
Chances are you already have a reputation online, even if you  

don’t know it.

On the Internet, you create an image of yourself through the 

information you share in blogs, comments, tweets, snapshots,  

videos, and links. Others add their own opinions (good and 

bad) and contribute to your reputation.

$Q\RQH�FDQ�ÀQG�WKLV�LQIRUPDWLRQ�DQG�XVH�LW�WR�PDNH�MXGJPHQWV�
about you. For example, Microsoft research* found that 79 

SHUFHQW�RI�KLULQJ�PDQDJHUV�DQG�MRE�UHFUXLWHUV�VXUYH\HG�LQ�WKH�
U.S. said they routinely review online reputational information 

ZKHQ�FRQVLGHULQJ�MRE�DSSOLFDQWV�

Most of them count online reputation as one of their top 

selection criteria. In fact, that same study showed that 70 

SHUFHQW�RI�8�6��KLULQJ�PDQDJHUV�VXUYH\HG�KDG�UHMHFWHG�
FDQGLGDWHV�EDVHG�RQ�ZKDW�WKH\�IRXQG��7RS�GLVTXDOLÀHUV�LQFOXGHG�
unsuitable photos and videos, concerns about the applicant’s 

lifestyle, and inappropriate comments.

Discover what is on the  
Internet about you
Use search engines

�7\SH�\RXU�ÀUVW�DQG�ODVW�QDPH�LQWR�VHYHUDO�SRSXODU�VHDUFK 
HQJLQHV��6HDUFK�IRU�LPDJHV�DV�ZHOO�DV�WH[W��

�6HDUFK�DOO�YDULDWLRQV�RI�\RXU�QDPH�³�RWKHU�QDPHV�\RX�KDYH�
XVHG��QLFNQDPHV��RU�PLGGOH�QDPH�RU�LQLWLDO��,QFOXGH�SHUVRQDO�
GRPDLQ�QDPHV��yourname.com) in your search.

�6HDUFK�VLWHV�\RX�IUHTXHQW³RQOLQH�GLUHFWRULHV�DQG�VLWHV�WKDW�
FRPSLOH�SXEOLF�UHFRUGV��JHQHDORJ\�VLWHV��WKH�ZHEVLWHV�RI�
RUJDQL]DWLRQV�WR�ZKLFK�\RX�EHORQJ�³�HYHQ�\RXU�RZQ�SDJHV��

Search blogs and social networks

5HYLHZ�ZKDW�RWKHUV�KDYH�SRVWHG�DERXW�\RX�LQ�FRPPHQWV��
SLFWXUHV��RU�YLGHRV��([SORUH�EORJV��SHUVRQDO�SDJHV�RQ� 
VRFLDO�QHWZRUNV��)DFHERRN��/LQNHG,Q��7ZLWWHU���RU�SKRWR�
VKDULQJ�VLWHV�OLNH�)OLFNU�DQG�6QDSÀVK��

(YDOXDWH�\RXU�RQOLQH�
reputation
7KLQN�DERXW�WKH�VWRU\�WKLV�LQIRUPDWLRQ�WHOOV�

�'RHV�LW�UHÁHFW�WKH�UHSXWDWLRQ�\RX�ZDQW�WR�KDYH"� 
,I�QRW��ZKDW�LV�PLVVLQJ"

�,V�LW�DFFXUDWH"�,I�QRW��ZKDW�VKRXOG�EH�GHOHWHG�RU�FRUUHFWHG"

�'R�\RX�QHHG�PRUH�WKDQ�RQH�RQOLQH�SURÀOH�³�ZKHWKHU� 
SURIHVVLRQDO��SHUVRQDO��RU�IRU�DQ�DUHD�RI�LQWHUHVW��OLNH�D�
KREE\�RU�YROXQWHHU�ZRUN"�,I�VR��LV�LW�RND\�WR�PL[�LQIR�IURP�
GLIIHUHQW�SURÀOHV"�

�'R�\RX�ZDQW�\RXU�SURÀOHV�WR�EH�SXEOLF�RU�PRUH�SULYDWH"

%HFDXVH�LQIRUPDWLRQ�RQOLQH�LV�VHDUFKDEOH��RIWHQ�SHUPDQHQW��
DQG�PD\�EH�VHHQ�E\�DQ\RQH�RQ�WKH�,QWHUQHW��\RXU�DQVZHUV�
WR�WKHVH�TXHVWLRQV�DUH�LPSRUWDQW��7KH\�PD\�GHWHUPLQH�ZKDW�
SHUVRQDO�LQIRUPDWLRQ�\RX�VKDUH�

* Microsoft Online Reputation Research: 

microsoft.com/security/resources/research.aspx.
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Take Charge of Your 

Online Reputation

More helpful info

 Learn how your information gets on the Internet and  

how it’s used (or can be misused):  

microsoft.com/security/online-privacy/information.aspx.
 Get practical advice about how to help protect your 

privacy on the Internet:  

microsoft.com/security/online-privacy/prevent.aspx.



