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Introduction

Nearly twenty years ago I was introduced to a fascinating new technology that has now become
part of our everyday activity. At the time, I thought it was extremely cool to log into a distant
server and read stuff. At the time, that stuff came at a hefty price—Internet time was over
$2.00 per hour, connection speeds were measured in bauds, and to read the cool stuff required
differentiating the Unix code from the content and following lines of text written in yellow as
they wrapped against a particularly ugly green background. But it was extremely cool.

The coolness is still there, although it has certainly changed. It has been a pleasure to
participate and experience the changes, from the yellow/green to the black text on gray
backgrounds in the first Netscape browsers, to using images. And now we have the ability
to interact with full-featured web-based applications like Google Docs & Spreadsheets, or
downloadable tools that connect with Google servers for further functionality, such as Picasa
and Google Earth.

Google Tools

This book is about Google Tools. If you thought Google was just about searches, you are in for an
interesting read. Google searches are fundamental to the company, and they do factor into most of
their products in one form or another, but there’s so much more to learn and explore. I think the
folks at Google take much the same approach to problem-solving that I do: If I want to do x, what
do I need to have in place? You’ll find lots of answers to that question in both the full Google
Tools products, as well as myriad others in varying stages of development at Google Labs.

It was difficult to decide what Google Tools to feature in the book, and which to mention in
passing. Google Earth, for example, was described in a single chapter, while it could have filled
half the book on its own. The approach to including or emphasizing a tool basically rested on
whether or not the average small business person would find a practical use for the tool. Not
many of us have a great need to explore Mars, and, although the program was featured in a large
sidebar, it didn’t have the practical use of Google Maps, for example. Maybe in the 2050 edition
of the book!

XiX



XX

How to Do Everything with Google Tools

About This Book

To bring important information to your attention, I’ve included short Notes, Tips, and Cautions
throughout the book. Many of the Notes offer online locations where you can find more
information about a topic. With a few exceptions, such as www.google.com, the URLs are
constructed using tinyurl, a Firefox plug-in that produces a shortened URL pointing to the same
page as the long and cryptic URLSs that often identify online locations. Each URL is written as
http://tinyurl.com/ with a six-character suffix.

You’ll find sidebars in each chapter that come in two variations. Some are How To sidebars,
which explain an aspect of a Google feature or tool in depth. For example, “How to: Offer Links
with the Link Field,” in Chapter 14, describes adding additional code to your blog template for
linking between postings in Blogger. Other sidebars answer the question “Did You Know?” by
offering information about something associated with the subject at hand, but not required for you
to have an understanding of a topic. For example, the Chapter 6 sidebar entitled, “Did You Know:
You Can View Color Information on a Graph?” describes how you can graphically view color
information from an image in Google’s image program, Picasa. You don’t need that information in
order to edit the file, but the sidebar describes advanced information for those who like to explore
the nuances of a program.

Finally, the Spotlight section in the center of this book profiles some of the Google Tools
that the average business owner can access to construct and manage an online presence for their
business. Hart of Glass custom glassworks is a fictitious business, but there’s nothing fictitious
about the capabilities of Google Tools to help in bringing your business online.

Enjoy!


www.google.com
http://tinyurl.com/

Part 1

Use Google to Search

How often do you hear someone say that they’ve “googled” for this term or
that term? The term google, used as a verb, is now synonymous with online
searching for information, and people now google for information all the time.

In this part, you’ll look at the different aspects and elements of the Google
Search site that have made the Google name an everyday word and the Google
search engine the leader of the pack.
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Chapter 1

Search with Google




4 How to Do Everything with Google Tools

How to...

B Perform a basic search
Understand how Google searches for content
Use search results

Personalize and focus searches

Use Google Toolbar for quick searches

As the Internet has evolved, so too has the ability to search for (and find) information on
anything from people to products to images.
Google is the undisputed leader in search engines, and lets you find information in all kinds of
ways, from general text-based searches to searches based on file type, such as .pdf or .doc files.
In this chapter, you’ll learn how to perform a search, improve the quality of your query, or search
terms, and find specific types of content.

You’ll see how extra features, such as a personalized search history and Google Toolbar, can
add more to your searching accuracy.

Conduct Basic Text Searches

Starting a search is simple. Open the home page at www.google.com, type your search terms in
the field, and click Search. In less than a second your results are shown in the browser window
(Figure 1-1).

Decipher the Search Results

Of course you already know that clicking a link will open the page showing results. However,
not all of us are aware of the different features and bits of information that are shown on the
results page like the example in Figure 1-1.

A Checklist of Basic Page Components

Here’s a rundown of the basic elements of a search page:

M Links at the top of the page These links identify the type of search you are
conducting. The default is Web search, but you can also choose Images, Video, News,
Maps, and other types of searches.

Read about other types of searches later in this chapter and in Chapter 2.

B Queries In the default mode, type in one or more terms, called a query, to use for
conducting the search. The next section describes ways to improve the accuracy of your
search.


www.google.com

CHAPTER 1:

Search with Google

Search terms Specialized searches

Results notation

\Web Images Video Mews Maps more »

Product search results for backpack travel

See backpack travel results available through Google Checkout s

TunaFish - The Backpack Travel AQency

yyorldwide tours, trips, safaris at local tour operatars, hostels and mare.
i tHfsh comd - 2k - Cached - Similar pages - Mote this

Backpack Europe on Budget - Backpacking and hostelling infarmation ...
... budget travelers planning a trip to Europe. First hand travel information
fram an experienced budget traveler. ... Visit my Backpack Europe Bulletin

Board.
wnie backpackeurope com/ - 10K - 1 Apr 2007 -
Cached - Sirnilar pages - Mote this

»

¢ Large Rolling Black Leather Backpack / Travel Cart Mew - $12 99 - eBay
Dickies Studded Backpack Travel - BlackMWhite Checker - $27 45 - Bagshuy

TunaFish is the online travel agency for hackpackers and active travellers.

" Advanced Search
GO L)S le |backpacktravel |[ Search DrefErEhiEs
A
Web Results 1 - 30 of about 1,640,000 for backpack travel. (0.06 seconds)

Sponsared Links

Travel backpack
Fantastic prices on travel backpack

Buy & Sell today
i 203y C3

Backpack Travel
Find Bargain Prices
On Backpack Travel!
BizRate com

Backpack Travel
You are searching for a backpack?

We got it - up to 75% cheaper!
i Best-Price com/Backpack

Alternate locations ‘
for content Search results

Targeted ads

Hl{U MM A simple search can produce millions of results.

Summaries The summary of your results are shown with a colored background at
the top of the search results window. You see a list of your search terms, the number of
results, and how long it took to conduct the search.

Each of your search terms is also a link. Click the link to rerun the search using that
term alone. In the example, you could click either backpack or travel to search on that
keyword alone.

Page Title This is the name of the page, and is always the first line of the search result.
You may see a URL instead of a title if the page doesn’t include a title in its HTML code.
Also, if a page hasn’t been indexed by Google, it may not show the title.

URL for result This is shown below the text information about the page.

Text for search result The text below the title is a clip from the result page that
contains your keywords. You see the terms in bold on the search result.

Text size The size of the text for the web page is shown after the site’s URL to give
you an idea of how long it takes to display the page. The size doesn’t include images or
other content such as Flash movies or video, which can increase the size dramatically.
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B Cached page This is a link to the page as it was last indexed by Google. Once in a
while you might find that you can’t visit a website for some reason. If that happens when
you are checking out search results, click Cached to see the information from the page as
a static file.

M Similar pages Click these to extend your search automatically. Google locates similar
pages with related information and lists them for you.

Multiple Results

Sometimes a search will generate a number of pages from the same website. If that happens, the
most relevant result is listed first and the others are then listed as indented entries, as shown in
Figure 1-2, which presents the results for a search for Star Trek.

If there are many results, you may see a More results from link that leads to further results
from the same page.

Note This

Some search results (such as the ones shown in Figure 1-1 or 1-2) display another link called
Note This. This is a feature of Google Notebook, which is a plug-in for your browser that lets
you capture bits of information from a web page (such as a URL or image), and saves them for
future reference. The Note This link opens Google Notebook for you, in order to add a listing for
the search result. Read more about Google Notebook in Chapter 8.

Extra Information at the Click of a Button

Sometimes you might search for information or a location that offers a map along with other
search information, such as the map of the Pacific Design Center’s location in Los Angeles. You
can toggle this map open and closed by clicking the button at the upper left of the map image.
Along with this small pop-up map, you are offered links to more mapping features.

Pacific Design Center
Products include contract and residential furniture, fabrics, floor coverings,
architectural itermns, wallcoverings, lighting, kitchen and bath products and ...
BEttap of 8687 Melrose Ave WWest Holvwood, CA 90069
- _ Shenwood Dr | Pacific Design Center
TIN5 o| 8687 Melrose Ave
g = £ 3| west Holtywood, CA
B = Z &
] 2 g g 2 || g0069
1= AZ o = o
SRl © 9 | L& |5 |o 8] (310 657-0800
7Y o gl rg% [ ose fve_ 2w b .
N S soul | [ BLE Get directions -
ot B o 2 = ‘_”%-d iew larger map
| e, ; g
e — 5 e
DurringTo:r- Ave % P-“.e. TI—U‘ -{;_.09@.'; B E
Asherof Ave  achget g 2 2 B
(82007 Gongle M 0% NAWTED!
wwni pacificdesignecenter com/ - 12k - Cached - Similar pages - Note this
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Star Trek
Currently featuring Enterprise, the latest in the Star Trek series. Includes
news, interviews, cast biographies, episode guides.
ety startrek com/ - Sk - Cached - Similar pages - Mote this
Enterprise - www startrek.com/startrekivien/series/ENT/
Star Trek - www startrek com/startrekiview/'series/TOS/
The Mext Generation - www startrek com/startrekiview/'series/ TNGS
Movies - winw startrek comdstartrekiviewsseries/Mon
More results from wnn.startrek.com »

Hl{O{WE AW Multiple results from the same site are listed by relevance.

Read more about using Google Maps in Chapter 3.

Here’s another example. As you can see in Figure 1-3, the act of searching for a flooring
product produced a result from a company called Armstrong Flooring. Along with the usual
information and link choices, the search return includes an option to check the company’s stock.

Fleoring  Ceiling and Cabinet Products by Armstrong

Browse by product, style, and color. Choose from a variety of fleor types -
hardwaood, laminate, ceramic, vinyl sheet, winyl tile, linoleum.

B Stock quote for Ayl

2 April 2007 AWI

51.30

51.10

50.20

|k>|I|I

i
.""\.-\J |,‘[M

1 1 1 1 1 1 s0.70
10am 11 12pm 1 2

3
AW (ARMSTRONG WORLD INDU)
50.90 +0.05 (0.10%) Apr2 4:00pm ET

Open: 50.95 Wolume: 379400
High:  51.44 Awgvol 236,000
Lowe 5076 Wkt Cap: 2.758

MYSE data delayed by 20 minutes - Disclaimer

Armstrong World Industries, Inc. (&W1) is @ producer of flooring products
and ceiling systems for use primarily in the construction and renovation of
residential, commercial and institutional buildings. Through its United
States operations, and United States and international ... More
information about AW »

e Armstrong.com/ - 12k - Cached - Similar pages - Note this
[ More results from www. armstrong.com |

Hle]V[3{=WEW Extra information can include stock quotes.
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Ways to Choose Laser-Sharp Search Terms

In Figure 1-1, you’ll notice that the results are shown as over 1.6 million, which makes it
difficult to find specific details about the subject. Google returns are based on the text terms you
enter, called keywords.

Keep these tips in mind when creating keywords:

The Keyword Order Is Important In Figure 1-1, the terms “backpack travel” produce results
geared toward backpackers; if the results are switched, the terms “travel backpack™ produce
results about specific types of backpacks used for traveling. Of course, there is a great deal of
overlap as many returns use both terms.

The Search Uses Stemming Other forms of the word are included in the search using a
process called stemming. In the example search, the keyword “floor” will also yield results for
“flooring,” as you see in Figure 1-3.

Specify Exact Terms Using Quotes It’s common to search for a person’s name online. If you are
looking for a specific name, or another phrase such as a business name, place quotes around

the keywords. That way, Google knows to search for the entire phrase. For example, suppose
you know a business is named “Something-or-other Backpack Travel”. Decrease the number of
returns by searching for “backpack travel” in quotes. In my experiment, using the term in quotes
returned less than 100,000 results, many of which are companies that use the terms in the right
sequence in their names.

TunaFish - The Backpack Travel Agency

TunaFish is the onling travel agency for hackpackers and active travellers.
Waorldwide tours, trips, safaris at local tour operators, hostels and maore..
wnne tnfsh.comy - 2k - Cached - Similar pages - Mote this

The Backpack and Africa Travel Centre

The Backpack and Africa Travel Centre's web page-information for
Africa-you read about Us in the Lanely Planet, now book your tours, ...
wnany Dackpackers oo zal - 14k - Cached - Similar pages - Mate this

Internet Bakpak Travel ©: Australia .. Backpack travel in Australia
Backpack travel agency for budget travellers. Tours and transparts
around Australia. Agence de voyages francophone pour voyageurs a
hudget limite.

wninwy bakpaktravel.com/ - 14k - Cached - Similar pages - Mote this

If you can’t remember how a word is capitalized, don’t worry—Google doesn’t pay
attention to uppercase or lowercase spellings.

Be Careful Using Multiple Keywords Using more keywords can help zero in on your search,
but may also be too specific and miss the actual content you are looking for. In the backpacker
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Web |mages Groups MNews Maps more s

CIO L)gl,e |backpack travel hiking europe cheap hastel\,i[ Search ] W

search: @ mewen O pages rom Canada

Web [Mcsults 1 - 10 of about 32,500 for backpack travel hiking europe cheap hostel youth italy alps art study. (0.12 scconds)

Hl{Ux =™ Using multiple keywords doesn’t necessarily mean precise results.

experiment, a string of terms such as those shown in Figure 1-4 doesn’t necessarily show
the scope of information in the results that might be expected. The reason? The search is too
muddy—I’"ve added too many terms and haven’t necessarily organized them correctly.

Leave Out Words Don’t bother using words such as “and”, “a”, and “the”. Google won’t search
for prepositions and common words due to their widespread popularity and use, which often
slows down the search without improving the results. For example “The Backpacker Journal”,“A
Backpacker Journal”, and “My Backpacker Journal” will produce a search using the last two
words only.

Use Simple Operators to Shape the Returns

The more information Google has about what you are searching for, the better the results are
going to be. Sometimes, it’s worth the time to both shave down what Google has to search for,
and specify precisely what you need in order to receive better results.

For in-depth information on operators and conducting an advanced search, see the
section “Focusing a Web Search” later in the chapter.

Use symbols, known as operators, to define what you want or don’t want to see in your results.
Here are several ways you can zero in on the exact information you need:

Use a Wildcard If you aren’t sure of a portion of a name, but you know it should be included
in the search, use the wildcard operator (*). Taking an earlier example, looking for a business
named “Something-or-other Backpack Travel,” the search terms could be phrased as “*
Backpack Travel”.

Specify What You Don’t Want to See  Suppose you want to find out about crystals used for
chandeliers. You don’t, however, want to view pages of results for eBay offerings and lighting
sales sites. Tell Google what terms you do not want to see by prefacing them with a (—). Phrase the
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search as “chandelier crystals -eBay” to receive results like the example shown here. Be sure to
leave a space before the (—) and follow it with the term for exclusion without a space.

Chandelier Parts, Swarovski Prisms, Chandelier Crystals ...

Fine chandelier parts and replacement crystal chandelier parts. We
carry the greatest selection of crystal prisms, strass crystal parts, bulbs,
chandelier ...

i chandelierparts com/ - 30k - Cached - Similar pages - Note this

Premiurm Chandelier Prisms

Premiurm ¢handelier parts and ¢rystal prisms for the demanding
CONSUMEr.

wnir chandelierparts com/index.

asp?PageAction=VIEWCAT S&Categony=25 - 79k -

Cached - Similar pages - Nate this

[ Wore results from www chandelierparts corn

ROBMAR's Crystal Chandelier Parts

Features an array of parts to repair or refurbish chandeliers like crystals,
prisms, lamps, sockets, and finials.

whini. Crystalchandelierparts. comdindex htm - 6k -

Cached - Similar pages - Mote this

Phrase the terms in the query according to what you are looking for. As described
earlier, the sequence of the terms makes a difference in results: “crystal chandelier”
produces much different returns that “chandelier crystal”.

List What Must Be Included You often want to see a specific term or word in your result. To
help Google find the results you want, include (+) in the search. Using the same example, if you
are in the chandelier design business, and looking for a wholesale source for your material, try
“chandelier crystals -eBay +wholesale” to customize the terms. Be sure to include a space before
the (+) term in the search string.

Google Handles Numbers
in a Special Way

Google excludes single digits and letters from search queries, since they often slow down the
search without improving the results. If your search string includes a number, use (+) before
the number. For example, if you are looking for information about Rocky Balboa, searching
for “Rocky” will result in many returns related to the movie, but also to mountaineering and
bicycling. Typing Rocky +3 narrows the results to sites and pages about the movie.

You can also enclose the name in quotes like “Rocky 3” to produce the same results.
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N . ™
GOL) le There were about 1,280,000 Google results for boats aluminum.
Use the search box below to search within these results.

Search within results

ipulish finish buff |[ Search within results

Hle]U[3{=KEW Use Search within results to focus an existing search.

Search Within Your Results

Once you have a completed a search, you have an option to zoom in further by searching within
the results. You can only search within your results one time.
Follow these steps:

1. Type your search terms and click Search.

2. Scroll through your results page to check the quality of information you are likely
to find.

3. At the bottom of the page, click Search within results.

4. In the Search within results window, type additional terms. You’ll see that the number of
results you are searching is also included on the page (Figure 1-5).

5. Click Search within results. In the next page, you’ll see that all the terms specified in the
original search, and the expanded search, are included in the results.

