 10-MINUTE

12 Reusable 10-Minute
Tune-Ups

These 12 tune-ups are patterns, not scripts. Each
one follows Find, Change, Note and can be used
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THE 10-MINUTE DIGITAL TUNE-UP 12 REUSABLE 10-MINUTE TUNE-UPS

CONTINUED

again with a different device or account. Your
phone or computer may use different words for
the same setting. If a word does not match, look
for the closest one.

You do not have to use all 12. Pick the 3 or 4 that
feel natural and let the rest wait.
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THE 10-MINUTE DIGITAL TUNE-UP TURN ON AUTOMATIC UPDATES ON

THE METHOD

Turn on automatic updates on
your phone

What it is. A setting that lets your phone update
its software by itself.

When it fits. When your phone has been showing
an update message for a while. Many software
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THE 10-MINUTE DIGITAL TUNE-UP TURN ON AUTOMATIC UPDATES ON

CONTINUED

updates are made to fix problems, so letting them
happen is a simple habit to keep.

Find. Open your phone's settings and look for the
update or software section. Look for the words
"automatic updates".

Change. Turn on automatic updates. If your phone
asks when to update, choose a time when you are
asleep or not using it.

Note. "Automatic updates on, phone, today."

Make it yours. If your phone has been waiting for
a big update, start it while you are doing
something else, like making dinner. It can take
longer than 10 minutes. You can leave it and come
back.
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THE 10-MINUTE DIGITAL TUNE-UP UPDATE YOUR COMPUTER

THE METHOD

Update your computer

What it is. The same idea for your laptop or
desktop computer.

When it fits. When you have not looked at your
computer's update settings in a long time, or when
it keeps asking you to restart.
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THE 10-MINUTE DIGITAL TUNE-UP UPDATE YOUR COMPUTER

CONTINUED

Find. Open your computer's settings and look for
the update section. Look again for the words
"automatic updates".

Change. Turn on automatic updates, and start any
update that is waiting. Save your work first,
because your computer may need to restart.

Note. "Automatic updates on, computer, today."

Make it yours. If you use a tablet or another
device, you can repeat the same tune-up for each
one on another day.
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THE 10-MINUTE DIGITAL TUNE-UP CHOOSE A PASSWORD MANAGER

THE METHOD

Choose a password manager

What it is. A tool that creates and keeps your
passwords for you, so you do not have to
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THE 10-MINUTE DIGITAL TUNE-UP CHOOSE A PASSWORD MANAGER

CONTINUED

remember them all. The FTC suggests using one to
create a strong password.

When it fits. When you have many passwords and
cannot keep track of them, or when you use the
same few passwords again and again.

Find. Your phone or your computer may already
have one built in, and you can also look for one
from a source you trust. This guide does not name
any product. Read what the tool says about itself
before you choose.
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THE 10-MINUTE DIGITAL TUNE-UP CHOOSE A PASSWORD MANAGER

CONTINUED

Change. Pick one, set it up and lock it with a single
strong passphrase that only you know. Do not
move all your accounts today. Start with 1.

Note. "Password manager chosen, today." Never
write the passphrase down in your note.

Make it yours. Take your time with this one. It is
fine to spend the whole 10 minutes only on
choosing and setting up.
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THE 10-MINUTE DIGITAL TUNE-UP GIVE YOUR EMAIL A NEW

THE METHOD

Give your email a new
passphrase

What it is. A passphrase is a password made of
random words. The FTC suggests a password of
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THE 10-MINUTE DIGITAL TUNE-UP GIVE YOUR EMAIL A NEW

CONTINUED

random words, rather than common phrases, song
lyrics or movie quotes.

When it fits. When your email password is short,
old, or the same as the one you use for other
accounts. Email comes first because other accounts
often send their messages and reset links to it.

Find. Open your email account and look for the
settings page where you can change your
password. You may find it under "account" or
"security".
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THE 10-MINUTE DIGITAL TUNE-UP GIVE YOUR EMAIL A NEW

CONTINUED

Change. Choose a new passphrase of random
words. The FTC suggests at least 12 characters. If
you have a password manager, let it create and
save the new one for you.

Note. "Email passphrase changed, today." Do not
put the passphrase in the note.

Make it yours. If you change a password, you may
be signed out of other devices. Have your phone
and computer nearby so you can sign in again.
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THE 10-MINUTE DIGITAL TUNE-UP TURN ON A SECOND SIGN-IN STEP

THE METHOD

Turn on a second sign-in step
for your email

What it is. A second sign-in step asks for one
more thing after your password, so a password
alone is not enough. It is also called two-factor or
multi-factor authentication.
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THE 10-MINUTE DIGITAL TUNE-UP TURN ON A SECOND SIGN-IN STEP

CONTINUED

When it fits. When your email account offers the
option, which most do. CISA suggests turning it on
for every account or app that offers it.