&XOWLYDWH�\RXU�SURIHVVLRQDO�
reputation
Publish the positive

&UHDWH�ZKDW�\RX�ZDQW�RWKHUV�WR�VHH��/LQN�DQ\WKLQJ�\RX�
SXEOLVK�WR�\RXU�QDPH�

�-RLQ�D�SURIHVVLRQDO�QHWZRUN�OLNH�/LQNHG,Q�RU�&DUHHU%XLOGHU��
3XW�WRJHWKHU�D�UREXVW�SURÀOH��0DNH�FRQQHFWLRQV�WKHUH��
DQG�DVN�IRU�UHFRPPHQGDWLRQV�IURP�WKRVH�ZKR�NQRZ�
\RXU�ZRUN�ZHOO�

�&RPPHQW�RQ�FDUHHU�RULHQWHG�EORJV�DQG�SDUWLFLSDWH�LQ�
RQOLQH�IRUXPV�ZKHUH�\RX�KDYH�H[SHUWLVH�

�6WDUW�D�EORJ�RU�ZHEVLWH�LQ�\RXU�RZQ�QDPH��:ULWH�UHJXODUO\�
�DW�OHDVW�WZLFH�D�PRQWK��RQ�D�VXEMHFW�DERXW�ZKLFK�\RX�DUH�
NQRZOHGJHDEOH��,QYLWH�FRPPHQWV�

Consider separating professional and  

SHUVRQDO�SURÀOHV
�8VH�GLIIHUHQW�HPDLO�DGGUHVVHV��VFUHHQ�QDPHV��EORJV��DQG�
ZHEVLWHV�IRU�HDFK�SURÀOH��

�'RQ·W�OLQN�\RXU�UHDO�QDPH��RU�SHUVRQDO�LQIR�VXFK�DV�\RXU�
KRPH�DGGUHVV��SKRQH�QXPEHUV��RU�SKRWRV��ZLWK�RWKHU�
SURÀOHV�\RX�FUHDWH��$YRLG�FURVV�UHIHUHQFHV�WR�SHUVRQDO�VLWHV�

�$GG�SHUVRQDO�LQIRUPDWLRQ�WR�\RXU�SURIHVVLRQDO�SURÀOH�
MXGLFLRXVO\�DQG�RQO\�DV�LW�UHÁHFWV�ZHOO�RQ�WKDW�LPDJH��

�/RRN�IRU�Settings or Options�WR�KHOS�\RX�PDQDJH�ZKR�FDQ�
VHH�\RXU�SURÀOH�RU�SKRWRV��KRZ�SHRSOH�FDQ�VHDUFK�IRU�\RX��
ZKR�FDQ�FRPPHQW��DQG�KRZ�WR�EORFN�XQZDQWHG�DFFHVV��

5HVWRUH�\RXU�RQOLQH�UHSXWDWLRQ
,I�\RX�ÀQG�LQIRUPDWLRQ�DERXW�\RXUVHOI�WKDW�GRHVQ·W�ÀW�WKH�
UHSXWDWLRQ�\RX�ZDQW��DFW�TXLFNO\��

,Q�D�UHVSHFWIXO�ZD\��DVN�WKH�SHUVRQ�ZKR�SRVWHG�LW�WR�
UHPRYH��LW�RU�FRUUHFW�DQ�HUURU��

,I�WKH�SHUVRQ�GRHVQ·W�UHVSRQG�RU�UHIXVHV�WR�KHOS��DVN�WKH�
VLWH�DGPLQLVWUDWRU�WR�UHPRYH�WKH�GLJLWDO�GDPDJH�

,I�\RX�IHHO�D�SXEOLF�FRUUHFWLRQ�LV�QHFHVVDU\��SUHVHQW�\RXU�
FDVH�VLPSO\�DQG�SROLWHO\�

&RQVLGHU�XVLQJ�D�VHUYLFH�WKDW�FDQ�KHOS�\RX�UHVWRUH 
your reputation.

3URWHFW�\RXU�RQOLQH�UHSXWDWLRQ
$FW�RQOLQH�LQ�D�PDQQHU�WKDW�UHÁHFWV�WKH�UHSXWDWLRQ�\RX� 
want to earn.

Think before you share

�7KLQN�DERXW�ZKDW�\RX�DUH�SRVWLQJ��SDUWLFXODUO\�VXJJHVWLYH�
SKRWRV�DQG�YLGHRV���ZKR�\RX�DUH�VKDULQJ�WKH�LQIRUPDWLRQ�
ZLWK��DQG�KRZ�LW�ZLOO�UHÁHFW�RQ�\RXU�UHSXWDWLRQ�

�7DON�ZLWK�IULHQGV�DERXW�ZKDW�\RX�GR�DQG�GR�QRW�ZDQW�VKDUHG��
$VN�WKHP�WR�UHPRYH�DQ\WKLQJ�\RX�GRQ·W�ZDQW�GLVFORVHG�

Treat others as you would like to be treated

�%H�FLYLO�LQ�ZKDW�\RX�VD\�DQG�VKRZ�RQ�WKH�ZHE�

�5HVSHFW�WKH�UHSXWDWLRQ�DQG�SULYDF\�RI�RWKHUV�ZKHQ�\RX�
SRVW�DQ\WKLQJ�DERXW�WKHP��LQFOXGLQJ�SLFWXUHV���

Stay vigilant

�6LJQ�XS�IRU�DOHUWV��6RPH�VHDUFK�HQJLQHV�ZLOO�QRWLI\�\RX�
DXWRPDWLFDOO\�RI�DQ\�QHZ�PHQWLRQ�RI�\RXU�QDPH�RU�RWKHU�
SHUVRQDO�LQIR���7\SH�alert in your search engine.) 

�)URP�WLPH�WR�WLPH��VHDUFK�IRU�\RXUVHOI�IROORZLQJ�WKH�VWHSV�LQ�
“Discover what is on the Internet about you” on the reverse.

�3HULRGLFDOO\�UHDVVHVV�ZKR�KDV�DFFHVV�WR�\RXU�SDJHV��,W·V�RND\�
WR�UHPRYH�WKRVH�ZKR�QR�ORQJHU�EHORQJ�LQ�\RXU�FLUFOH�

This material is provided for informational purposes only.  

Microsoft makes no warranties, express or implied.
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