Web Results 1 - 10 nf ahniit 40,700 fnr boats aluminum polish finish buff

See IL Shine leglures the wllimale in duly, beat and mulurcycle ...

Finish FirsL Polish. Aluminum Pelish. Tuwels & Applicalurs, Cycle Polish
YO Lowel and gently spread the pelish, Lurm Lowel and lightly buff,
WOW! ...

www seeitshine.comforder htm - 101k - Cached - Similar pages - Note this

See It Shine features the ultimate in auto, beat and motorcycle ..

Lightly wipe the finish to spread the pelish and safely remove bugs, dust
el and gently buff to a deep, long lasting shine. ...
yaceit.htrm - 39k -

Caswell Inc. - How Tu Buff 4nd Peolish

Aluminum side cuvers, nol subjected Lo gredl hedl can be sprayed wilh
WHT Clear Lacquer, ... Then buff the area to finish. Bench Mandrel ...
WWW T ellplating . com/buffs/buffman.htm - 71k -

Cac

11
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Do You Feel Lucky?

If you are looking for basic information, don’t know much about a topic, or are looking for a
starting place, don’t bother with a full-blown search and making the effort to search through
pages of results. Instead, take your first step into a topic using this method:

1. Type the basic term in the search field. For example, type Parthenon.

2. Next, click the I'm Feeling Lucky button, as shown here.

Web |mages Groups Mews Maps more »

Google e |

[ Google Search ][ I'm Feeling Lucky ]

3. Read the resulting page. Instead of being shown a list of results, Google opens the
website with the most relevant results for your search, as shown in Figure 1-6.

article | | discussion | | edit this page | | history | &
Your continued donations keep Wikipedia iinning!
Pa I'th €0 raifates 37 90E 130N 2303 A5 E—
From Wikipedia, the free encyclopedia
This article does not adequately cite its references or
SOLIFces,
Flease help improve this arficle by adding citations to reliable
sources, (help, get invakved!)
This article has been tagged since March 2007,

For other wses, see Farthanon (deambiguation).
The Parthenon {ancient
Greek: MapBevany), the
most famous surviving
building of ancient Greece,
is a temple of Athena,
daughter of Zeus and
patroness of Athens; it was
bl in the fifth century BC
on the Acropalis of Athens.
It has been praised as the
finest achievement of
Greek architecture. Its The Parthenon seen from the hill of the Privx EIJ v

i bl

F{O{3WE W The website with the highest ranking is opened automatically.
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To test the feature, type the same search terms and click Search. In the results page,
the website that opened in response to I'm Feeling Lucky is listed as the first and most
relevant listing.

How Google Searches

Google searches for information using a specific process. A search follows four steps. The
first step is a simple keyword search, as described in the previous section. Once Google has a
collection of keyword matches, the results are processed in three additional steps:

1. Rank the page using its content

2. Determine the relevance of the content

3. Display the results in an order determined by using PageRank, a Google technology

Rank a Page Based on Its Content

Google uses web crawlers or search bots to review and index pages for future reference. If you
look at the code in a web page you’ll find information stored in the <head> tag on the page that
includes keywords and descriptions written for the page, like the example shown here.

L (head)

L (link rel="shorteut icon” href="faviconico™ /)

v (titledBaker Communications: Downlcads page
for readers’ use{/titls}

L (meta http-equiv="Content-Tupe™ content="tex!

B (meta name="contact” content="Donna L. Bakes
]

iU {meta name="copyright” content="Aquot;copyrigh
]

LI {meta names"Keywords™ content="Acrobat, Adc
Design, Donna L. Baker, author, Baker Commu

N

{28 {msta name="Description” content="This page

provided by Baker Communications, the cornm

These lines of code containing name/value pairs for information the web page author would
like to associate with the page are called metatags. The most common metatags that search bots
look for are <keywords> and <descriptions. As in this example, you see there are also
<contact> and <copyright > metatags.

How Relevant Is the Content?

Google doesn’t take the existence of a string of metatags at face value. Although the tags and
values are listed in the code, it’s more important to determine where and if the keywords are
included in the headings on the page, including the <title>, <hls, and <h2> headings.
Finally, the URL of the page itself is used to define the value of the keyword. A site named
www.antiquerosesbysarah.com probably contains more relevant results for a search on the

13
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keywords “antique roses” than a page showing a collection of tableware named “Antique Rose”
on a site named www.finechina.com.

Set the Order Using PageRank

Google has patented an algorithm for measuring page importance. The PageRank algorithm
analyzes the quality and quantity of links that point to a page using a scale from O to 10, where
10 is the most relevant.

The PageRank value is based on the number of links that point to a particular page, and
considers the PageRank of the linking pages. It is complex, but basically breaks down like this:

B My site is www.dbrosefarm.com, where I grow and sell roses. I have 100 sites that link
to my site.
B My competitor has only 30 sites linked to her site at www.antiquerosesbysarah.com.
You may think on the surface that my site is more relevant, but that’s not necessarily the case. If
95 of the links to my site lead to link farms, and Sarah’s site has 30 sites from real horticultural

societies and organizations linked to her site, it’s a fair assumption that her information is far
more relevant than mine.

View a Page’s Ranking

If you have Google Toolbar installed you can check a website’s PageRank visually. In the
example, the PageRank for a help page for the Google Toolbar is shown. As you see, its
PageRank is about 4. The PageRank also includes a drop-down menu from which you can
choose to view a cached version of the page, similar pages, or track back in your links.

FageFank

Cached Snapshat of Page
Similar Pages
“F@ Backward Links

Read about installing and using Google Toolbar in the section “Look to Google Toolbar
for Faster Searches” later in the chapter.


www.finechina.com
www.dbrosefarm.com
www.antiquerosesbysarah.com
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Personalize Your Search

Using the default settings for any program, whether on your desktop or online, is fine when

you are starting out. However, as your skill and experience develops, you often want to tweak
settings here and there to make the program work better for you. Google Search offers a range of
preferences and language options you can choose to customize the search experience.

Specify Preferences to Speed Up Searches
To get started, click Preferences located to the right of the search term field on the main Google
page (shown in Figure 1-1).

The Google Preferences page contains settings applied globally to all your Google services,
as well as those specific to searching. Global preferences include specifying an Interface
Language and a Search Language.

By default, the interface is displayed in English, and the Search Language selects “Search for
pages written in any language”. If you prefer, you can choose a specific language ranging from
Arabic to Turkish.

As you’ll discover in the next section, you can translate a page in another language
into your language, great for hunting for specialty items like Lamborghinis or high-end
home furnishings!

There are three settings on the window that you can use to speed up your searching (Figure 1-7).
Look for these features:

SafeSearch Filtering Google offers three levels of filtering for explicit sexual content. Choose
from strict filtering, which filters out both images and text; moderate filtering, which filters out
images (the default), or removing the filters altogether.

Google's SafeSearch blocks web pages containing explicit sexual content from appearing
in search results.

O Use strict filtering (Filter both explicit text and explicit images)
@ Use moderate filtering (Filter explicit images anly - default behavior)
O Do not filter my search results.

SafeSearch Filtering

Number of Results Google's default (10 results) provides the fastest results.
Displayl 50 v results per page.

Results Window ¥ Open search results in a new browser windaw.

Save yaour preferences when finished and return to search.

Hl{U =MW Adjust preferences for quicker searches.

15
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Some seemingly innocuous search terms can yield a raft of unnecessary (and unsavory)
results. If you remove filters, don’t be surprised if searching for a recipe for “hot cross
buns” produces dozens or hundreds of unexpected results.

Numbers of Results One page of results shows ten returns by default. Click the Display drop-
down arrow and choose another value from 20 to 100 if you routinely check out several pages of
results. Choosing a lower number of returns does display the page quicker, but the time it takes
to click Next to view the subsequent page of results and reorient your view likely decreases the
importance of the faster loading.

Viewing Results Some people like to have several browser windows or tabs open at once, while
others find it confusing or overwhelming. If you want to see the page you started from as well as
the results, select the “Open search results in a new browser window” check box. The next time
you search, the search is shown in one tab, and a selected site in another like you see here.

|EJ dinosaur exhibits - Google Search =2 | il ¥Welcome to The Field Museum &= I

Once you have made your choices, click Save Preferences; click OK to close the information
dialog that specifies that your preferences have been saved, and then return to the Google Search
home page.

In order to save preferences, you must have cookies enabled in your browser. Refer to
Chapter 8 for information on finding cookie settings.

Work with Multiple Languages for Fuller Results

Many non-English sites around the world that attract an international audience offer choices of
language, like the example shown in Figure 1-8.

You are likely to find many more sites without page translations than those with translations.
Google offers ways to tap into the concept of a global community and marketplace using the
Google Language Tools.
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Le Cucine Scegli o tua cucina per la vita
[l Mondo Snaidero Le ides che fanno tendenza

| Rivenditori Scopri il rivenditore pill vicing

English Framcais Espanol

Hlc{U2{=WE: W Some international sites offer multiple versions of their content.

Click Language Tools to the right of the search terms field to display the Google Language
Tools page. On this page you can specify particular types of searches, translate content, or view
Google in other languages or via your home country’s domain.

Search in Specific Locations or Languages

Here’s an example search for European wood stoves. Whether you are looking for a company
that sells a product in your country, are interested in serving as a distributor, or are yourself a
wood stove manufacturer looking for inspiration, try searching in other languages. It’s not as
overwhelming as it seem.

Follow these steps:

1. In the Google Language Tools window, click the Search pages written in drop-down
arrow and choose an option, such as Danish.
2. Click the Search pages located in drop-down arrow and choose Denmark.

3. Type the search terms in the Search for field; as you see in Figure 1-9, the terms include
“wood stove manufacturer.”

Search Specific Languages or Countries

Search pages written in: | Danish v

Search pages located in: | Denmark v

Search for |WDDd stove manufacturer | [ Google Search ]

Hle]V]3{SKEM Scarch in other countries and other languages for insider info.
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4. Click Google Search. The results are shown in a standard Google Search window. As you
see here, there is an option to Search Danish pages shown at the top in the search area.
Also note that the text from the page is shown in English.

Web |mages WVideo News Maps more s

GO LJg le |w00d stove manufacturer | [ Search

© search the web © Search Danish pages
Web Results 1 - 24 of 24 Danish pages

[PDF] Morse 3100

File Format: PDF/Adobe Acrobat - Yiew a5 HTWL

Worsg, the largest steve manufacturer in Denmark, ... The surface of &
wood burning stove gets extremely hot when used and therefore special
at- ...

wiww marsoe . comMRrdonlyress
SD1E4827-AECT-4BFBE-BD1E-90909A22TAAR/D/3112_3142 pdf -
Sirnilar pages - Mate this

[PDF] Morse 1400

File Format: PDFfAdohe Acrobat - Wiew as HTML

When lit, a woeod-burning steve gets hot and therefore adequate protect
must be ... comply with Mational, Local Building Regulations or flue
manufacturers ...

whnna Morsoe. cammRrdanlyres!
CFSAE1AB-DERD-4ES4-ADF7-1AT4BDCAEIOA /0141214421452 pf -
Similar pages - Mote this

[ More results from s, morsae.cam |

[PDF] Eigaro - 3:2%0m

File Format: PDFfADORe Acrobat - iew as HTML

The stove is only DS approved for firing with weed. It is prohibited to ...
lIse only the manufacturer's sealing gaskets. The outside surfaces ...
wnany hwiarn . corm/Ailes/Site_upload/Download/
Brugsvejledninger/Dansk 20site/HWaAM % 20F igaro%20061108%20.pdf -
Sirnilar pages - Mote this

5. Scroll through the list to a likely result and click to view the website.

You see the listings in the search returns page are prefaced by [PDF] as the listed
return is a PDF file. Read about using PDF files in Chapter 2.

Translate Content Into Your Language

As mentioned, you might not be fortunate enough to find a site that offers translation in your
preferred language. Google offers two companion tools that let you translate a block of text or an
entire web page.

Not only can you find information from the source, but occasionally the translations are

amusingly incorrect, great for those late-night work sessions.

Translate a Block of Text Copy the text you want to translate and paste it into the Translate text
box on the Language Tools page. Click the drop-down arrow and choose a translation mode.
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GO {_)8 le Translate

Translate Text

Get Transiation Drowser Duttons | Lanquage Tools

Original text Automatically translated text

"Ayre Elektru”, Ltd Rey.Nc.: 43202001782 A| “"Agre Elektro, Ltd Reg.NWr. : 13202001782 Tel :
[remegan: (#371) 4381140  OBnpnT swcnopTa (HOR) : {371} 4381140 expurl Lwenover (EUR} : 100001 -
|100 001 - 200 000 Ampec: Aluksne, Darza 8¢, LV ALLNNN. Addres=s

: Aluksne, Darza He, TW-43007" T
14301  "A-T Trade Music”, LLd, Saluvns

Reg.No.: Trade Music, Ltd, Reg.Nr. Salono : 50003120041 Tel
150003129941  Temepon: (+371) 7310040 OAopom : (371) 7310040 expurl tucoover (EUR) : 50001 -
|omcmopTa (EUR): 50 001 - 100 000 Agpec: Riga, IUUUUU Address : Riga, Matisa 1Ye5, L¥-1UUY
Mabisa 65, LV 1009 "audivsiacs", LLd, "Audiostars, Ltd, Veikalo-salons Req.Hr. :
ve1kala-aalons  Heqg.Nr.: SONN3335831  TemegowH: G0003335831 Tel : (371) 72856831 expurl Lurnuver
|{+371) 7285831 OBopor omemopra (EUR): 100 001 (EUR)

@ 10Uuul - ZoUUUl Address : Riga,
|- 200 000 Ampec: Riga, Deicrnava §7/89, LV 1011 % 87/80, Lv 1011

 Bussian tn Fnglish RETA

Dzirnavu

v[ Translate ]

Sle{[z{=M[0} Quickly translate text from one language into another.

Some of the translation tools are final products, such as French to English, while others are still

beta tools, such as Russian to English. Click Translate. The text translation is placed to the right
of the original text as you see in Figure 1-10.

Click the Automatically translated link to open the translation FAQ at Google.

Translate an Entire Web Page Rather than pasting selected text, translate an entire web page at
the click of a button. Type the URL for the page into the Translate a web page field, choose the
desired language conversion from the drop-down list, and click Translate. The page opens in

a browser window with a notation at the top stating the page is a translation. If you move your
mouse over translated content, you see the original in a pop-up balloon as you see here.

This page was automatically translated from Russian. BETA
wWiew nriginal weh pane nr monse over fext fnview nriginal languane

“Eltekss, Ltd

Req.r. | 300033717581

Telephone © (271) 73136335

Turnover expois (ELIR) : 10001 - 50000
Jrig u t: Gox -3[23 1011
TenedoH: (+371) 7313635

& Suggest a better translation

TUMTIOVET EXporta (EUR) - Bo00T - 100000
Address - Riga, Basteja bulvaris 16-2.st. | Lv-1050

Add a Bookmark If you regularly need some quick translations, check out the Translation Bar
Buttons. Click Get Translation Browser Buttons, shown in Figure 1-10, to open a list of the

available translation services. Drag the translation button of your choice to the top of the browser
window and drop it on the toolbar area.
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tihingan Hol

Google

Dagmey pat naghmey heQ  ghommey  merm

diet staples klingon | nepwd' 'tk
i De' Damashogh
[ GoogleDag yinej ][ I1SuDrup ] Aol SeHlaw

Hoch Google De' - Google Canada ylghoS!

HIU=EMIN Choose from many languages, including Klingon.

Reset the Google Interface

If you want to use Google in another language, you can specify the settings in the preferences,

as discussed earlier in the chapter. If you want to quickly search in another language, select

a language from Afrikaans to Zulu from the list on the Language Tools page. There are even
languages that aren’t spoken in many earthly locations, such as the example shown in Figure 1-11.

Fortunately, not all the content on the Language Tools page is converted to the selected
language so you can find your way back from your language experiments.

Use Google on Your Home Domain

Google search results are listed according to the pattern described in the section “How Google
searches.” Those not living in the US often have to search within the results to find listings
pertaining to their laws, cultures, or shopping restrictions.

Save one step in your search by using Google for your home domain. On the Language Tools
window, scroll down to the list of national flags and choose the desired language. If you choose
some country’s home pages, such as Belgium or Canada, as shown here, you’ll also have to
select a language.

Google

Google bhe aangeboden in: Frangais Deutsch English

Belgié

[ Google Search ][ I'm Feeling Lucky ]

Search: @the weh O pages fram Canada
zoogle ca offered in: Francais
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Focusing a Web Search

Regardless of the type of content you are searching for, there are ways you can focus the search
beyond the keyword tailoring described at the beginning of the chapter. For example, most types
of searching offer advanced search features. Whether working in an advanced search or a regular
search window, use different terms to tell Google how to structure its search and your results.

Configure an Advanced Search

There are more ways to tailor a search using the Advanced Search settings. Click Advanced
Search to the right of the search terms field on the main search page to open the window shown
in Figure 1-14.

There are three collections of settings, including advanced options, as well as Page-Specific
and Topic-Specific searches.

There are also ways to search for specific topics and subdomains for Google products,
such as images and Froogle. Check out how that’s done in Chapter 2.

As you see in Figure 1-12, there are many different options for shaping the search terms. You
don’t have to use all of them, of course. The example search is a quest for an oriental chest called

GO L )gle Advanced Search Advanced Search Tips | About Google

Find resuits i all Of the words ;a;m'qug tansu [50rosuts | [ Google Scarch |
with the exact phrase |
wilh at least one uf Lhe words _jupnuese chinese urienlal
witheut the words .repilca

Language Return pages written in | mny language ¥

File Format Only | return results of the file format any format v

Date Return web pages updated in the past 3 months &

Numeric Range Returmn web pages containing numbers between and

Occurrences RENIM rEsUITs WhEre Iy TRrms nerur anywhare inthe page ¥

Domain | Only 8| return results from the site or domain

e.g. goodle.com, .org

Usage Rights  Return results that are ”"‘Ef‘?d by license A

1{x}

SafeSearch @ nntitering O Fiiter using SareSearch

Page-Specific Search

Similar Find pages similar to the page
£.0. waw.google.com/help. html
Links Find pages that link to the page _

SlelU{=_MPA Configure a search precisely using Advanced Search features.
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a tansu, which must be an antique. The two required terms are shown in the first field as “antique

tansu’’:

Rather than scrolling through multiple pages of results, the results field is reset to
50 results, by choosing the number from the drop-down list.