Find. In your email account's settings, look for
words like "two-factor", "two-step" or
"multi-factor". It is often next to the password
setting.

Change. Turn it on and choose how you will get
the second step. Options include a code from an
authenticator app on your phone, a code sent by
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THE 10-MINUTE DIGITAL TUNE-UP TURN ON A SECOND SIGN-IN STEP

CONTINUED

text message or email, a face or fingerprint check,
or a physical key.

A code sent by text message can be tricked out of
you by a phishing message, according to NIST, so
never share a code with anyone who contacts you
and asks for it.

Note. "Second step on, email, today."

Make it yours. If you have trouble, stop after the
first screen and try again another day. Many
accounts will show you backup options. Read them
before you finish.
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THE 10-MINUTE DIGITAL TUNE-UP TURN ON A SECOND SIGN-IN STEP

THE METHOD

Turn on a second sign-in step
for one more account

What it is. The same step as before, for another
account.

When it fits. When your email is done and you
have 10 minutes for the next account on your list.
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THE 10-MINUTE DIGITAL TUNE-UP TURN ON A SECOND SIGN-IN STEP

CONTINUED

A bank, a card, a payment service or a shopping
account are good choices.

Find. Open the account and look in its settings for
the same words: "two-factor", "two-step" or
"multi-factor".

Change. Turn it on and choose your second step,
as you did with your email.

Note. "Second step on, [type of account], today."
Use the type, such as "shopping", not the account
name, if you prefer.

Make it yours. If an account does not offer a
second step, that is all right. Choose another
account, or leave this one for now.
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THE 10-MINUTE DIGITAL TUNE-UP REPLACE ONE REUSED PASSWORD

THE METHOD

Replace one reused password

What it is. A password you use on more than one
account, swapped for a new passphrase on one of
them. This tune-up is our own suggestion.

When it fits. When you know that the same
password is in use on more than one account.
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THE 10-MINUTE DIGITAL TUNE-UP REPLACE ONE REUSED PASSWORD

CONTINUED

Find. Pick 1 account where you use a password
you have used elsewhere. Start with the one that
matters most to you, after your email.

Change. Open the account's settings and change
the password to a new passphrase of random
words. Let your password manager create it, if you
have one.

Note. "New passphrase, [type of account], today."

Make it yours. One account is enough for one
tune-up. You can do the next one another day.
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THE 10-MINUTE DIGITAL TUNE-UP LOOK CLOSELY AT 3 MESSAGES

THE METHOD

Look closely at 3 messages

What it is. A short, careful look at 3 messages in
your inbox or on your phone that you are not sure
about.

When it fits. When you have a few messages you
have been ignoring. CISA and the FTC describe
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THE 10-MINUTE DIGITAL TUNE-UP LOOK CLOSELY AT 3 MESSAGES

CONTINUED

some common signs: language that is urgent or
tries to get an emotional reaction, a generic
greeting, a request for personal or payment details,
and a request to click a link to update your
payment details.

Find. Pick 3 messages you did not expect. Look at
who they say they are from and what they ask you
to do.

Change. For each message, ask 3 questions. Does
it hurry me? Does it ask for personal or payment
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THE 10-MINUTE DIGITAL TUNE-UP LOOK CLOSELY AT 3 MESSAGES

CONTINUED

details? Does it ask me to click a link or open an
attachment? If the answer is yes, do not click or
reply. Delete it. If you have an account with the
company and want to check, use the steps in
Check a message the careful way.

Note. "Looked at 3 messages, today. Deleted 2."
Use your own numbers.

Make it yours. If a message is from a person you
know but looks strange, check with that person in a
different way, such as a call.

www.lifeperksclub.com 40 / 75



THE 10-MINUTE DIGITAL TUNE-UP CHECK A MESSAGE THE CAREFUL

THE METHOD

Check a message the careful
way

What it is. A way to find out whether a message is
real, without using anything in the message.

When it fits. When a message says an account is
on hold, that an invoice is waiting or that a refund
is due, and you are not sure it is real. If you do not
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THE 10-MINUTE DIGITAL TUNE-UP CHECK A MESSAGE THE CAREFUL

CONTINUED

have an account with the sender at all, treat the
message as one that may not be real.

Find. Look for a phone number or website that you
already know for the company: on a card, a bill, or
the company's own page that you reach by typing
the address yourself.

Change. Contact the company using the number
or website you already know, not the one in the
message. Ask if the message is from them.