There is no exact phrase required, so the field is left blank.

LEINNT3

At least one of the words, either “japanese”, “chinese”, should be included; the antiques
originate in Japan, but there are similar Chinese antique wedding chests that I might like,
too. The web page author may not know the country of origin, and there may be other
appropriate items that originate in India or Northern Africa, so “oriental” is included.

I’m looking for an antique, so I don’t want to see the word “replica” in the results.

The page can be written in any language as I don’t know where the current owner of a
piece resides.

The date is specified as within the past 3 months by choosing the option from the Return
web pages updated in the field’s drop-down list. Other choices include anytime, with the
past 6 months, and within the past year. It’s likely easier to find a piece that is still for
sale by searching for more recent pages.

There are no numeric terms required for the search.

The terms can occur anywhere in the page. If you are looking for a specific element,
click the Occurrences drop-down arrow and choose an option such as the title, text, URL,
or links to the page.

If I know the specific domain I want to search, its URL can be entered into the Domain
field, such as .net, .org, .biz, .ca, and so on.

If T know a specific location where I don’t want to search, such as eBay, I could select
Don’t from the Domain drop-down list and type the URL, such as www.ebay.com.

I don’t have to worry about licensing so the Usage Rights don’t have to be included; nor
am [ worried about adult content so the SafeSearch filter isn’t required.

Read about usage rights, domain searches, and page-specific searches later in this
section.

Once the terms are set, click Google Search to start searching. The returned page is shown in
Figure 1-13, and contains several bits of information you won’t see in a general search.

In Figure 1-13, you see the selections made in the Advanced Settings window have been
carried over into the results page. The specified search terms are highlighted, as in a basic search.
You see that:

The results are shown as Personalized Results in the returns information line above the
search results.


www.ebay.com
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Identifies results Shows the term that Offers additional Includes the OR
as personalized can’t be present date selections search terms

Web |mages Mideo N hMaps more » Y

GO }Sle isu japanese OR chinese OR ariental -replica| | past 3 months v | [ Search | ,;E;f%tifseiam

/

Web Personalized Results 1 - 50 of about 37,100 over the past 3 months for antique tansu japanese OR chinese

TANSU - Oriental Furniture Sponsared Links
enter =
iy tansu . co. Ukl - 2k - Cached - Similar pages - Mote this Chinese & Asian Antigues

) ) Largest inventory in the Southwest
rashing Japanese Antigues o _ £000' showroom & huge warehouse
voshino Japanese Antigues offers the finest in art, antiques and folk craff.. wiwy AsianAntiquesLtd.com
antique tansu (chests), scroll and screen paintings ..
EMap of 1240 E Colorado Blvd, Pasadena, CA 91106 Antique Japanese China
winw yoshinoantigues. com/ndex.html - 14k - Find & huge choice of great offers
Cached - Similar pages - Mote this for Japanes products and save!

wiw BEst-Price com/Japanese
Tansu Japanese Furniture - JTANSU P

Wisit Jeollector, where you will discover A wide selection of Japanese Chinese Antique
antigues and Chinese fine art. Visit JDollCollector for 3 vast array of Searching for antique Chinese?

antique ... 4isit our antique Chinese guide
wiw jtansu comy - 24k - Cached - Similar pages - Mote this AntiqueChir:‘ese.infD e

Japanese Tansu Chests
Antique Japanese Chests. Treasure-hunting for tansu. text by Katharin

Markugn Hama. when foreigners enchanted with Japan develop a love of
antiques, ...

int katgigaho comimarld/antiques-tansu html - 17k -

Cached - Similar pages - Mote this

Highlighted search Shows specified
terms date range

Sle{S[;{=MEKY An advanced search shows additional information on the results page.

B The choices typed in the Find results with at least one of the words box are listed in the
search field using the operator “OR”.

B The date options are included in the Search results window.

If you don’t have as many results as you hoped, click the Date drop-down arrow and
choose a longer date range.

Using these parameters, the results are exactly what I am looking for. For example, clicking
the first result on the page opens the website shown here. As you can see, it includes all of the
search terms (and some very beautiful antiques).
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Apply More Advanced Search Features

Not all of the advanced search options are included in the example used in the chapter. Google
offers a few more features you can use for building custom searches.

Choose a File Format

You don’t have to view results in all file formats. For example, imagine you are looking for

a manual for your camera. You can’t remember where you found it, but you know it is a PDF
file—and that you didn’t save a copy. Choose Only from the first File Format drop-down arrow
and then the PDF format from the list shown here.

File Format | Only v | return results of the file format | Adobe Acrobat FDF (o] >

| any format
Adobe Acrobat FOF [ pdf)

| Adobe Postscript {ps)

| Microsoft'Word [.doc)

| Microsoft Excel (xls)

| Microsoft Powerpoint ( ppt)
| Rich Text Format [.rf)

The results only include PDF files, making it much easier to find your file (Figure 1-14).
Notice in the search terms at the top of the Google Search home page; the advanced term is
written as “filetype:pdf”.

You can also search for PS, DOC, XLS, PPT, and RTF file formats.

Select a Usage Type

You can’t use everything you find online. The Usage Rights option lets you find content that has
been published—whether music, books, movies, images, or educational material— and that you
can share or use.

If you want to search for content that you can reproduce in a newsletter, for example, choose
an option that allows you to distribute the content. As you see here, there are five different
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Web |mages Groups HMews Maps more s

GO Ugle ["Nikon Coolpix 840" fletype:pdf | (Searcn |
Web

Personalized Results 1 - 10 of about 195 for "Niken Coolp

[PDF] Nikon COOLPIX 8400

File Format PDFAADobe Acrobat - Wiew as HTML

Nikon COOLPIX 8400 The compact digital camera offering exceptional
wide-angle ... Nikon COOLPIX 8400 Other Features. 0 Easy-to-carny
dimensions of 113 % 82 ...

i Nikonimaging com/globalmews/2004/pdifesd400nr pof -

Sirnilar pages - Mote this

HlIU{=WMPN Restrict results to a specific file format.

formats, ranging from unfiltered, which is the Google default, to “free to use, share or modify,
even commercially” if your newsletter is sold to subscribers.

g?;ﬁ; Return resuits that are |.notfitersd by license
notfiltered by lic

free to use or share

free to use or share, even commercially

free to use share or modify

free to use, share or modify, even commetrciall

Type Operators in the Search Window

The search parameters that you select in the Advanced Search window can be typed directly into
the Google Search field, if you remember the operators.

Include Character Operators in the Search Field

The list of operators described throughout the chapter, as well as others you can also use, are
listed here along with examples:

Operator Results

Include Type (+) before the term to include in results

Exclude Type (—) before the term to exclude from results

OR Type OR in caps between each term in a list, such as dolphin OR porpoise
Synonym Type (~) before the term to find the word and synonyms, such as patio ~lantern to

return results including lantern, torch, and lights

Separator Type two terms that you want to be separated by at least one word and include (*) such
as coral * polyp to find results such as coral button polyp

Numrange Use the format [#]...[#] to specify values to include in your search results such as
plexiglas sheet $30...50 to find results where sheets of plexiglas ranging in price from
$30 to $50 are included in the results
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Web Images Groups Rews Maps more »

GOL)Sle finforwewrw newyork com | (Baareh

Web Showing weh page informat]

Mes york, MY, MY C, Mew yYork City, MY State Manhattan, Broadway ...
Mew vork hotels, NYC hotels, Manhattan Hotels, Hotels in Mew vaork, Hotels
in Manhattan, Las Vegas Hotels, Four Seasons Hotel, St. Regis hotel, ...
e NEWYOrk.Com/ - [ote this

Google can show you the following information for this URL:

s Show Google's cache of www . newyork.com

Find web pages that are similar (0w newyork.com
Find web pages that link to www. newyark.com

Find web pages from the site www newyork.com

Find web pages that contain the term "www newsyork.com”

Sle]Ul{MMEY Start a search by requesting information pertaining to a site.

Specify Text Operators in the Search Field

Some of the Advanced Settings options display text on the search field, such as the previous
example showing the filetype:PDF search operator. The operators described in previous sections,
as well as other text operators include:

Advanced Operator Example Results

date: date:6 Results are from pages dated within the previous
six months

filetype: filetype:xls Results are in Microsoft Excel format

info: info:www.newyork.com Returns results listing the site and offers options
for more information as shown in Figure 1-15

link: link:www.nasa.gov Returns pages that link to the NASA site—about
155,000 pages

related: related:concrete forms Returns results for stabilizing forms, release
agents, and the like

safesearch: safesearch:hot cross buns  Returns recipes for delicious baked goods and
children’s nursery rhymes without adult site
content

site: site:www.donnabaker.ca Returns results from the specified website



www.newyork.com
www.nasa.gov
www.donnabaker.ca
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Google Can Calculate for You

You don’t have to resort to your system calculator or a pen and paper to perform
calculations, or other mathematical processes in Google. Instead, type the formula into the
search field and click Google Search to use the Google Calculator. The calculation results
are shown on the search returns page, as well as a link to search for documents containing
the character string.

Arithmetic Use traditional symbols for performing arithmetic calculations, such as (+),
(—), (¥), and (/) for addition, subtraction, multiplication, and division respectively. Query
a percentage by typing 30% of 425 for example; or define an exponential power by typing
1073 (10 cubed) for example. By the way, the percentage value is 127.5, and 10? is 1000.

Web Images Groups MNews Maps more s

GO {_)gle [178-3022/6 | (Searen ]
Web

(13 = 8) + 30 - (22 / 6) = 130.333333

More about calculator.

Search for documents containing the terms 13%8+30-22/6.

Currency Exchange Using numbers isn’t limited to calculations. Instead of hunting down
currency exchange programs, simply type the values in the search field as shown in Figure 1-16.

Click the link to read about using the currency converter. The rate is
general, fine for calculating the cost of purchasing a product in Euros,
but not designed for managing your dollar trading account.

Convert Measurements Some of the world works in metric, while the rest works in Imperial
systems. You can use Google to discover whether a storage cabinet is the right size for your
office by entering the conversion values as a search term, like the example shown here.

Web |mages Groups News Maps more s

GOL)Sle [f4dem to inch li=m)
Web

Results 1 - 10 of about 912 for 1444

144 centimeters = 56.6929134 inch

More about calculator.
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Web |mages Groups MNews Maps more »

GO i)gle 1$3000 to euro |[ Search |

Web FPersonalized Results 1 - 10 of about 813,000 for $30¢

USS$ 3 000 = 2 245.00486 Euro

Rates provided for information only - see disclaimer. Mare
about CUrency COnversion.

Sle]U{=WAm:J Calculate currency exchanges in the search window.

Use Google Personalized Search to Store Your Searches

Your browser stores history information, but it is limited in scope and only lists sites you have
visited by name for a short period of time. Google offers a service called Search History that
keeps track of what you have looked for in the past, lets you bookmark previous searches, and
even lets you search your searches!

Find out more about using search histories, such as searching bookmarks, at
http:/ftinyurl.com/22zuk.

To use Google Search History, follow these steps:
1. From the Google home page, Click Search History at the top of the browser window to
display the Search History login window.

2. Type your password to sign into the Search History with your Google Account. As you
see here, you can also select to have the service automatically started on your computer.

Sign in to Search History with your
Gougle Account

Email. denna.bakergigmail.com

Fassword: |

Remember me on this
computer for Search
Histary.

| cannot access my account
5ign in as a different user



http://tinyurl.com/22zu4k
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3. The Search History opens in a browser window. You see

: ' Search Activity
a number of different search types listed at the left of the «Oct  Nov2006  Dec»
window, and search locations (Figure 1-17). Toggle search 5 M T W T F
types on or off to condense the page results if you like. 29 30 Nl 1

4. To find a particular month’s or date’s search history click g/6 7 8 3 10

ra
o
o
[a3]

the links on the Search Activity calendar at the right of the
window, shown here. The date currently displayed is shown
in bold text (“6” in the example). Pause the mouse over a

2 1=

131
ra |g.|: o ]

S|
ra

: =
date to display the number of searches conducted on that
Today, Apr &
date. —
Here are some features and search options to explore: TR Tl

Total searches: 2141

Manage Your Search Contents Click Pause in the column at the left
of the window to stop the service from collecting your search history; you have to click Resume
to restore the history. Specify sources, such as Sponsored Links or Video to stop by clicking
Settings, choose a source and click Remove Items to delete all reference to that source, and click
Save Settings. If you want to remove content from the history altogether, click Remove Items

to open another view of your search history. Select searches or sites and click Remove to delete
them from the history.

Search History (Beta) for donna.bakergigmail.com

Search History Feb 15, 2007
Web mardi gras dates
Images Mardi Gras Dates! Dates for Mardi Gras 2008, 2009, 2010, 2011 ... - &:53pm
[ Mews wew mardigrasneworleans.com/mgdates.html
Froogle 4 ;
[ Sponsared Links thomasville furniture
SpONsored LinKs i ST e G e
Video Thomasville Furniture - Bedroom, Dining Room, Living Room, Home ... - S:04pm
0 M wrws thomaswille.com/
[ Music neiman marcus
Select all

NEiman harcus online - 4 visits - 5:03pm

Pause wnni NEIMANMAarcUs coms
Settings
Remove items horchow
Trends The Horchow Collection - 4 wisits - 4:410m

wwinr Rorcho.cormy/

Hle{S[:{=MVA Find details of past searches in the Search History.
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Track Your Trends You can watch your search activities over time by tracking trends. Click
Trends at the left of the Search History window to display your top 10 queries, sites, and clicks
displayed by different time frames. Choose from the past 7 days, last 30 days, last year, or from
all time. Scroll down the page to show a chart of your activities shown by month, daily as seen
here, or hourly.

Daily search activity

98

|U’J
2

14
5 E o |

Sun Mon TueWed Thu Fri Sat

Interesting Items Click Interesting Items in the left column of the web page to show generic
items that relate to your searches. You see lists of top queries that correlate with your searches
as well as a list of pages that correlate with your searches. If you have included other types of
content such as video, there are a few videos displayed that match your interests.

Bookmark Listings for Future Reference What a nifty feature! When you come across a site that
is something you’re likely to return to in the future, take a few seconds and make it a bookmark.
Click the star to the left of the listed site to flag it as a bookmark and add Bookmark Edit and
Remove links. Click Edit to open text fields as shown in Figure 1-18 that you use to customize
the name of the link, assign labels to the bookmark, and add notes.

You can add a bookmark gadget to your custom home page that lists the bookmarked
search items. Check out gadgets in Chapter 8.

Apr 6, 2007
"Hadano Collection Multicolored

¢ [Sconce, Wall Sconces, Wall Lights, Bathroom Lighting, Hallway .
Lahels: lights frant lobby
Mules. |chandelier. multl stems with colored glass drops

snerir larmpsplus com/Products/Sconces/page_ 10/

Sle]U{ MY Assign labels and customize the text for bookmarked items.
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Look to Google Toolbar for Faster Searches

Whether your browser of choice is Firefox or Internet Explorer, there’s a Google Toolbar plug-in
that offers ways to search, communicate, and manage your search efforts. There are many, many
features of the toolbar that aren’t covered in this book, be sure to check out the toolbar’s options
and the links below to learn more.

Download Options for Different Browsers

To start, open the Toolbar site at toolbar.google.com. There are download pages for different
Toolbar products, including:

B Google Toolbar for Firefox 1.5 and newer at http://tinyurl.com/yuwued

B Google Toolbar for Internet Explorer 7 at http://tinyurl.com/23fnzb

B Google Toolbar for Enterprise (beta) from http://tinyurl.com/saslt

You can also find links to Google Toolbar for older versions of Windows from this page.

Click the download button on the page to have the toolbar automatically download and then
follow the prompts during the installation. Once the installation is done, you will see a notification
in the browser window, and the toolbar is added to your browser window (Figure 1-19).

There are slight variations between the Internet Explorer and Firefox versions of the
toolbar. For example, on IE’s toolbar, click Go to initiate a search; on the Firefox
toolbar; click Search.

What's on the Toolbar and Why You Want It

You may think you don’t need any of the tools on the Google Toolbar, and of course you can
manage without it. But it’s interesting that as you learn to use it you are likely to use it more and

Search options Automated features
Google (Gl vieoDd S 9 B~ @ [C vy sockmarkse DRk Bhubloded | W check v 9§ dutolrk w o0 » (D setings~
| Send ko ¥
Other Google services Settings and Options

SlelVz{=M[cl Google Toolbar offers many search and browser features.
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more, often to the exclusion of more traditional (and lengthy) ways of handling searches and
interacting with web pages.

Quicker searches with Google Toolbar

First and foremost, the Google Toolbar offers a shortcut for searching. Drag the vertical bar to
the right of the Google label to increase or decrease the width of the search text field. As you
type your search terms, a drop-down list opens from the toolbar showing your search history and
bookmark listings for the search terms as well as popular Google search suggestions as you see
here. The suggested content changes as you continue typing your query. Click Go (IE) or Search
(Firefox) to start the search.

[ metal v |Gl search - '|-
metal hardware Furni. .. iy

retal hardware Furni. ..

metal Furniture leg u, .,

metal Furniture leg s...

metal Furniture leg s...

rnetal Furmiture leg set

metallica

metalocalypse

metal slug

metal gear solid v

Clear Search History 2

Click the Google icon in the search text field to open a list of options for searching Google
sites, the current site you are viewing, or those using custom search buttons.

Easy Access to Other Programs and Links

You’ll find a number of buttons that automatically display other Google products, such as Gmail
or Desktop. Click the Button Gallery drop-down arrow to open a long list of additional programs

Use a Shortcut to Open Sites

Part of the Google Toolbar is a feature called Address Bar Browse by Name. If you don’t
need any prompts for typing search terms as in the toolbar’s search area, simply type the
site name in the browser bar. You don’t need to worry about any of the protocol notations
such as www or http. If Google can’t find a site with the name you typed, the text is used as
search terms and results are shown in a browser window.
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you can add to the toolbar, shown here. If you want to remove content, click Manage at the
bottom of the menu to open a dialog box that lets you organize your toolbar items.

Q Current Site

{é I'm Feeling Lucky
[: Images

@ Groups

{f’; Mews

@ Froogle

@ Maps

§ Google Earth

) Desktop

ﬁ Bukton Gallery

1 Grnail

[GJ Google
#dd Search Tvpe. .,
Manage. ..
Wiew History, ..

If you use the IE version of the Google Toolbar you also have a control for blocking
pop-up ads. Also, a Search Settings Notifier lets you know that the default search values
are set to Google. If spyware and other malicious software tries to change default
search settings to other sites, this feature displays a notification.

Automate Actions to Help Find and Distribute Content

One group of tools on the toolbar are used for managing both what you find on a page, and what you
do with the page’s content. The features are shown in the Firefox toolbar segment (Figure 1-20) and
include the following:

Tool How It's Used

AutoLink If you find a US location cited in a page and want to know how to get there, click
AutoLink to create a link on an online map. AutoLink also works to link package
tracking numbers to delivery status, VIN numbers (US) to vehicle history, and ISBN
numbers for books to Amazon.com listings

AutoFill AutoFill completes common Web form fields with a single click. Specify the
information to use in the Toolbar Options dialog box (next section).



34

How to Do Everything with Google Tools

Send to Click Send To and choose from Gmail, Blogger, or SMS (from within the US only).
The entire page is sent, unless you select a portion of the page before choosing the
command. Sending messages from the Google Toolbar is free, but your cell phone
system may have fees.

Highlight Click the Highlight button to automatically identify each instance of a search term in
a page
Search terms Terms from the latest search are shown on the toolbar. Click a term to display search
results
Configuring the Toolbar

There are many ways in which you can make the Google Toolbar your own. For example, you
can add and remove content, create your own buttons, or choose a different display format.

To display the options and settings, click the Settings button at the far right of the toolbar and
choose Options to open the four-tab Google Toolbar Options dialog box.

If you are signed into your Google Account, the button is green. If it is grayed out, you
have to sign into your account to proceed.

Check out the features you can add to your toolbar in the dialog box. When you have made
your choices, click OK to close the dialog box and modify the toolbar. At any time you can click
Restore Defaults to return the layout to the toolbar default settings.

Add and Remove Features The Features tab of the dialog box lists some of the main features
on the toolbar, ranging from the Search Box to AutoFill. Each offers a link to more information
on the feature, as well as a button that opens a settings dialog box for a specific tool, such as the
Search Box Settings. Choose which features to include by selecting or deselecting the features’
checkboxes.

% Autolink r]U ko Q Send bow é. @ rnetal E furniture > @ SettingsT

[ Gmail
E:& Elogger
@ sms

Fle{S[:{=WP )] Automate your actions from filling in form fields to searching for terms.
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Decide Which Buttons to Work With  On the Buttons tab of the dialog box, select and deselect
items that you want to show on the toolbar from the options listed in two categories. You can
reorder the locations of the Custom buttons on the toolbar by selecting a button and clicking
Move Up or Move Down at the right of the dialog box seen here.

Google loolbar Uptions

Zp B %

- Show Google butkons on the Toobar —
CI@seachste [ G FoclingLudky
[ 2l Google Images 7] S2Gaogle Grovps
@ooodotions [ EFrooge
C1@coodomps [ @searchusa

‘Custom buktons

Chreched ibemis vill appear on Use Tuolbar,
Gl Googie

** Google Carth

D Deskrop

m Button Gallery

[ Gmail

Edit...

L
O
O

Remove

=

Hestore Defauls...

Find Even More Buttons Some people never have enough buttons! If you are one of them, check
the More tab of the dialog box for additional features. Some of the default items such as Send To
and Highlight search terms are on this tab of the dialog box.

Configure the Toolbar Layout Choose one of three common displays for the toolbars on this
tab of the dialog box. You can use the default which adds a toolbar to the browser interface.
Alternatively, you can replace the search box on the browser with the Google Toolbar search
box, or replace the search box with the Google Toolbar search box and hide the other buttons.

For the diehard tweaker, click Learn how to make your own custom layout to open
a web page explaining the ins and outs of toolbar design. The page is located at
http://tinyurl.com/3xgah6.
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Summary

This chapter introduced you to the world of Google searches. As you discovered, there is far
more to searching than typing a few words and clicking a button. You saw that the order and
number of search terms influences the results, and that you can specify what is included or
excluded from the results. You learned that Google uses an extremely sophisticated method
for deciding what to display, even though the results are shown very quickly. A search can be
personalized in many ways, and by using a range of text or character operators you can pinpoint
the results even further. For added convenience and access to many tools, add the Google
Toolbar to your browser.

In the next chapter, see how to use Google to find specific types of information, such as
video and online groups.
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How to...

B Find images and entertainment files
Look for groups and online communities
Access a range of different search types

Search for scholarly journals and other professional sources

Shop online using Google Product Search

Remember the set of links for items such as Images and Groups that you found above the
search term field on the Google home page? This chapter is about those different types of
searches and the realms in which to search.

Search for Images and Entertainment

The Internet—and the world it describes—is a big place. That means there are many ways and
forms that you can use to hunt for information. Fortunately, Google offers an array of different
types of specialty searches. On the Google home page, you see a number of links for search
types; click “more” to show a list of the services you can use (Figure 2-1).

Hunt for Pictures

Images are one of the most common search objects. To help find images, Google offers three
ways to search:

B As an accessory to basic web searches

B From the Google Image Search page

B Via advanced settings

Web Images “ideo MNews MMaps Gmail more ¥

Blog Search
Blogger
Rnnks
Calcndar
Documents
Finance
Groips
Labs

Oirkul
Patents
Photos
Products
Reaer
scholar

SlelV[:{=AW Specify a category to search from one of the lists.
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Track Down Images from a Regular Text Search

Sometimes, you’ll see a page of search results that include some images at the top of the page.
There’s no mystery: if your search is specific— Google displays the best matches, including
those that are visual, as in this example.

Webk |mages Yideo MNews Maps more »

GO L)g[e [sinmese fighting fish =

Web Personalized Rest
h

Imane results for siamese fighting fis

Slamese Fighting Fish {(Hetta Splendens)

A profile of the Slamese Fighting Fish (Hetta Splendens), inciuding
nabitat, care, reeding, and breeding.

Treshagquanduim . apout comics/anabands.2p/oeta ntm - SUK -

Lached - Similar pages - Note this

Narrow down the search by including picture or image in the search terms.

Start from the Image Search Window

Rather than assuming you might find images in a site by searching for the terms, click Images
above the search term field on the Google home page to open the Google Images Search window.
Type your search terms, and click Search Images to display the results in an array of thumbnails
(Figure 2-2).

The images are shown at all sizes by default. If you are looking for a specific size of image, click
the Showing drop-down arrow and choose from Small, Medium, or Large images. In Figure 2-2, only
the medium-sized images returned as image results for my search terms “presentation folders”
are shown.

There is no advantage to sorting the images by size in the example—it’s simply to
illustrate the size options.

If you decide you’d rather find information textually, click “View all web results for
presentation folders” to display the regular Google Search results window. On the other hand, if
you decided to search visually for presentation folders to get ideas for a work assignment, scroll
through the thumbnails and click an image that catches your eye.

You see the image open in another window containing two frames. The thumbnail and details
about the image are shown in the upper frame. The source page containing the image is shown in
the lower frame.
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Choose an image size

Wweb | Images Video MNews Maps more »
) | : Alvarnied lmdye
GO ()gle |presenftation folders |[ Search Images j[ Search the Weh ] Breferences

Mum:;gu: SaleSedrch is un

Images Showing: | Mediurmimoges [+ | [esults 1 - 20 of about 93,300 for presentatien folders. (0.04 scconds)

« View all weh results for presentation folders

Showing only medium images (show all image sizes)

Example of presentation Example of presentation Presentation folders are an

B

% -"1'

Presentation Folders

384 % 356 - 33k- jpg folders ... folders ... elegant ...
iy Clesigntrain.com.au 475 %301 - 21k - jpg 475% 301 - 17k- jpg 480 % 640 - 30K - jpg
rwebcraftscreations com  weiny webcraftscreations com WY Ay COM

=

value Presentation Folders  Premium Pyesentation  Presentation Folder Layout Present,
338 %283 - 12k- jpg Folders use.

Image details View general web results Click to view image

Fle{Ux {2 Display and choose images from the results page.

From the returns page, you can

B Click Image Results to backtrack to the search results page.

B Click the URL for the page shown in the top frame to open the page containing the
image.

B Click Remove Frame at the upper right of the window to display the website containing
the image.

Set Custom Image Search Options

Suppose you are looking for inspiration for a logo for your new company, GreenSpace Realty.
Use the advanced search features to source specific types or formats of images that will tweak
your imagination.
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Follow these steps:

1. Click Images on the Google Search home page to specify that images are to be searched.

2. Type the terms in the search field, “green space” in the example, and click Advanced
Image Search to open the Advanced Search Settings window.

You can type the search terms either in the Google Search or the Advanced Search
Settings window’s field.

3. Specify the terms for the search in the appropriate fields as seen here.

Go L)gle Advanced Image Search About Google

related to all of the waords igl'een space |[ Guuygle Search

Find -
results related to the exact phrase | |

related to any of the words | |
not related fo the words | |

Size Feturn images that are any size ¥

Filetypes Return only image files formatted as

Coloration Return only images in

Domain  Return images from the site or domain 21 E0lors
black and white

SafeSearch O g fitering @ Use moderate filterir %raééscale fing

4. Choose a file format from the Filetypes drop-down list. You can select GIF, JPG, or
PNG files.

5. Select the color required in the image. Leave the default any colors, or choose grayscale,
black and white, or full color.

6. Click Google Search to perform the search.

Read about using other advanced settings in the “Focus a Web Search” section in
Chapter 1.

Search for Moving Pictures

Bandwidth improvements in the last couple of years have made uploading and downloading
video a practical activity. To help you source video of all types, Google offers Video Search.

Although it is still a beta product, Video Search offers a wide range of features and
opportunities for you to share and view video in a range of categories and genres from all over
the world.

1
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Google Video has policies for U.S. and non-U.S. copyright complaints under the Digital
Millennium Copyright Act. Content appearing on Google Video is subject to the act,
and processes for writing and filing complaints of copyright infringement are available
at www.google.com/video_dmca.html.

Start from the Home Page

Like other Google services, you need a Google Account to access Google Video. Log into your
account and open the Google home page. Click Video from the links above the search term field
to display the Google Video beta window (Figure 2-3).

The Google Video home page is the hub of the program. From this interface, you can search
for video in a number of formats or genres, scroll through multiple categories of thumbnails,
access blogs and top 10 lists, or upload your own video.

View lists of Select type
processed videos or genre

donna.baker@gmail.com | Purchased Videos | Uploaded Videos | Search History | My Account |
Web Images Video Mews Maps more » Upload your videos

CIO L)gle | [ Search | Advanced video Search

Video &4 5% 70p 100 | Comedy | Music videos | Sports| Animation | TV shows | Google Picks

Recommendations More Recommendations » MNew Features

Mew! Mow you can also

1@ search for videos from
YouTube.

. \/,
Creative Wo. . Garden Girl... Alex Petrald. .. Blog Buzz
Prirdrir rirdrind Pt
1 min 5 rrin s 1. Alanis horissette "hiy B
Humps® videa
x 2. Bush Seeks Irag Funding B
Popular RSS - Popular videos » 3. Mensaje de Newt Gingrich B
4. New Die Hard Trailer! g
5. Cinicinnati Mayor Bad =
Pitch
6. Real Cstate Roller Coaster B
;e 7. Real Estate Roller Coaster B
Discurso de_.. Luciana Lityj... Yamaha R1._. 8. My Humps - Black Eved El
Prirdrind Trirdriy Peas
Click to scroll Viewer ratings Video length Click to view Read Blog
category category discussions

Hlc{8)2{=WBW Scarch for and view video in Google Video.
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If you are in the United States, you can purchase, rent, and download video from
Google Video at http://video.google.com.

Search by Category or Type of Video

There are literally thousands of videos available in several categories. For most categories, you
can either click the button below the search text field, or type the operator in the search text field
as listed here. The Top 100 category doesn’t have an operator; so click the button to display the
list on the page.

You can also search by title using the operator title: in the search text field, such as
title: “November Rain.”

Category Operator

Comedy genre:comedy

Music videos type:music_video OR genre:music
Sports type:sports OR genre:sports
Animation genre:animation

TV shows type:tvshow

Google Picks type:gpick

Read about operators in Chapter 1.

To search for a video, follow these steps:

1. Select a category or type the operator in the text search field.
2. Type additional keywords and operators as necessary to target your search and click
Search. Your returns are shown on a results page.

If you have used a combination of operators, such as a genre and a specific search
term, the results are listed by genre, followed by a tilde sign (~) and then the search
terms, such as genre:animation ~ traffic.

3. To further narrow the results, click the duration drop-down arrow and choose a time
frame. Choose from short, medium, or long clips.

You can sort the videos as well. Click the Sort drop-down arrow and choose one of
relevance, rating, views, date, or title.

4. Scroll through the results to find the video.
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Play the Clip

Whether you are browsing, or have searched for a specific video, click the thumbnail or the link
in the results page to open the playback window, shown in Figure 2-4.
The playback window offers a number of features for viewing, playing, and downloading.

More Fun with Video

There are many more Google Video features than there is space in this book for a full
description. Other service areas and features, along with a URL to find more information, have
been discussed below.

Upload Your Video Google Video offers methods for uploading your own video to watch on
Google Video, distribute, and add to your website. View the upload form and instructions at
http://tinyurl.com/3cvyfa. For information on how to enter details for your video, see the topics
at http://tinyurl.com/2nelea.

Download options Video information

A firfrd 3 ratings -
Alltime views: 562 »

Space, Ir

Download | for

ind s Mdar: v

As part of a MASA contract to
define an approach for returming
tn the Mnnn and continuing nn
to Mars, Androws developed a
CrEw/cargo .. all »

« Pre

- Next video »

Playlist - Details -
Related - Commen:
inappra@riate

+ Smocth Video

Ongnal Size

Boorngthe 2900 iss

Wetlangs of T.., SCrdezvous
1 min Pk

Playback controls Playlist details Similar video

Hle{V]{=2W View and download a video from the playback page.
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Subscribe to aFeed You can access Google Video feeds by subscribing to the links. Click the
RSS link shown on the main Google Video page at the top of the listed categories, to be notified
when new videos are added to the selected category. Read more at http://tinyurl.com/2rdy9w.
Check out Google Reader in Chapter 5 as well.

Download Videos Many videos can be downloaded to your computer for playback. In addition,
you can download the Google Video Player. Video can be downloaded in Windows/Mac or Video
iPod/Sony PSP formats. For instructions on downloading, visit http://tinyurl.com/38vzox.

Purchase a Video In the United States you can purchase videos using your Google Account.
Some videos are available in different purchase categories, such as High Quality or Day Pass
High Quality. If you buy a copy-protected video, you have to watch it online. Learn more at
http://tinyurl.com/20g9s5.

Use Google Video International Google Video is available in several other countries, including
Australia, Canada, France, and the U.K. Scroll to the bottom of the Google Video Search window
and click an international link.

Google Video for the Big Guys If you are a major producer with over 1000 hours of distributed
video, you can apply to be included in the Premium Program. Check out the form for submission
details at http://tinyurl.com/hj6g4.

Be a Good Video Consumer

Google Video isn’t equipped with a SafeSearch feature to block material. If you view a
video that you think is inappropriate for some viewers, or contains obscene content, click
“Flag as Inappropriate” from the links on the page.

In the resulting form, choose one of these options to flag the video:

B pornography or obscenity
graphic violence

racially or ethnically hateful content

other content inappropriate for young viewers
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Check Out Different Communities

The Internet isn’t a single system. Along with websites for information, providing resources and
commerce, there are millions of sites devoted to virtually any topic under the sun, hosted and
frequented by groups and communities. To let you search in specific areas of the Internet, such as
the Blogosphere, Google offers specialized searches.

Blog Searches

Blogs are an entire web culture in themselves, and an important component in your information
gathering arsenal. One of the best places to find what’s important about a topic, as well as the
best links to other content, is by using a blog search.

To start, either click “More” from the links on the Google Search home page and then choose
Blog Search from the list, or add “blogsearch” to the end of the address string for the page. That
is, www.google.com/blogsearch.

Type the terms to use for the search and click Search Blogs. If you need to customize the
search terms, click Advanced Blog Search and add features to include or exclude as with other
forms of searching.

The Blog Search results are shown in the results window, sorted by relevance. If you prefer,
sort the results by date using one of the Published options at the left of the results page shown
here. You can also subscribe to specific blog feeds on the results window.

WED Images I'DLIQ NEWS E more »
GO L)g hocument review management -'open access” -"open| Auvarived Blug Search
B Preferences
1A Search Blogs ][ Search the Web ] =

Blog Search  Results 1 - 10 of about 48,753 for document review management -open-acce

Published
Decument collaboration re visited (MexPage2 | PleaseReview and ...
Last hour
e 1 Feb 2007 by Johnt
Last 12 hours S = E N X o
e This is an ideal tool for decumant review, but vour decumeant is the wiki
Last day : Sy > 2 x
itself, which is not helpful if you are wanting to review a word decument.
Past week G
Past month Mext was a DM_S (Dacument Management System), which is great for
-.\Anytime controlled version ...