Note. "Checked a message with the company,
today."

Make it yours. If you do not have a known
number, you can simply delete the message. You
do not have to answer it.
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THE 10-MINUTE DIGITAL TUNE-UP REPORT ONE SUSPICIOUS MESSAGE

THE METHOD

Report one suspicious message

What it is. A short step that helps you finish with a
message that does not look right.

When it fits. After you looked at a message and
decided it is not real. CISA suggests that you delete
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THE 10-MINUTE DIGITAL TUNE-UP REPORT ONE SUSPICIOUS MESSAGE

CONTINUED

it, do not reply and do not click on any attachment
or link.

Find. Open the message. Some email and
messaging apps have a button or menu item to
report or mark it as unwanted. The words differ
from one app to another.

Change. If your app has a way to report the
message, use it. Then delete the message. Do not
reply, and do not click on any link or attachment.

Note. "Deleted a suspicious message, today."

Make it yours. If you cannot find a report option,
deleting the message is enough for this tune-up.
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THE 10-MINUTE DIGITAL TUNE-UP CLOSE ONE OLD ACCOUNT

THE METHOD

Close one old account

What it is. Closing or deleting an account you no
longer use. This tune-up is our own suggestion.

When it fits. When you find an old account for a
shop or a service that you do not need any more.
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THE 10-MINUTE DIGITAL TUNE-UP CLOSE ONE OLD ACCOUNT

CONTINUED

Find. Look through your email for a welcome
message or a receipt from an old service. Open the
service the way you normally would, not through a
link in a message.

Change. Look in the account's settings for "close
account" or "delete account". Follow the steps.
Some services take a few days to finish.

Note. "Closed old account, [type of account],
today."

Make it yours. If you cannot sign in, you can try
the service's "forgot password" option. If it takes
too long, stop for today.
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THE 10-MINUTE DIGITAL TUNE-UP WRITE DOWN WHERE YOUR ACCOUNTS

THE METHOD

Write down where your
accounts are

What it is. A short list of the names of the
accounts you have, so you know what is there. This
tune-up is our own suggestion.
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CONTINUED

When it fits. When you realize that you do not
remember which accounts you have, or when you
want to see what could be tidied up.

Find. Look in your email for welcome messages,
receipts and password reset messages. They show
the names of services you have used.

Change. Write down only the names of the
accounts. Never write passwords, account numbers
or answers to security questions. A list of names on
paper or in a note on your phone is enough.

Note. "Wrote a list of my accounts, today."

Make it yours. This list can help you choose which
accounts to work on first. It can also show you
which ones to close.
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WHERE YOUR 10-MINUTE

Where Your 10-Minute
Tune-Ups Fit

The hardest part of a routine is finding the
moment. Here are some places where 10 minutes
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CONTINUED

tend to be free. These are our own suggestions, so
keep what fits your day and drop the rest.

While you wait. Waiting for a meeting to start, for
your coffee, for a bus or for an appointment. You
can use one for looking at 3 messages.

At your desk. If you already have your computer
open, a tune-up like updating your computer or
changing a passphrase may fit well.
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CONTINUED

At home in the evening. When the day is done
and the phone is in your hand anyway, a setting on
your phone can be a quiet 10 minutes.

On a set day. You could choose one day a week
for your tune-ups, such as Sunday afternoon, or tie
them to an existing habit, like the morning coffee.
A fixed time means you do not have to decide each
day whether to do it.

Pick one or 2 places and try them for a week. If
they do not fit, change them. A routine that fits
your day is more useful than one that looks good
on paper.
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WHERE TO START

When You Are Not Sure a
Digital Message Is Real

Sooner or later, you will get a message you cannot
judge. It might say an account is on hold, that an
invoice is waiting or that a refund is due. It is worth
deciding in advance how you will handle it.
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CONTINUED

This guide cannot tell you whether a particular
message is real. What it does offer is a calm way to
respond.

Pause first. A message that tries to hurry you is a
sign to slow down. Language that is urgent or tries
to get an emotional reaction is one of the signs
that CISA and the FTC describe.

Do not click. Do not click on a link or open an
attachment in a message you are unsure about. Do
not reply to it either.
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CONTINUED

Look at the details. A generic greeting, a request
for personal or payment details, or a request to
click a link to update your payment details are
other signs. If you do not have an account with the
sender, treat the message as one that may not be
real.

Check the careful way. Contact the company
using a phone number or website you already
know, not the one in the message. You can use the
tune-up Check a message the careful way.

Delete it. If you decide the message is not real,
delete it. CISA suggests that you do not reply and
do not click on any attachment or link.