Library clips - hittpeMibiraryclipns bingsnme com - Refrrences
[ More results from Librany clips ]

Choose Dates

2007-3-30 REQ-WG Meeting Notes {updated)

Subscribe: 20 Mar 2007 by Mark J. Norton
1 The later document has been re-farmatted and is now being reviewed by
Blogs Alerts a team (see table below). Results fram the reviewe will be folded into the
Atom | RSS document. The document will then be made available for public comment

and eventually ...
Dashhoard RSS Feed - hitp#issues sakaiproject org/confluence
[ More results from Dashboard RSS Feed |

Group Searches

Google Groups is a service that lets you set up, organize, monitor, and administer your own
groups and communities. Like blogs, groups offer a wealth of information.

To check out what people are posting to their groups, or to find groups that share your
interests, follow these steps:


www.google.com/blogsearch
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1. Click Groups from the links above the text entry field on the Google Search home page.

Set advanced preferences if you like by clicking the Advanced Preferences link, or type

your search terms in the field and click Search.

The results are shown listed by relevance (Figure 2-5). Click a link to read the post.

If you prefer, click Sort by Date at the upper-right corner of the results returns page to

show the results chronologically.

Each Group search result also includes a link to the specific group. Click the Group link to
show a listing from the group, including topic summaries and a list of active topics, shown here.

Google Groups donna.baker@gmail.com | My Groups|+| | Favarites | Profile | Help |

bit . listserv .

| [Scarch thig| [Scarch G

techwr-l

Topic list, Topics 1 - 10 of
View Tepic summary 61245 Older »

Description: Technical Wriling List

Framehaker and Multiple Languages
Hello Everyone, My company is in the
process of creating multiple language
manuals and nelp nies using FrameMaker
As wie gu Lthrough the version upgrade
progress, we are looking for a way to track
changes other than the "Track Changes*®
option that comes standard with

Discussions
+ New post

About this group
Subscribe o lhis roug

This is a Usenet group - learn more

Find ur start a Guogle Group aboul
techwr-,

Active older topics

Business Reguirements

33 new of 33 - Aprd

Tech Writing a Growing Field?

39 new or 39 - Anr 2 ¥
|

Check out Chapter 5 for information on Google Groups

Web |mages

Groups Mews Maps more»

idacument review management -"open acces:[ Search ] pavanced Braups Ceart

Google

Groups

Preferences

treview

Groups Wiew all web results » Resuits 1 - 10 of about 131,000 for d

Deocument Review Mrocess  Group: bitlistsery techwr-|

... pnint nr annther Which brings me tn my subject Yesterday, my management
asked me to come up with a system of decument review. I'm writing in

FM and everyone else uses ‘Word. For the purposes ...

War 2 2003 by John Posada - 23 messages - 13 authors

methods of reviewing documentation Group: bit listsery techwr-|

e GELLING peuple W do their jubs is @ management responsibility - heck, you mighl
say that is the "onky™ management responsibility. Methods of decument review: Put
the document out ToOr review, notity the appropriate parmes, and then rorget ...

Mar 4 2004 by "Mike O." - 9 messages - 9 authors

HlclU{=EW Find group posts and check out groups from the results page.
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Google Offers Accessible Searches
for Visually Impaired Users

As described in Chapter 1, Google uses a series of processes to return the best and most
relevant search results. For those who are visually impaired or using assistive devices to
browse the Internet, Accessible Search adds a final process to order the documents in terms
of their level of accessibility.

The search results aren’t filtered by accessible vs. inaccessible status.

Accessible pages are determined by the HTML code on the page. Google Accessible
Search looks for features with clean structures, pages that remain usable with images turned
off, a process described as degrading gracefully, and pages that are accessible with keyboard
navigation. Accessible Search is based on Google Co-op, which uses specialized interests to
influence search results.

The Accessible Search window is the same as that for regular searching. It also has an
Advanced Search window to choose customization terms as with other Google Search tools.
Once you have completed a search, the results page offers a choice of searching the
results using Web Search or Accessible Search to allow for comparison of results. In the
Google Accessible Search results window shown here, notice that the page logo has been

replaced by text for reading by screen reader programs.

Google
Accessible édncument workflow design Seaich
Search @ Google Accessible Search O Web Search

Results 1 - 50 for decument workflow design. (0.15 seconds)
Document Workflow Management Solution/Werkflow Template Design Gougle
Document workflow manayemenl sululion Lo creals, submil, revie, Cuséom §aaveh

approve & distribute any electronic decument from a web browser.
i altimate cafworkflow_designer_ds html - 13k - Cached

Werkflow Daesign Documentation

By khy Huang on 12 April 2001. ACS Documentation - Workflow |
Warkflow Design Documentation. This is the design decument for the
workflow package. ...

wriy Wb h orofdoc/acs-workflow/design htrml - 32k - Cached

Workflow Design
Workflow Design. The guestion arose: how to define a generic workflow,

... States are the stages which a 'decument’ flows through during a

Read about Google Accessible Search at http://labs.google.com/
accessible/.
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A Quest for All Sorts of Neat Things

You have seen many ways to search for information in this and the previous chapter. There’s
more! You can find information using numbers, or restrict your search to different entities such
as governments and universities.

Track Numbers in Google Search

How often do you have to look for a number? Maybe you have a voice-mail with an area code
you don’t recognize, or need to track a parcel. Google includes a specialized type of search that
looks for numbers according to the pattern typed in the search string.

Look for Area Codes and Packages

To find out where that voice-mail originated, simply type the numbers into the Google home
page text field and click Search. The first result in the returns from whitepages.com describes the
location and offers to show you a map (Figure 2-6).

Parcel tracking IDs, patents, and other specialized numbers can be entered into Google’s
search box for quick access to information about them. For example, typing a FedEx tracking
number will return the latest information on your package. Other special search-by-number types
are based on the number sequence and sometimes an operator. In this list, numeric characters are
shown as “1”, and text characters are shown as “X’’:

Number String

FedEx tracking 111111111111

Telephone area codes 111

UPC codes INRRRRRREREN!

UPS tracking IXII1IX1111111111

USPS tracking T 1111 111 1 111t 11
Vehicle ID (VIN) XXXXXTTIXIXX11111

Web Images Yideo RMews Maps

GO ugle joz3 !

Web Personalized Result

Show map of area code 623
;:'Lﬁt-‘;_-,:-l Areas north & west of Phoenix, Arizona
£2%) ww whitepages com

Sle]U: {2 W Google obligingly tells you the area code where the call originated and offers a
map of the area.
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There are more numeric searches you can do, such as FAA airplane registrations. Read
more at http://tinyurl.com/yxsc.

Address and Phone Number Listings
Google lets you find US street addresses and phone numbers. For searches using specific
keywords, public phone numbers and addresses are shown at the top of the results page.
To find listings for a US residence, type any of the following combinations into the Google
search box and click Search:
M first name or initial, last name, city (state is optional)
first name or initial, last name, state
first name or initial, last name, area code
first name or initial, last name, zip code
phone number, including area code

last name, city, state

last name, zip code

The results page first shows local business results (read about local searches later in the
chapter), followed by the first phonebook listings. Click the link to open a list of all returns that
match your search terms (Figure 2-7).

Web Images Groups News Maps more s

- T - = Advanced Scarch
GOL)gle |carter, san francisco, california [ Search ] Preferences

search: @ theweh O pages from Canada

Web Results 1 10 of about 1,200,000 for carter, san francisce, califernia. (0.12 seconds)

Local results for earter near San Francisco, CA, USA

A Carter's Jewelers maps.google.com
760 Market St # 800, San Franclsco, CA 94102, USA - (415)
433-7220
(GET HIrectons - More INformanon

B Carter Ginny maps.google.com
1821 Union 5t, San Francisco, CA 84123, USA - (413) 346-9881
Gel direclhiuns - Mure informalion

C Carter Lcc maps.googlc.com
2476 Harrison St, San Francisco, CA 94110, USA - (415) §24-2004
Set directions - More information

More local business results

Phonebook results for earter, san francisco, califerniz
A Carter (415) 834-9655 San Francisco, CA 24102 hap
A Carter (415) 074-1845 San Franecisce, CA 34102 Map
A Carter (650) 756-6763 San Francisco, CA 24102 Map

Hle{V[:{=M Scarch for contacts using phone number, name, and address combinations.
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You can have your number removed from the listings at this location:
http://tinyurl.com/u8dc.

Special Searches for Travelers

Are you on the road to someplace exotic? Or perhaps you’re going on a less-than-exotic business
trip? Here are a few specialized searches that can help you prepare for your trip:

Are There Flight Delays Today? What’s more annoying than thinking you are going to make
a flight with time to spare, only to run into freeway construction snags that make you run the
100-yard dash to the departure lounge? In the Google Search home page, type the airport’s
international three-letter code and the word “airport” and click Search to see any problems or
issues.

You can find a list of airport codes at http://www.world-airport-codes.com/.

Is My Flight on Time? Search using the airline name and flight number to display a result
showing departure times and any problems.

Use I'm Feeling Lucky instead of Google Search if you like. For the most part, you'll see
the airline’s page showing flight info.

How’s the Weather? Weather Underground provides a link to weather you can access with a
simple search. Type the terms weather [city] (including the brackets) and click Search or I'm
Feeling Lucky. The results include advisories and a forecast.

You can also search for maps and other traffic information: read about Google Maps in
Chapter 3.

Just Ask the Question

If you aren’t sure what sorts of keywords to use for a search, whether or not to use operators,
or how to arrange the keywords, simply ask the question. Type the query as a phrase and click
Search. The question has to be fact-based and quantifiable. For example, typing the phrase
people killed by bubonic plague produces results including books about the plague and shows
values in several search returns (Figure 2-8).

Use a slightly different strategy to define a term. If you want a quick definition type the word
define and the words you want defined, separated by spaces. The first return is a definition. If
you want to explore a word’s definition use an operator. For example, typing define: compound
growth rate produces the returns shown in Figure 2-9, which list definitions and their source
web pages.
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Web Images Groups News Maps more »
GOLnge épeoplekilled by black plague H Sean::h]

Web Results 1-10 of :

Book results for people killed by black plague
The Kingfisher Children's Cneyclopedia - by Kingfisher Dooks - 400 page
How to Prepare far the Sat |l - by Heidi Roupp - 418 pages
The Cambridge Encyclopedia of Human Malcopathology - by Arthur G A

Bubonic Plague
At its worst, the bubonic plague killed 2 million victims a year. ... epidemic
that is spread worldwide) that Killed at least 25 million people in one year.

home.nycap.rr.com/useless/bubonic_plague/dindexhtml - 11k -
Cached - Similar pages - Mote this

The Black Death: Bubonic Plague

The Black Death: Bubonic Plague. In the early 13305 an outbreak of
deadly bubonic plague ... The disease struck and killed people with
terrible speed. ...

whiny thermiddleages net/plague html - 11k -

Cached - Similar pages - Note this

Bubonic plague - Wikipedia, the free encyclopedia
At its peak the plague was killing 10000 people in Constantinople every
day ... pneumaonic form of the disease — in fact this form Killed less than

Hle{U{= XMW Ask a question to return results containing your answer.

Use Special Search Areas for Easy Information Access

If you are looking for information on a college extension course, or how to tweak some setting
in an operating system file, don’t bother slogging through general search results. Instead, go
directly to the source. Google offers a method for searching in specific realms of interest,
including universities, public service, and computer systems.

Web Images Groups MNews Maps

GO L)g le |defineccompound growth rate |

Web

Definitions of compound growth rate on the Web:

= | e rate of growth of a Ngure, compounded over Some pernod.
wanyr petter-investing.org/articles/hif994/81 10

e Annualized rate of growth over a number of years. Securities £
determine the 1ong-term proftanlity.
stockl .com/a0hestio-funana him

Hle{U2{ XMW Usec an operator for a list of definitions.
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University and College Sites You can begin a search for a college at http://tinyurl.com/j7rj on the
Google University Search page. Scroll through the alphabetical listings and select a desired link;
click to open a search window for querying the college site. If you know the URL and are looking
for specific information, start from the Google home page. For example, to find extension courses
at Harvard, type extension site: www.harvard.edu for returns like this example.

Web Images Groups News

GO L}gle |extension sitewww harvard edu

Web

Distance Learning at Harvard

The Harvard Extensien School offers many courses for cres
Internet. The Internet is used to deliver course lectures with
wiwned harvard cdu/siteguidefagefag33 . html - 14k -

Cached - Similar pages - Mote this

Public Service and Other Special Sites Looking for information in a government website is often
a time-consuming effort. Finding a setting for a system file is often time-consuming. Shave a

bit of time from your searches by restricting the Google search to special areas starting from

the choices at http://tinyurl.com/2lan9. On this page, click one of the images or links to open a
specific page for the search (Figure 2-10).

Other entities, organizations, and individuals can create their own search engines
using a beta service called Google Co-op. Click the Public Service Searches link on
the special sites’ page or open http://tinyurl.com/2dusnk to learn how to build custom
search engines using Google Co-op.

Seek Wisdom Online

Check out the news, find information in a book, or dig up a periodical article using other
specialized Google searches.

00gie Gog@e Godgle

Linux

™ 1] T e

Apple Macintosh Microsoft

Hlef8[x{=A/I) Usc one of the links to open special search areas.
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Book Searches

Google Book Search is a service that searches text of books stored in a digital database. In a
regular search, if the Book Search finds results on the keywords used, up to three book listings
are shown prior to the regular web page results, like the search results shown in Figure 2-8.

You can search using Google Book Search directly from the site at www.books.google.com.
Type the name of the book, author, or keywords to return search results like the example shown
here. The page results can also contain associated advertising for publishers and booksellers,
depending on the author or title.

Web Images Video MNews Maps more »

GO L)gle |gulliver's travels [[Search Books

Search: @ All hooks O Full view bhooks

Books

GULLIVER'S TRAVELS. - Faye |

by Jonathan Swift - 1823

GULLIVER'S ... part of these Travels appeared e second early 1727
Full view - Table of Contents - About this book

B Guliver's Travels - Page 3
by Jonathan Swift - Fiction - 2003
Gulliver's Travels ...
R

Limited preview Table of Contents  About this bool:
[ More editions |

[ | GULLIVER'S TRAYELS. - Page 1
ke Dy Jonaman Switt - 1623
= GULLIVER'S TRAVELS ...
= Full view - Table of Contents - About this book

——— 5 ; 2 - . : ;
" Gulliver's Travels: notes : life of Swift, introduction, list of ct
by A Lewis Suerns - 1969 - 83 pages
Gulliver's Travels ...
= Snippet view - About this bool

)

Different links are associated with the book listings based on the copyright status of the
book. In all cases, you’ll find links to booksellers and libraries.
The options include:

B Every listing contains the About this Book link. Click the search result’s link or
“About this Book™ to view basic information such as the publication date, author, and
SO on.

B Full view shows you the entire content of the book for books that are out of copyright, in
the public domain, or have permission from the rightsholder. Books in the public domain
are available for download in PDF format.

B A Limited preview is shown for books whose publishers are part of the Google Partner
Program. In partnered books, you can search repeatedly or browse through a number of
pages (Figure 2-11).


www.books.google.com
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Change Click to
Search terms magnification browse pages View full size
Google Book Search |gulliver's ravels Search Books donna.bakerg@amall.com | by AccouN | Slan out
Gulliver's Travels By an ( Swift, Robert (EDT yglemaria
QQ ‘ Page 5 b «» Full screen
T A| = Summary -~
| ! !
3 Shipwrecked castaway Lemuel
Gulliver's encounters with the
A petty, diminutive Lilliputians, the
crude gignts uf Brotbdingnay,
LETTER the abstracted scientists of
FROM Capt. GULLIVER, Laputa, the philosophical
TO HIS Houyhnhnms, and the brutish

Yahoos give...

Cousin STMPSON! Mure a@boul this buok

1 hope you will be ready to own publicly, whenever you shall be called ) B Contents v
to it, that by your great and frequent Urgency you prevailed on me to Table.of Confents
- ; I | IN FOUR PARTS B.. 3
publish a very loose and uncorrect Account of my Travels; with Direction Yo : 4
to hire some young G ! of either Uni ity to put them in Order, | DUMETHSOMENT
: ; T Aletterfrom C... 5
and eorrect the Style, as my Cousin Dampier? did by my Advice, in his m p
Book called, 4 Poyage round the World. But 1 do not remember [ gave you % 1
Power to consent, that anything should be omitted, and much less that m;efﬂ
anything should be inserted: Therefore, as to the latter, I do here renounce —
thing of that Kind; particularly a P; aph about her Majesty th
s s pascicilucty's Excageeph Y ‘ E Buy this book
late Queen Amme,® of most pious and glorious Memory; although I did =
reverence and esteem her more than any of human Specics. But you, or | IE"E!:I-'u'|1r-]'-%"|assk =
| — | b to b X W [ P | | »: Zie =
Ayn Rand Books .com Ayn Rand First Editions Atlas Shrugged and The ay Sponsored Links | AERAZODCOT 1l

Search, borrow, and purchase links

Sl {=A kM Access content in a Book Search.

B The Snippet view doesn’t let you see multiple pages of the book. Instead, if you search
within the book you see up to three text snippets showing your search term in context.

B The Table of Contents is listed for books having either full view or limited preview
status.

Find out more about using Google Book Search at http://tinyurl.com/ygnixd. If you
are an author find out more at http://tinyurl.com/jgcgt. For publishers, read about the
program at http://tinyurl.com/2egamk
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Search for Scientific and Scholarly Materials

For those involved in education, either as educators or students, or who want to dig into a topic
in a serious way, Google offers a search type called Google Scholar. Use the search engine to
find research results in the form of a bibliography. The results are ranked in terms of the article’s
text and how often an article has been cited in other works.

Advanced Settings are especially useful when a search is defined using Google Scholar.
Open Google Scholar at http://scholar.google.com and click Advanced Scholar Search to display
the search preferences page shown in Figure 2-12.

Here are some tips for using the Advanced Scholar Search:

B Use operators to customize the results. To find an author, for example, type author:“JK
Heinz” to return results for content written by JK Heinz. Similarly, restrict the author’s
name if it can also be a search term. In the example, rosa is a search term, and also an
author’s name for unrelated publications.

B Restrict the date by typing a range of dates in the search field, such as 2006-2007.

GO L)S[e Advanced Scholar Search

Scholar
Find articles with all of the words rosa hybridization|
with the exact phrase
with at least ene of the words |canada morden
without the words |
where my words occur | smywhere in the srficle ¥ |
Author Return articles written by E—Rosa
e.q., "PJ Hayes" or McCarthy
Publication Return articles published in |
£.g., J Biof Chem or Nature
Date Return articles published between E_2DDET — 2006

eg., 7996
Subject Areas O Return articles in all subject areas.

@ Return only articles in the following subject areas:

[“IBinlogy, Life Sciences, and Environmental Science
Ll Business, Administration, Finance, and Economics
[ chemistry and Materials Science

[Jengineering, Computer Science, and Mathematics
[Imedicine, Pharmacalogy, and Veterinary Science
[ nhysics, Astronormy, and Nanctary Science

[ social Sciences, Arts, and Humanities

Hle{82{MPA Customize a search for scholarly works.
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B Restrict the returns to a specific publication by typing the name of the journal, such as
New England Journal of Medicine, but keep in mind that you have to search using the
common abbreviation for a journal, such as NEJM.

M Restrict the results based on the title by using an operator—typing intitle:
phosphorescence returns only publications containing the word in the title.

B Restrict a subject area by selecting one of the listed areas.

In the example shown here, the search string Google Scholar uses for the search is rosa
hybridization canada OR morden -author:Rosa, restricted by dates, and searched in the
Biology, Life Sciences, and Environmental Sciences fields.

l . Wieb }maqes Yideo News Mags more »»
OL)S c I —
BETA

Scholar |n:|sa hybridization canada OR morden -autha | 2005 - 2008 Search

@ search only in Biology, Life Sciences, and Environmental Science.
O Search in all subject areas.

Scholar all articles Fecent articles  Results 1 - 50 of about 164 for resa hybridization can:

All Results ... the Evolutionary History of Organisms from Multiple Genes: An Exarnple from R
5 Joly, A Bruneau - Systemanc Hiology, 2UU6 - 1aylor & Francis

JLEONARD | sherbrooke Est, Montreal {Qlebec), Canada H1x 282 ... tree; haplotype trees;
J Ly Incomplete Ineage soring; phylogenetic Networks, Resa; [otal evidence ...

M Srunewald Related Articles - Weh Search

T Kunath

... Quebec endemics Resa rousseauiorum and Resa williamsii are synonymous
J Blanco 5 Joly, JR Starr, A Bruneau, JM Drouin - Canadian Journal of Botany, 2005 inger
... even the distinction be- tween R. blanda and its western counterpart, Resa wor
Lindl ... 1983) and of Canada (Argus and Pryer 1990), and Lawvoie (1992) added
Related Articles - Weh Search

Prospects for Biocontrol of Invasive Resa rugosa - group of 3 »
HH Bruun - BioControl, 2006 - Springer

Find information for libraries at http://tinyurl.com/24wvmp, http://tinyurl.com/2yf851

Directory Browsing by Topic
The Google search tools are useful, but only if you know what you are looking for. If you find
the vast wealth of information at your fingertips intimidating or overwhelming, try Google
Directory to give you a starting point and sense of direction.

Open the service at directory.google.com. As you see in Figure 2-13, the Google Directory
is broken into a number of broad topic areas from Arts to Sports, like the table of contents in a
book. Click one of the topics to open a list of subtopics, like the sections in a book. Continue
drilling down into the topics one layer at a time until you find the information you’re looking for.
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Google

Directory

Web Images Groups News

| Google Search | - Directory Help

The web organized by topic into categories.

Arts Home Regional

MovIES, MUSIC, | elevision, . Lonsumers, Homeowners, Family, ... Asla, Europe, North Amenca, ..
Business Kids and Teens Science

Companies, Finance, Jobs, ...  Computers, Entertainment, Schaool, ... Biology, Psychology, Physics, ..
Computers News Shogping

Internet, Hardware, Software, ... Media, Mewspapers, Current Events, ... Autos, Clothing, Gifts, ...
Games Recreation Society

Board, Foleplaying, videq, ... Food, Qutdoors, Travel, .. Issues, Peaple, Religion, ...
Health Reference SEOHS

Alternative, Fitness, Medicine, ... Education, Libraries, Maps, ... Baskethall, Foothall, Soccer, ..

HlelVl{=AkY View information based on topics.

At its core, a directory search lists web pages ordered using Google PageRank. You also see
the sequence used to pass through the directory structure.

e [ Google Search ]DireuLurI Help
@ search only in Equipment and Supplies O Search the Web
Dlrectory

Equipment and Supplies
Science > Technology > Manufacturing > Prototyping > Rapid Prototyping > Cquipment and Supplies

eb Pages Viewing in Google PageRank erder View in al

— 7 Corparatinn - hitpe (A 7eorp com
Manufacturer of ZCaorp line of 3D Printers

— Stratasys - hitp fwww stratasys coms
rused Deposition Modeling systems for rapid prototyping.

— 30 Systems, Inc. - hitp:/fwww 3dsystems.com
Manufacturer of SLA Series stereolithography rapid prototyping machines, Actua Series 30 prind
tooling process. SLA machines fabricate prototypes by [aser-hardening successive cross-section
Actua 3D printers "print" 30 models using a thermopolymer plastic.

— Innovmetric Software - hitp: A iInnovmetric com/
Poly¥orks, polygonal modeling and inspection software for processing JD digitizer data for reve
companson and venncation.

The Google Directory is based on the DMOZ Open Directory project, which uses volunteer
editors to review websites and classify them by topic. Find out more about Google Directory
at http://tinyurl.com/2g5zbx. To read about serving as an editor for the Open Directory, visit
http://tinyurl.com/6h91.
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You Can Search Where You Live

Google Search helps you tap into the world’s resources, but also helps you search closer to
home. Craft your search terms to show local information, or search local directories to find
businesses and services by including an address or zip code along with the terms you are
searching.

In the search results, Google shows results from the specific area on a map (Figure 2-14).
You can also find directions and other types of information in the results.

Read about working with maps in Chapter 3.

Web Images Yideo Mews Maps more s

GO Ugle [praperty napa | (Search )

Web Results 1-8

Napa California Homes
whini e-agent com/Napa  Gain Immediate Online Access to Thousands of Loc

Napa Property
anne Loophlet com/CommercialProperty  Search 1000's of Commercial Real
salefease.

Local results for prope near Napa, CA

A Skip Keyser Realty: Ramirez Ed www . skiprealty .C
1434 3rd St# E, Mapa, 94559 - (707) 251-0225
Set directions - More information

B Hedoerow Property Management winy hedgeros
1814 Soscol Ave, Napa, 34559 - (707) 254-1837
et directions - More information

C Mapa Sawyer Properties LLC maps.google.com
\} 65 Cuumbs 5L, Napa, 34539 - (707) 253-1000
— imela—! (LT Set directions - More information

Vi clta @H007 HAVTEQ™ More local business results »

Napa Valley Real Estate - Napa ‘alley Online - 7:57pm
Tne Napa valley OTfers a wide varlely of Nomes and property. These

companies can assist you in finding just what you're after - or in selling what

HlelV[:{MVN Add location information to the search terms to search locally.
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Explore the Joys of Shopping—Online

Over time the internet has become a truly global marketplace. The advent of huge online
shopping malls, countless products, and a proliferation of secure payment systems makes seeking
the perfect item a realistic endeavor. Of course, millions of products make the quest for the
perfect something elusive.

Google offers a number of services to help make shopping easier, including catalog directories,
Google Product Search, and the Google Shopping Cart.

Catalog Shopping

Google Catalog lets you search within literally hundreds of catalogs. You can browse for the
right catalog or product from the site at http://catalogs.google.com.

The interface offers two methods for tracking down a catalog: either type terms in the search
field, such as retail displays and click Search, or choose a topic area from the directory listing,
such as Business to Business.

Choosing a directory listing opens a window offering sections of the listing at the left of
the page, and thumbnails and links to pertinent catalogs on the right side of the page, shown in
Figure 2-15.

@ search anly in Business To Business O Search all catalogs
Catalogs Tilles 25 - 36 Ul 100 i Business Te Business. (0.00 secunus)
All Categories
Business To Business
Agrculture
Animal Care
Arts & Enterfainment s
————————— | Custom Glass Data Control Dawr
AUGIIEN 1eD Etching; Magnetic schedules and kits ~ Cleaning machines and
Electronics Showstopper wny datacontroling com products
Equipment & Supplies  Recognition awards Wk, awrine com
Fnnd Sarvire and personalized
e products
Furniture wiw glassetcher.com
SIS
Health & Science
Industrial
Janitorial —
Materials m = &
Office Supplies . Foothall  Dinn Bros. Religious Dinn Bros.. Scholastic
Promotional 2002 2003 2003
Public Service Trophies, plagues Trophies, plagues and Trophies, plagues and
T and medals medals medals
Eeligious whnw dinntrophy.com v dinntrophy com i inntrophy com
Safety

Hle{O (ALY Choose catalogs from listings by category or type search terms.


http://catalogs.google.com

CHAPTER 2:  Dig into Power Searches

If you are a merchant, check out http://tinyurl.com/2ahjoc for information on listing
your catalog.

Track Down Products with Google Product Search

Your search for products isn’t restricted to catalogs. Google offers Google Product Search
(formally known as Froogle), a specialized search engine for purchases. You must have a Google
Account to use Google Product Search, located at http://www.google.com/products.

Design the Product Search

The Google Product Search interface shows a search field and a selection of searches recently
found using Google Product Search. Click the Advanced Product Search link to open the window
shown here.

donna.baker@gmail.com | My Shopping List | My Account | Sign out

GO L)S[e Advanced Product Search

Find preducts with all of thc words laptop desk | Alresults |+ |
with the exact phrase || Sortby relevance v |
willy at least one uf Lie wurds | Search Producls
without the words msathiar |
Frice Uisplay products whose price Is beween 4 gg and $ |150
Ocecurrences  Refurn products where my wnris nreor inthe product name or description
Category Return products from the category any category |
View O wstview B Gnd view

SafeSearch Cnofitering @ Filter using SafeSearch

©2007 Goaogle

Consider these ideas for designing a custom product search in Google Product Search:

B Enter search terms and operators (see Chapter 1 for information on using operators).
Type the price range high and low values to filter the search results.
If you like, type a location for filtering the results, such as a city, state, or zip code.

Specify where the search terms are to display in the search returns.

If you are familiar with the Google Product Search categories, filter the results to a
specific category.

Select a view for displaying the results, either as a grid or a list.
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Evaluate the Search Results to Find the Perfect Product

Click Search Search Products to conduct the search. The results for a sample search are shown in

the grid layout you see here.

Web

Google «

Imayes

Wideu MNews Maps more »

bed

] Advanced Product Search

Preferences

Products
Show Google Checkout

Results 1 - 40 of about 2,308 for laptop desk -overbed. (0.30 seconds)

Sponsored Links

Show list view | Sort by relevance ~

P iterms only Shewing all
items

Desk Computcr

HF Back-10-5chool 5avings -
Shop Now for Student Discounts!
W Npshopping.com

.

Computer Desk
Huge Selection of Computer Desks &
Furniture - Shop & Buy Onlinc.

Rolling Laptep Laptop Computcr Laptop Adjustable Office Furniture, | W -0IODGNINCGUSINELCOM
Computer Desk Desks Desk Desk For Laptop Office Lapto
o Liice Laptop
7Table$$:gsstand #7528 428,00 %Ems{,ggr Find Offers on | atitude Nntehonks
Mobile Power to Grow “‘our Dusiness!
B whwnt Dell com/SmallBusiness
& o
A . Swing-Awdy Laptop Desk
a4 - <= - .l litra-Adinstahle 1itra-ramfartahle £

You see the choices made in the Advanced Preferences dialog box, such as the search terms
and operators, reflected in the results page.

Click an interesting product to open a window describing the product in detail and details on
the price and purchase locations.

Add Products to Your Shopping List

Use the Shopping List feature to store details about products you are interested in. The
information is stored as a private list to which you can add notes and reminders.
Follow these steps to add a product to the list:

1. On the Google Product Search results page, click Show List View to display the search
returns in a view offering information as well as the product’s thumbnail as you see here.

With plenty of surface space for either a

Show grid view | Sort by relevance v
¥ Search for laptop desk -overbed near you Ent I

Mobile Laptep Standing Desk Shoplet.com  Discou $61.24
MORI F LAPTOP STANDING DESK drbedrirtr

Add o Shopping List 26 seller ratings

All ltems from seller
=
Large Surface Top Computer Desk SHOP.COM $69.99

All iters from seller
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2. Click Add to Shopping List below the description.

The Google Product Search Shopping List works like the Google Notebook extension.
See how to use Google Notebook in Chapter 8.

3. The details of the product are entered into the Shopping List.

4. Click Edit to open a text window to add details about the product for future reference.

GO L)gle My Shopping List

WiEw

1-3ur3

Zuma Cantilever Student Desk

> My Shopping List V_ $136.90 - ATD American
Iy Wish List \ Zuma Cantilever Student Desk Zuma.. . The Next Wave in
- Fruratinn Furniture! Give Ynur Students the Comfnrt They
Sort by Q’ Neservel Spacinius bnwfront work suface, 23" ¥ 32" Fasily
> Date added

e ) accommodates laptop and textbook. Heawy-gauge tubular
Price: |ow to high steel cantilever frame. ..

Price: high to low
11te Notes - edit .

Search for other items [ Inaish | ist Adrded nn Apr N3, 2007 - delete

Search Products & MORILF | APTOR STANDING DFSK
[- -]

$61.84 - Shoplet.com - Discount Office Supplies

Find a Wish List MOBILE LAPTOF STANDING DESK

Fnter email ardiress

Notes - edit Probahly the most useful desk.

= 1n wish List Arded on Apr 09, 2007 - delete

If your list is very lengthy, use the Sort by options at the left of the window to sort the
results by date, price, or title.

Add a Wish List

If someone is looking for gift ideas for you, add items from your Shopping List to a shareable
Wish List. Click the In Wish List checkbox below the listing for the item in your Shopping List.

Anyone wishing to buy you a gift can type your e-mail address into the field on the Google
Product Search Shopping List page, located at www.google.com/shoppinglist to display your
public Wish List.

If you want to sell your products on Google Product Search, check out the process at
http://tinyurl.com/yxlgox

Manage Accounts Using Google Checkout
Would you like to shop online, use a single user account and password, secure your purchases
against fraud, easily track your orders and shipping, and prevent excessive commercial e-mail?
Of course you would. Google Checkout offers all these features.
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[ Search Google Checkout stares |

GOL)S e [light fixtures]

Checkout Browse stores »

Find it with Google. Buy it with Google Checkout.

New to Google Checkout? e
Sign up and earn 3 $10 bonus. ;,c—,ff—;:'l;“;:’d_’s'

Want a faster, safer and more convenient way to shop online?
You gat it.

Sign in to Google Checkaut with your
Gou .3[0 Account

Fmail denna.baker@gmail.com
Password: |

SlelU{WAI] Start with search terms or browse the Google Checkup stores.

Follow these steps to use Google Checkout:

1.

w

Log into your Google Account from the main Google Checkout page at http://tinyurl
.com/3cy3w5. From this page, you can also type a search query to get started, or click
browse Google Checkout stores to see what is available (Figure 2-16).

Fill the online form to provide shipping and credit card information.

Accept the terms of service and click Create my account. Time to shop!

In the shopping window, type search terms to see results for stores containing the type of
products you are searching for. Search results are shown in Google Product Search.

Summary

This chapter explored Google’s specialized products and services to search for many things in
many ways. You saw how to find images, movies, and video using Google. There are a number
of online communities that are supported using Google, such as blog and group searching.
Google offers a number of ways to search for different types of numbers, such as addresses and
phone numbers. Google includes specialized searches for books, scholarly papers, or a directory
if you want to search in a systematic fashion. You saw the ways in which Google enhances
shopping online through catalogs, Google Product Search, and Google Checkout.

In the next chapter, you’ll learn more about finding and using information with Google Maps.
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Part 11

Communicate—Google Style

Google offers ways to communicate beyond the norm. You've become
accustomed to using faxes, e-mails, and voicemails. Whether for business or
pleasure, Google lets you communicate in various ways using maps, images,
and a variety of voice processes.

In this part, you’ll see how mapping has become integral to many parts
of Google communications. From finding a business to plotting a vacation
to searching for information about a specific location—there’s a Google map
application. You’ll see how to use two-dimensional maps for defining routes,
searching for businesses, and even plotting bus routes and fares in some cities.
Take the world into three dimensions with Google Earth, and out of this world
with Google Mars.

See how Google’s communication products are making it simpler for us to
keep in touch, or merely to keep up. Some content can be taken mobile, used
online, or applied in a combination of ways. For example, pictures are a big part
of our everyday lives, and Google offers Picasa, a well-featured program for
managing and editing images. You can create a range of different outputs from
web albums to blog pages and printed posters.

Take your message to the people with Google. See how to use Google
AdSense to advertise your products, or host Google AdWords on your website
as a source of revenue.



This page intentionally left blank



Chapter 3

Map with Google
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How to...

B Navigate in Google Maps
Modify the map views
Create routes and itineraries

Create and customize your own maps

Check out upcoming travel planning programs

B Tour Mars online

se Google Maps to first search for locations or businesses, and then develop an itinerary and
driving directions—all from a single program interface. You can even send your maps to
your phone for mobile use.
If the basic program offerings aren’t enough, you can also make custom maps with a new
Google Maps component. Two map-based Google Lab products are available for searching for
public transportation and taxis, as you’ll see.