You do not have to be sure. If you are not sure, you
can always leave the message alone and check with
the company yourself.
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WHERE TO START

When You Clicked on
Something Online

Sometimes you click before you think. It happens,
and it is worth knowing in advance what you can
do next. This guide cannot judge how serious a
particular click was. It offers a few simple steps.
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CONTINUED

Stop where you are. Do not enter anything on the
page that opened. Do not type a password, a card
number or any personal detail. Close the page or
the app.

Do not reply. Do not answer the message that
brought you there.

Check the careful way. If the message came from
a company you know, contact the company using a
phone number or website you already know, not
the one in the message.

Update your device. Run the update tune-ups on
your phone and computer, if you have not already.
The FTC suggests that you update your security
software after you have clicked on a suspicious link.

www.lifeperksclub.com 56 / 75



THE 10-MINUTE DIGITAL TUNE-UP WHEN YOU CLICKED ON SOMETHING

CONTINUED

Change a password if you typed one. If you
typed a password on a page you were unsure
about, change the password for that account. This
is our own suggestion. If you used the same
password on other accounts, change those too,
one at a time, over the next days.

Take it one step at a time. You do not need to do
everything today. Pick the next small step and
finish it.

If you are worried about money or about
something you shared, you can contact the
company or the service involved using a number or
website you already know. This guide cannot give
legal or financial advice.
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WHERE TO START

When Your Digital Chores Feel
Like Too Much

Some weeks are busier than others. You might be
tired or stretched, and a routine like this one can
feel like one more thing on your list.

On a busy week, you can make the routine smaller.
Do 1 tune-up instead of 5. Pick the easiest one:
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turning on automatic updates, or looking at 3
messages. Or skip the week and begin again when
you are ready. The routine will be here.

You are also free to say that a step is not for you. If
a setting is confusing, you can leave it. If an
account does not offer a second step, you can
leave it too. This guide is meant to be useful, not to
add pressure.

Keep the tune-ups that feel manageable and set
aside the ones that do not.
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If you are unsure about a step, you can ask a
person you trust for help, such as a friend or a
family member who is comfortable with
technology. You do not need to share your
passwords with them.

This guide cannot give advice about serious
situations. It is a book of small, everyday ideas. It
does not take the place of professional help, and it
does not claim to.
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STEP BY STEP

Your First Digital Tune-Up
Week

Here is a simple plan for your first week. It uses 5
tune-ups, one per day for 5 days, and leaves 2 days
open. Adjust it to your own schedule.

Before you start. Take 10 minutes to make your
list from Which Accounts Come First. Pick 3
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accounts, or fewer, and write down only their
names.

Day 1: turn on automatic updates on your
phone. It is the easiest start, and many updates are
made to fix problems.

Day 2: give your email a new passphrase.
Choose random words. Let your password
manager create it, if you have one.

Day 3: turn on a second sign-in step for your
email. Choose how you will get the second step.
Never share a code with anyone who asks for it.

Day 4: look closely at 3 messages. Delete the
ones that hurry you or ask for personal or payment
details.
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Day 5: update your computer. Save your work,
turn on automatic updates and start any update
that is waiting.

Days 6 and 7: rest. You can skip these days, or use
one to close an old account if you feel like it.

At the end of the week, take a minute to look back.
Which tune-up was the easiest? Which one would
you do again? You can write a few words on your
phone or in a notebook. The companion app lets
you save these as personal notes, so you can look
back at what you have done.

If you missed a day, do not try to make it up. Pick
up where you are and keep going. A week with 3
tune-ups is still a week with 3 tune-ups.
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KEEP YOUR DIGITAL TUNE-UPS

Keep Your Digital Tune-Ups
Going

After your first week, you can decide what comes
next. Here are a few ways to keep the routine
going without making it heavy.
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Keep it small. If you keep adding to the routine, it
can turn into a chore. Stay with 10 minutes and
one step at a time.

Repeat what you enjoyed. You do not have to try
a new tune-up every time. If looking at 3 messages
is easy for you, do it again next week. The 12
tune-ups are there when you want a change.

Rotate your accounts. Over a few weeks, you can
work on different accounts, so the whole list gets a
turn. You do not need a strict schedule. A glance at
your list is enough to remind you what is left.

Link it to a habit you already have. If you drink
coffee every morning, make your tune-up part of it.
A step tied to something you already do can be
easier to remember.

www.lifeperksclub.com 65 / 75



THE 10-MINUTE DIGITAL TUNE-UP KEEP YOUR DIGITAL TUNE-UPS

CONTINUED

Keep a few notes. A line about what you did and
the date is enough. Notes tell you what is already
done. In the companion app, you can add your
own personal notes to a plan. Never put a
password or an account number in a note.