Find out more about Google Maps at http://maps.google.com.

Search for Locations

You always view a map layout when you work in Google Maps. When the most significant
results in a general Google search include locations, you see a small map included in the returns
page. Read more in the section “Decipher the Search Results” found in Chapter 1.

Get Around in Google Maps

Google Maps is popularly used to run an integrated search, where you look for content based on
a combination of search terms, business names and directories, and map information. The results
include relevant listings and a map.

Different Places Offer
Different Features

The full-featured version of Google Maps is available in several countries, and includes
satellite imagery, maps, local business searches, street level searches, and driving directions.
Satellite imagery is available for the entire planet, although not to the same resolution.

Other countries can access map data or other combinations of content. A new service
offers business users the opportunity to add a business listing to the Google Local Business
Center site in some countries. Check for the list of features available for your country at
http://tinyurl.com/yro4kw.


http://maps.google.com
http://tinyurl.com/yro4kw

Follow these steps to get started in Google Maps:
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1. Click Maps on the Google home page. You can also open the site directly at http://maps
.google.com. The Google Maps search window displays.

If you add search terms in the Google home page they are transferred to the Google
Maps search field when you click the Maps link.

The default display in Google Maps is the Search the map display, shown in Figure 3-1.

The Search Results contain various types of information, including your past searches,
and a number of sample searches for locations, directions, and businesses.

Click a link in the Search Results to display the content in the map area.

Recent searches

Web  Images

Wideo  Mews

Navigation controls

Maps more »

Map views

| [\Search haps ]

Google |

 Search the map

Find businesses

Get directions

Maps = Prift B Email e Link to this pane
| ° St Chadee=lTl T
J Aearch Results ‘ ‘ My ’\\1895 HEw) ‘ Sedalia 1 Traffic | Map L| Satelite [ Hybrid
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See all saved locations Appeinafeld i ’w Bowling, o . @some
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Example searches: 4= Mourtain Blufi © i = = el _w
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Drag the map with yolr mouse, or 20 Bt t’-,p o2
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Click to collapse

Hlelz{BM Google Maps provides information in a number of ways.
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Navigate in Google Maps

The Google Maps interface shows a set of navigation controls, as seen in Figure 3-1. Click the
slider to increase or decrease the map’s magnification, or drag the indicator on the slider up to
increase the zoom or down to decrease the zoom.

If you want to move the map directionally, click one of the arrows at the upper left of the
Navigation controls. If you want to return to the previous view, click the central button within the
directional arrows at the upper left of the Navigation controls.

You can move and modify the map view in a number of ways using these shortcuts:

B Drag within a map to drag the view to show other areas of the map; the cursor changes to
a dragging hand as indicated in Figure 3-1.

B Zoom with the mouse—double-click the left mouse key to zoom in; double-click the
right key to zoom out. On Mac, CONTROL+double-click the buttons.

B Use the scroll wheel on your mouse if you have one to increase or decrease the
magnification.

B Use the keyboard arrow keys to pan up/down or left/right; pan larger sections using the
PAGE UP/PAGE DOWN, HOME/END keys.

Check Out Different Map Views

The default map display shows a two-dimensional map with major highways and cities. There
are several ways in which you can view map content.

Show a Traffic Overlay

Click the Traffic button at the upper right of the map to show an overlay of cities where Traffic
features are included, as you can see next. Click a Traffic icon to show a pop-up window and
click Zoom in to view local traffic.

Traffic | [ Map '|| Satellite 'l'| Hybrid |

| |Hudeon
Bay)
Mashville, TH
SK ‘| Zoom In to see traffic for this region

View Traffic Locally

Zoom in to the detailed level to view streets and intersections, shown in Figure 3-2. The map
shows real-time traffic conditions in color. Each color represents traffic speed. Green means the
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Traffic moving
>50 mph

Traffic moving
<25 mph

cy
o ]
i 1
r Park

7

owling
vilee  Green

Fle{8[x{=® W View traffic conditions in a city closeup map.

traffic is moving over 50 mph, yellow lines mean traffic is moving at 25-50 mph, and red lines

indicate areas where traffic is inching along at less than 25 mph. Gray indicates areas without
traffic data.

Traffic conditions are especially valuable when you are in traffic, and Google Maps
Mobile can show you potential problem areas. Read more about taking Google mobile

in Chapter 5.
Show Satellite and Aerial Images

Rather than a flat, two-dimensional map, click Satellite to show the satellite and aerial images
view of your map. The map shown here is the same area as that seen in Figure 3-2.

11



12 How to Do Everything with Google Tools

Display the Best of Both Worlds

The third view is a hybrid with the map data overlaid on the satellite and aerial images, as shown
in this example:

You can use Google Maps on your website, as long as it is free for consumer use. Find
more information at http://tinyurl.com/hg2kj; check out the Google Groups Maps API
discussion forum at http://tinyurl.com/q7m58.

Zoom In on Businesses and Locations

In the default Google Maps view, the Search the map option is active, showing a single search
field. Enter terms and click Search Maps to generate a list of search results; click a result to
display the area in the map view.

Follow these steps to make your search more specific and localized using the Find
Businesses option:

1.

Click the Find Businesses link below the search field on Google Maps to display the
Find Businesses fields.

Type the name of the business or the type of business you are looking for in the left field,
and the location in the right field. You can use a city, street address, or zip code.

Click Search Businesses to run the search and display the results.

The map is redrawn to show the most relevant listings in the Search Results, such as the
example seen in Figure 3-3.

Click a result’s link in the Search Results area at the left of the browser window. The
balloon displaying information pops open above the company’s placemark.

Choose a link from the balloon to get directions, save the information, send it to your
phone, and so on, or select another return from the list of search results.


http://tinyurl.com/hg2kj
http://tinyurl.com/q7m58
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aIrs.com

Get directinns - Search nearhy
Save to My Maps - Send to phone

, Anzona Refrigeration Service Inc -
MOre info &

620 W 151 5L, Tempe, AL

(602) 244-3900 - call

|

Hle]U]3{=Z M Scarch for a local business using a number of terms.

Generate a Route or Itinerary

The third type of search you can perform in Google Maps plots a route between two or more
locations.

Create Driving Directions

Suppose you are leaving a Parisian parfumiér and want to stroll to the Eiffel Tower. Plot the route
following these steps:

1. Click the Get Directions link below the Google Maps search field to display the Get
Directions fields.

If you have used the Find Businesses search, a selected business is shown in the left field.

2. Enter an address in the fields and click Get Directions.



14 How to Do Everything with Google Tools

Weh Images Video News Maps more »
GO()Sle |38 bd Capucmes Pans France | Z eifiel tower | [M
Sean:h the map F|nd husinesses | Cet diractions '
Maps i .Pnn’r 2 Fmail @= | ink tn this pane

J Search Results | | hy Maps Nl

|

Gel reverse direclivis
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Capucincs
73002 Paris, France  EdiC

Drl 4.1 km (about 9 mins)

. Head west on B5m
Boulevard des
Capucines toward Rue
Edouard Vil

2. Tum left at Rue 0.3 km
Cambon

.| Slighl right 4l Plage 41m
Maurice Barrés

.| Continue on Rue 0.1 km
Cambon

.| Turn right at Rue de 0.1 km
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=D -@

[FEY | |

len

H[c{8{J®W The route is plotted and numbered according to changes in the route.

3. The route is shown in the Search Results area of the window (Figure 3-4).

4. Scroll through the results to see your route. Notice in the example that the distances are
shown in kilometers, as Paris uses a metric measuring system.

View the Results

Here are some suggestions for working with the results:

M Click a numbered location in the results to see a magnified view of the location in a pop-
up balloon (shown in Figure 3-4).

B You can change the view of the pop-up by selecting one of the Map, Sat (Satellite), or
Hyb (Hybrid) buttons. Zoom in and out using the (+) and (-) buttons, or drag within the
balloon to pan the map.

B If you want to plot your course going back, click Get Reverse Directions.



Design an Itinerary
Why stop at two locations? Google Maps lets you plan
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J Search Results | | My Maps [0 |

Get reverse directions

an entire trip with multiple placemarks. Follow these

steps to plan your summer motorcycle road trip using the @ Eram. | Sturgis, SD 57785
Destinations feature:

1.

6.

m
=38~
= X

Drive: 54 .4 mi (about 1 haur 10 ming
Type the locations for your start and endpoints

. . ; . To: Mount Rushimaore [x]
as in the previous section, such as Sturgis, SD to @ Edit
Mount Rushmore and click Get Directions. |

) o ) Add destination ..
The list of directions are shown in the Search
. . These directions are for planning
Results area. Click the (-) to the left of the Drive e e
link to collapse the directions list, replacing it with construction projects, traffic, or other

events may cause road conditions to

a (+) sign. As you see here, the Add Destination differ from the map results.

link is shown below the collapsed list.
Map data ©2007 NAVTEQ™
Click Add Destination to display another search

text field in the Search Results area.

Type the location, such as Yellowstone National Park and click Add Destination. The
additional leg of the trip is routed.

To add another leg to the trip, click Add Destination to open another text field, type the
next location, such as Billings, MT and click Add Destination to display the results both
in the map and the Search Results.

Notice the different placemarks added to the map—there are different icons for the start
location, trip segments, and the endpoint.

Continue adding additional segments of the journey.

You can work with your itinerary as you like. Here are some tips:

Use a different map view to get an idea of the terrain you’ll experience on your trip. In
Figure 3-4, for example, the map is shown in the Hybrid view.

Click one of the placemarks on the map to show an information balloon with further links.

The destination field in the Get Directions search shows the string of search locations. In
this example trip, the start point is Sturgis, SD. The right destination field shows a search
string of intermediate locations, such as Mount Rushmore to:Yellowstone National Park
to:Billings, MT.

To change one of the trip legs, click Edit in the Search Results to open a field for typing
a new destination, such as Bozeman, MT; click Change to alter your itinerary.

13
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If you are interested in more in-depth use and discussion you can participate in the
Google Maps community and help groups at http://tinyurl.com/22v3ux.

Interesting Things to Do with Your Maps

Maps aren’t static objects, and they certainly aren’t static in Google Maps. You can define your
default location, save your searches, and distribute maps in several ways.

Make Your Home the Default Map Location

Trips usually start from where you live. Rather than have Google Maps start with a country-wide
view, set your home as the default location. That way, when you start a new search your address
is automatically used as the starting destination when doing searches.

Follow these steps to reset the default location:

1. Click Search the Map on Google Maps home page to display the default search view.
2. Type your address in the text field and click Search Maps.

3. The map zooms into the specified location. Click the placemark to open the pop-up
balloon.

4. Click Make This My Default Location. The information in the pop-up balloon then
changes to indicate your preference.

If you want to reset your default location, click the Get Directions link to show the Get
Directions view of Google Maps. In the Search Results area, notice that the Starting From
Location area specifies the default location. Click Clear and the map resets itself to the default
US view.

You can also reset your default location in the Saved Locations window, described next.

Save and Manage Your Searches

The Search Results on the Google Maps page lists links for your last ten search locations, but
you can save additional searches and maintain your own list. Google Maps maintains a Saved
Locations list that can hold up to 100 locations. Once you’ve saved 100 locations, newer search
locations replace the oldest.

Follow these steps to manage your list of saved locations:

1. From the Google Maps browser window, click Saved Locations in the top right of the
window.

2. Log into your Google Account, if you aren’t logged in, and the Saved Locations window
displays in the Google Maps browser window (shown in Figure 3-5).


http://tinyurl.com/22v3ux
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Saved Locations

New Location: | . [Add ] I[Enable auto-saving of locations 9
Delete |Select: All, Mone
Default Location Label
O= Gimli, MB home, sweet home [ Edit]
|| {b Paris, France [ Edit]
D Don't use ::;us Iocat;‘on as the initial map view [ m }
O 39, Boulevard des Capuches, 75002 2éme Arrondissement, Paris, France [ Edit]
| Eiffel Tower, France [ Edit]
O Sturgis, South Dakota Rally 2007 [Edit]
O Mount Rushmore [ Edit]
O Grand Cariyon [ Edit]
O ellowstone National Park [ Edit]
< |

Hlc{O2{EW Click the link to display locations saved in your Google Account.

3. Review and modify your Saved Locations as desired in the following ways:

B Add a New Location by typing the location and an optional label in the fields at the
top of the Saved Locations window. Click Add to include the location in your list.

B Select the check box to the left of a location and click Delete to remove it from
the list.

Select multiple locations for removal at once. Click All to select your entire list, or None
to deselect prior selections.

B Click Edit to open a new text field in which to type a label; Google Maps uses the
labels to generate suggestions when searching.

B Click the green arrow to the left of a location to define it as your default location.

Click a location to display it in the Google Maps view.

B Select or deselect the Enable Auto-Saving of Locations feature, which is active by
default.

Take Google Maps to the Next Level

You don’t have to settle for ready-made maps. Instead, make your own maps using the My Maps
feature. You can create and distribute personalized maps that can include content ranging from
text to photos and video.

11
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Create a New Map

Google Maps includes the My Maps feature tabbed with the Search Results frame in the Google
Maps window. Follow these steps to add a map to your personal collection:

1. Display the location you want to use for creating your new map in the view.

2. Click the My Maps tab to display the frame and click Create New Map to display text
entry fields.

3. Type a title for the map, and add text in the Description field if you like. At the very
least, the new map needs a name.

4. Select Public or Unlisted. The default is a Public map, which is available to others online.

5. Click Save. The text fields collapse, and the new map is listed in My Maps as you see here.

Search Results | My Maps
Create new map
My Maps

Placencia Peninsula

Yacation in southern Belize

Created on Apr 19 - Updated Apr 19
- Dielete

If you add a map and decide you want to start over or you don’t need it any longer, click
the Delete link below the map’s listing.

Add Custom Content to Personalize Your Map

Once you have created the map it’s time to add features to it using the toolbar that overlays your
map (Figure 3-6). While you are working with a new map, use the Selection tool to select content
or drag the map to reposition it in the view. At any time, you can click Save on the My Maps
panel to save your work; Google Maps autosaves the content as well.

If you select a tool from the toolbox and change your mind, press ESC to deselect it, and
reactivate the Selection tool.

The tools offered on the My Maps view are also included in Google Earth. Read about
Google Earth in Chapter 4.

Mark Locations with the Placemark Tool

Add custom placemarks to your map to indicate a point of interest, such as a business, residence,
or a great mountain lookout.
Follow these steps to add a placemark to your custom map:

1. Select the Placemark tool on the view and position it where you want the placemark;
click to add the placemark and open the pop-up balloon.
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Placemark tool ~ Line tool

Frint (= Email == Link to this page

; . [ A] " Hybrid
Selection tool : [ ] | Satellite |

Shape tool

Hl{U{H W Use the tools to add content to your map.

2. Type a name for the placemark, such as Cottage on the channel, as shown here.

r =Y

Title  Cottage onthe channel

Description Plain text - Rich text - Edit HTML
MINE EXOTC 0ays SPent Nere. JUst us, a nock or
geckos, and a resident cayman in the channel.

Delete Cancel l 0K
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My Maps
Clear search results

My Maps - Create new map

Placencia Peninsula
wacation in southern Belize

Fublic - Edit title/settings
Created by on Apr 19

? Cottage on the channel
Mine exotic days spent on the lagoon

HlelV]:{EHM The completed placemark is included in the map’s listing.

3. Click the icon symbol at the upper right of the balloon to display a panel of icons. Select
an alternate icon to use for the placemark; the panel closes automatically and the icon is
changed.

4. Type text in the Description field. The default display uses plain text; you can use rich
text or HTML instead, described in the upcoming section “Configure the Appearance of
Your Descriptions for Interest.”

5. Click OK to close the pop-up balloon. Your placemark is listed in the My Maps panel
(Figure 3-7).

To reposition the placemark on the map, move the mouse over the placemark. When you
see the cursor change to a pointing finger, click and drag to move it.

Draw a Freeform Line on the Map Using the Line Tool

Perhaps you have found a great hiking trail and want to

| -Ma -
show a path on the map. Follow these steps to draw and ;
customize your path: &
ety Double-click to end this line
e o

1. Select the Line tool and start drawing. Click the "o
map with the Line tool for each segment of the
route you are defining, shown here.

2. When you have completed the line, double-click at
the last point to deselect the Line tool. In the My
Maps panel, the object is named Line 1.

3. Click the Line 1 label in the My Maps panel to open
a pop-up balloon. Type a name and description, for
example, Path to the lagoon.
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4. Click the line’s icon at the upper right of the pop-up balloon to display customization

settings. Change the appearance of the line in several ways. The line’s appearance
changes as you make changes, including:

B Click the Line color’s color swatch to open a color swatch panel and choose a color
B Type the Line width in pixels
B Type the Line Opacity as a percentage

Click OK to close the configuration pop-up balloon and return to the line’s pop-up
balloon; click OK again to close the line’s balloon.

Identify an Area on a Map Using the Shape Tool

The Shape tool lets you identify a region of interest on the map. You might use it on the map to
outline a park area, or, as in this example, a good location for spotting manatees. Follow these
steps to draw a shape:

1.
2.
3.

5.

Position the map where you want to draw the shape.

Select the Shape tool and move it over the area; click to place the first point on the shape.

Continue adding additional points. The more points you add, the more detailed the final
shape will be.

Double-click the tool over the first point to complete the shape and deselect the tool,
shown here.

4

g |

‘n“ Double-click to end this shape.
- 3

In the resulting pop-up balloon, add a title and description.
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6. Click the color swatch icon on the pop-up balloon to open another pop-up balloon and
select alternate colors for the line and fill, as well as the opacity and line width. Click OK
to return to the shape’s pop-up balloon.