Be kind to yourself. There will be weeks when you
do nothing, and that is all right. You can begin
again with 1 tune-up whenever you want. The
routine is there to help you, so change it whenever
you like.

You are building a habit of taking care of small
things in small steps. The habit is the whole
method.
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OPTIONAL COMPANION APP

The Digital Tune-Up
Companion App

This guide explains the method. The Digital
Tune-Up Companion App turns it into a plan for
this week.

You answer 5 short questions: which device you
use most, how many online accounts you use, how
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much time you have, what tends to get in the way,
and where you are.

The app builds a plan of 5 small tune-ups, spread
over the week, each one built around the 3 parts of
this guide: Find, Change and Note. The app never
asks for a password or an account number, and
you should never type one into a note.

Save favorites and add personal notes, so your app
is tailored to your preferences.

You can create 2 complete personalized plans free.
After that, a one-time unlock of $9 keeps it yours.
There is no subscription and no renewal.

Open the Digital Tune-Up Companion App

https://digitaltuneup.lifeperksclub.com
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FINAL CHECKLIST

Final Checklist: Your Digital
Tune-Up

I made a short list of the accounts that matter most to me,
with names only.

I know the 3 parts of a tune-up: Find, Change and Note.
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I chose 1 device or account and 1 tune-up to start with.

I turned on automatic updates on my phone.

I know that a code sent by text message can be tricked out
of me, and I will not share a code with anyone who asks.

I will not click a link or open an attachment in a message I
am unsure about.

I know I can check a message by contacting the company
with a number or website I already know.
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I never write a password or an account number in my notes.

I know I can make the routine smaller on a busy week.

If a step feels confusing, I can skip it or ask a person I trust.

The phrase 10-minute tune-up means one small
step on your phone, email or accounts: an update,
a sign-in setting, a message check or a bit of
tidying.
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SOURCES

Sources Used for Digital Safety
Guidance

The general statements about everyday habits for
your accounts in this guide come from U.S. public
sources. They were read on October 5, 2026. Check
the official pages for the latest wording.

The 10-minute frame, the 3 parts (Find, Change,
Note), the 12 tune-ups, the list of accounts, the
first-week plan and all sample notes are our own
suggestions. They are not official guidance.

The guide gives no number of tune-ups or
accounts that is "enough", because the sources we
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used do not give one. The tune-ups Replace one
reused password, Close one old account and Write
down where your accounts are are also our own
suggestions.

- CISA, Secure Our World — 4 everyday habits: strong
passwords and a password manager, turning on
multi-factor authentication, recognizing and reporting
phishing, and updating software.
https://www.cisa.gov/secure-our-world

- CISA, Turn on MFA — turning on multi-factor
authentication for every account or app that offers it, and
the kinds of second step.
https://www.cisa.gov/secure-our-world/turn-mfa

www.lifeperksclub.com 73 / 75

https://www.cisa.gov/secure-our-world
https://www.cisa.gov/secure-our-world/turn-mfa


THE 10-MINUTE DIGITAL TUNE-UP SOURCES

CONTINUED

- CISA, Recognize and Report Phishing — signs of a
suspicious message, and deleting it without replying or
clicking. https://www.cisa.gov/secure-our-world/
recognize-and-report-phishing

- CISA, Update Software — turning on automatic updates.
https://www.cisa.gov/secure-our-world/update-software

- FTC, Creating Strong Passwords and Other Ways To Protect
Your Accounts (November 2024) — a long password of
random words, and a password manager.
https://consumer.ftc.gov/articles/
creating-strong-passwords-and-other-ways-protect-your-accounts

- FTC, Use Two-Factor Authentication To Protect Your
Accounts (October 11, 2024) — the kinds of second step.
https://consumer.ftc.gov/articles/
use-two-factor-authentication-protect-your-accounts
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- FTC, How To Recognize and Avoid Phishing Scams (October
11, 2024) — signs of a suspicious message, and contacting
a company with a number or website you already know.
https://consumer.ftc.gov/articles/
how-recognize-and-avoid-phishing-scams

- NIST, Multi-Factor Authentication (updated January 5, 2026)
— some forms of multi-factor authentication, including
codes sent by text message, can be phished.
https://www.nist.gov/itl/smallbusinesscyber/guidance-topic
/multi-factor-authentication

JOIN THE EMAIL LIST

Get the next useful solution first.

New Mini Guides, Companion Apps and practical ideas go to
your email list before anywhere else. Occasional, and free. You
can unsubscribe at any time.

Sign up here
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