7. Click OK to complete the shape.

8. The drawn shape is shown on the map, and its title and details are shown on the My
Maps panel (Figure 3-8).

If you want to adjust the shape, move the cursor over any point and drag to adjust its
location.

Configure the Appearance of Your Descriptions
with Custom Text and Images

The descriptions for your objects added to the map are in plain text, but you can use rich text
or HTML instead. Rich text, described in this section, offers a toolbar to customize the text
appearance, add links, and insert images.

You can enter your own HTML code for more control of the appearance. Click Edit
HTML to display a text field and type the coded content, including a tag for an image if
you like.

Search Results | | My Maps
Clear search results

Wy Waps - Create new map .
+

Placencia Peninsula

Wacation in southern Belize

Unlisted - Edit title/settings
astsaved at 12°29°57 PM

F= n e

Q e + T E'ra to move this point
Mine exofic days spent here. Just us, F o RSN

Path to the lagoon

Ianatee sootting
Larpe seagrass bed in the lagoon

I
n
|
u

[ §

SleU[:{=E W Add a shape to define an area of interest.
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If you have images stored online, you can insert a photo into a map for extra interest. Use
an online hosting program, such as PicasaWeb, to upload and store your images online. Refer
to the section “Design and Upload a Web Album” in Chapter 6 to learn about using Picasa Web

Albums.
Follow these steps to add zing to your map items:

1. Click one of your map locations in the My Map panel to open its pop-up balloon in the
map view and click Edit.

2. The editing view reopens, showing the same pop-up balloon used to configure the object
initially.
3. Click Rich Text to display a toolbar (Figure 3-9).

Select style options for the text appearance from the toolbar.

P

5. Click the Image icon at the far right of the toolbar to open a text field for inputting the
location of your image.

If you use PicasaWeb, click Link to this Photo on the PicasaWeb browser window to
open the written link for the image you want to use. Then, copy the link text to paste it
into the text field.

6. Click OK to save your changes.

r 2

Title ;E)Ottage on the channel Q

Description Plain text - Rich text - Eit HTML
BlZ U FT G LeiE =L 8

Ninc cxotic days spont on the iagoon
shore.

H[clU2{=KE: M Configure the contents of the information using various tools.
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7. To check the appearance, click on your map object. As you see here, the pop-up balloon
looks much more interesting with some text changes and a photo.

r

Cottage on the channel

*®|

yine exotic d spent on the lagoon shore.

Just us, a flock of geckos, and a resident cayman in the channel.
Edit - Delete

Add Businesses and Addresses to Your Custom Maps

You can add items to your map from search results. Select a listing in the Search Results tab to
open the location’s pop-up balloon. Click Save to My Maps in the balloon.

In the example map, searching for hotels in Belize included a result for the Turtle Inn.
Clicking Save to My Maps in the hotel’s pop-up balloon transferred the placemark to the custom
map (Figure 3-10).

Here’s another example—if you are building a custom map for a trade show exhibit,
search for addresses or businesses using any of the methods described in earlier
sections of this chapter and find points of interest to add to your map.

Distribute Your Map Collection

Your maps can be used online. If you choose to make the map public, others can locate your map
as a search result. You can also share them with others directly, or export them for use in Google
Earth.

Sharing Maps
Your My Maps collection can be shared with others. The example project, for instance, is
available online at http://tinyurl.com/yrsfs9.
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Search Results | My Maps
Clear search results

t -
Wy Wlaps - Create new map

Placencia Peninsula B
Wdldlivn in suulhiern Belize " 5‘“
Unlisted - Edit title/settings [

Created by on &pr 19 - Last saved at
Z11:41 PM

@ Cottage on the channel
Mine exotic days spent on the lagoon

Path to the lagoon

hianatee spotting
Large seagrass bed in the lagoon

Q |t Inn
The worlrd's 8007 hest hntels as

Se{U{MB/OY [mport placemarks for other businesses or locations.

Add Video to Your Personal Maps

Your maps can include either Google Video or YouTube videos. You need some familiarity
with editing HTML, but don’t have to write the code yourself. You need video accessible
from YouTube or Google Video.

Learn about working with Google Video in the section “Search for
Moving Pictures” in Chapter 2.

To add your own video to a map object, follow these steps:

1. Find the uploaded video you want on YouTube or Google Video. On YouTube, the
code is an <object> tag; in Google Video, the code is an <embed> tag. The code
snippets embed the video into a website or blog (Figure 3-11).

2. Click the object you want to attach the video to in My Maps, which will open the
pop-up balloon. Next, click Edit to display the editing mode.
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Choose Edit HTML.

Paste the snippet of code into the description field of your object.

. Click OK to save your changes.

oo p W

. To test the content, click the object containing the video to watch it play.

r | D

Path to the lagoon

Embed this video on your website or blog
Copy and paste this code onto your page

<embed style="width: 400 height: 3260

>

< il | >

Postto: MySpace - Blogoer
Livedournal - TypePad

Hl{U{MMEN Specify the content you want to include on your map’s object.
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[C| http:/{maps. google.ca/mapstie=UTF-8&0e=UTF-58hl=en&tab=1lfg= | X | [ |

@gmail.com | Saved Locations | Help | ¥Weh History | My Account | Sign out
15 MNews Maps Scholar more »
| [ Search Maps J

Find tﬁusinesses Get directions

M KMl S Print 62 Email = Link to this page

SlelU{BPA Copy the page’s URL to use in other programs or e-mail.

Follow these steps:

1. Select the map you want to share in My Maps.

2. Click Link to This Page in the upper right of the Maps title bar to place the URL for the
map page in your browser’s navigation field (Figure 3-12).

3. Copy the URL and paste it into an e-mail or post it to your blog or website.

You Can View a Map
in Google Earth

If you have Google Earth installed on your computer, you can view your maps in Google
Earth. Open your map and click the KML link or icon in the title bar (shown in Figure 3-12).
Google Maps uploads a KML file to your computer that you can open in Google Earth.
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and & few hundred of our
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O] Sight=eeing
Select this folder and click on
[ e the Play’ button below, to sta
B = Temporary Places
21 & Flacencia Peninsulz
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? Cottace on the channel
Mine exobic days spent on
the lagoan shore.

&a Path to the lagoon

0 hanstes spottin

Large seagrass bed in the

H o lagoon where manstees  —
)

v: Jurth fin | | Image © 2007 DigitalGlobe

y Coltage on the channel

Read about working in Google Earth in Chapter 4.
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Click Print at the upper right of the Maps window to open a Print dialog. Click E-mail
to open an e-mail message that includes the link for e-mailing your map to others.

Map Features Emerging from Google Labs

New features and products are always under development at Google Labs. Two map-based
services that are currently in development let you find public transport options in some cities, as
well as track down a cab or shuttle in other cities.

Plan a Local Trip with Google

Google Transit Trip Planner is a Google Labs product that offers local transit in several
metropolitan centers. The Transit Trip Planner works like Google Maps, except the directions
returned in the search results use public transportation instead of driving directions. Read about
the service at www.google.com/transit.

At the time of writing, the locations covered by the product are limited to cities in
California, Florida, Hawaii, Minnesota, Nevada, Oregon, Pennsylvania, Texas, and
Washington.

Suppose you are attending a conference in Austin and decide to take in some sightseeing
and shopping on a free day. To find the most efficient route from your hotel to your shopping
destination follow these steps:

1. Open Google Transit at www.google.com/transit.

2. Type the Start address and the End address. You can use a combination of the street
address, city/town name, or intersection for the search. In this example, the start location
is an Austin hotel and the end destination a street known for adventures in shopping.

If you want to plan the trip in reverse, click the double-headed arrow between the
address fields to switch locations.

3. Select either Depart At or Arrive By, and type the date and time in the fields.

P

Click Get Directions to run the search.

5. The search returns display in a browser window, with directions for walking and public
transport listed as you see here.


www.google.com/transit
www.google.com/transit
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6. Click the links in the search results to make changes, such as addresses or times.

Click Drive There at the upper left of the results window to generate a list of driving
directions. Note on the returns that a comparison of driving versus using public

transportation is shown. In the example, driving costs $5.30 while the most expensive
public transport is $.50.

Take a Taxi or Shuttle

Ride Finder is a Google Labs product that displays taxis and shuttles in a number of cities. If you
are living in one of the cities included in the product, check out where to find the nearest taxi.
Open the Ride Finder at http://labs.google.com/ridefinder. You’ll see a Search field to enter
your location, a map showing tracked locations, and a list of cities linked to the map.
Select the city to search by clicking the map pin or the city’s link in the list, or by typing the
name in the Search field. Click Search. Use the navigation tool at the upper left of the map to
zoom in and position the area you want to search as seen here.
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Click the Update Vehicle Locations link on the page below the map to see a trend in
movement of vehicles.

Take a Tour of the Red Planet

Google Mars is a Google Labs product that lets you look at Mars in three-dimensional space,
just as with Google Earth. Find the service at www.google.com/mars.

The Martian landscape shows three different types of image data. Click one of the
options at the upper right of the program window (shown next).

Move around Mars

Use the navigation controls, as shown in the illustration, to move around the planet. Use the
directional arrows to pan around the map. Drag the slider upward to zoom in, and downward
to zoom out. Click the center icon to display the previous view.


www.google.com/mars
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Move in Return to last Imagery display
[ indicated direction  search result options
J Google Mars a8 l . r'_‘
%9 Regions Mountains Plains About
OO Spacecraft Canyons  Ridges [ search | G—Dhgglr—g
Mars Stories Dunes Craters -
A shaded relief map cologcoded by altitude
ion_
Click to
zoom in
Click to
zoom out
Choose a Planetary View

Your survey of the Martian landscape can be shown in three ways, including:

B The default display shows a brightly-colored relief map; use the Elevation key at the
lower left to interpret altitudes corresponding to the color.

B Digital camera images make up the Visible display showing the surface, as well as
dust and clouds.

B The Infrared images are the clearest as dust particles are transparent to infrared. The
infrared map view shows brown patches indicating a high-resolution mosaic image
has been constructed using the infrared data.

We all know that Mars is a dusty red color. Google Mars shows grayscale
NOTE maps as contrast in surface detail is sharper in grayscale than color.
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Zoom into High Resolution Images

The Elevation and Visible displays let you zoom in as far as you can. The Infrared map,
on the other hand, has a limited amount of data. Zooming in too close produces a tiled text
image, explaining that imagery isn’t available at that level of magnification.

The image includes a link to the closest high resolution area. Click the link in the image
to display one of the close-up areas, such as the high-resolution image shown below.

A mosaic of images from the infrared portion of the spectrum

Search for Content
The Google Mars browser window offers different ways to search for content, including:

B Select a category from the directory links at the top of the page, then search in a
particular category.

B Type a search term in the field and click Search.

For example, if you want to see how the Mars rovers are faring, type the rover’s name in

the Search field, type rover, or click the Spacecraft Directory link. The results of using the
Spacecraft directory link are shown next.
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Fly through the Craters of Mars

Looking at areas of interest on Mars is entertaining, but fairly limited. You can’t use the
same features and tools as those provided in Google Earth, but you can experience a
fascinating fly-through on Mars based on the imagery used to build Google Mars.

The University of Arizona is a part of the imaging consortium responsible for the Google
Mars imagery. The fly-through is a collection of scenes built by the JPL (Jet Propulsion
Laboratory) and make up a four-minute movie. Open the page at http://tinyurl.com/hoc3x
and select a viewer. Follow any prompts that may display based on your chosen viewer, and
watch the show.
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Where the Images Come From

There are a number of sources for the images used in Google Mars that originate from
different NASA systems, including:

B Imagery for Elevation and Visible view is collected by the Mars Global Surveyor
spacecraft.

B TImages used for Elevation maps also include data from the Mars Orbiter Laser
Altimeter (MOLA).

B Visible images are captured by the Mars Orbiter Camera (MOC).

B Infrared images are captured by the Mars Odyssey spacecraft’s Thermal Emission
Imaging System (THEMIS) administered by Arizona State University.

Summary

In this chapter you’ve been all over the map, so to speak. You saw how Google Maps can be
used to search for locations in different ways. You discovered the possibilities for searching for
a business in a specific location, generating a route between two locations, and even planning an
itinerary for your next trip or vacation. Google Maps includes the My Maps feature that allows you
to create and configure your own maps. You learned how content can be added and personalized
with custom text, images, and even video. For future reference, some of the map-related features
coming from Google Labs were explained. Finally, the chapter ended with a trip to Mars.

In the next chapter, continue your travels in three dimensions with Google Earth.



Chapter 4

Travel the Earth




96

How to Do Everything with Google Tools

How to...

B Install and tour Google Earth

Use different navigation methods
Customize your Google Earth experience
Search for locations and directions

Add places in Google Earth

Google Earth is a new way of accessing information. The free program offers a view of our
entire planet using satellite imagery. The Google Earth imagery database is enormous, and
contains data for millions of square kilometers. Although not every square foot of the planet is
visible at a high resolution, many locations are, offering a bird’s-eye view of landscapes.

With Google Maps you can create your own map location information, plan vacation routes,
or view information about places such as parks and historic locations.

Download and Install Google Earth

Unlike many Google services, Google Earth is downloaded and installed on your computer. Once
you have installed the software, you access the satellite imagery from Google servers. There
are four levels of Google Earth available that all use the same satellite imagery. This chapter
describes using Google Earth Free, which is, as the name suggests, free software. Download the
program from http://earth.google.com and follow the installation prompts.

There are other versions of the software as well:

B Google Earth Plus offers higher resolution printing. It also offers the user the ability to
upload GPS information from their personal sources.

Choose Between Google Earth
and Google Maps

Both Google Earth and Google Maps draw from the same satellite imagery. Google Earth
is more interactive and includes more tools and content using its Layers feature, including
the ability to use your own data. Google Maps shows two-dimensional maps; Google Earth
is three-dimensional and offers flight features to simulate viewing buildings, landscape, and
other features. In Google Earth, you can use tools for measuring distances and drawing.


http://earth.google.com
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B Google Earth Pro is a business tool. Users can export movie tours and import Geographic
Information System (GIS) data.

B Google Earth Enterprise is business enterprise software used for mapping and satellite
imaging work.

Take a Program Tour

When you open Google Earth, you initially see the planet from space, and the view zooms in to
the United States (Figure 4-1).

Search for locations ~ Program menu Toolbar Navigation controls

® Google Earth
File Edit View Took: Add Help

P Search
FlyTo | Find Businesses | Dircclions : T 1 @lw{n\na-h_q-%m:;a
. 1
iy o
0,37 25 199", 127 05 0FW : :
~ O‘I H
-2}
[]
I}
il
R
=
P |m| X |
¥ Places
1 (=] B My Places

T V1 s My Picasa Pictures

5] = primary Database -

Eye alt 3958 04 mi

= B Terrain
F brorders

+ ¥ ¥ Geagraphic Web

+ 1 o iobal swareness

Ofes * Populobed Moces

+ 1=l ® Aternative Place Mames
| Record and Select map Earth is shown in the Location data
store places overlays 3D Viewer window

Hle{V]=W'™W The default view shows the earth from space.
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Check Out the Program Elements

The Google Earth program offers a great deal of information, and its interface is different from
the usual sort of program you may be familiar with.

The different types of exploring you can do in Google Earth is covered in upcoming sections.
For now, here’s a brief rundown of the major components of the program:

Program Menus Use the program’s menus to set program options, toggle display items such as
the Atmosphere, and choose options for playback and printing.

Search Panel The Search panel offers three ways to find locations on the planet. You can choose
the Fly To option using an address or coordinates; Find Businesses to locate a business in a
particular location; and the Directions search to map a route from starting and end points.

Places Panel The Places panel lists identified locations that you specify using a placemark. The
Places panel offers a system of folders to store, locate, save, and organize placemarks.

Layers Panel The Layers panel lists collections of information that have been created by Google
and others you can use to overlay the data shown on the map. The choices range from Terrain
maps to Parks and Recreation Areas to Shopping and Services.

Google Earth Toolbar A toolbar of common features is included above the map window. Use the
tools for adding placemarks, measuring, and printing, among other tasks.

3D Viewer The largest part of the program window is taken up by the imagery. As you can
see in Figure 4-1, the map is centered on the United States. Navigation controls are located at
the upper right of the window. Since the world is round (!) the controls offer three-dimensional
manipulation. That is, you can move horizontally, vertically, and also tilt the globe, which is
especially interesting in terrain such as the Grand Canyon.

Location Data Look for location specifications along the bottom of the map. You can see that
the longitude and latitude of the mouse pointer’s location at the lower left, and the altitude at
which the map is viewed at the bottom right.

Be a Tourist on Planet Earth
To whet your appetite, and to give you a quick overview of the program, take a sightseeing tour.
That way, you see how the imagery works and how Google Earth is used.

Follow these steps to take your first trip:

1. Click the (+) to the left of the Sightseeing folder in the Places panel to open a list of
available tours.

2. Select the check box for the tour you want to view, such as the Forbidden City, China
shown here.
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If you want to go on the Grand Tour, select the Sightseeing Places checkmark instead;
all tour segments are automatically selected.

3. Click Play at the bottom of the Places panel to start the tour.

The panels toggle open and closed as you see here. Click the arrow to the left of the
panel’s name to expand or collapse the panel. You can also drag the panel’s edge up or
down to resize the vertical space used by the panel.
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HleV]:{=W'® W Google Earth includes sightseeing tours of various locations.

4. Sit back and relax. Google Earth rotates the globe and zooms in to the location in China
(Figure 4-2).

5. Click the various locations identified on the map to see more information:

B Click the compass icon to open a pop-up window, showing a photo that a Google
Earth user has uploaded to the Google Earth Community for sharing.

B Click the “i” icon to open a pop-up window containing comments about the location
written by Google Earth Community members.

6. When you have finished viewing content, click Stop next to the Play button to stop the tour.
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Google Earth Depends
on Your System Files

Google Earth uses the software installed on your computer, as well as your system resources
to display its map data and other information. Google Earth renders, or draws, its 3D content
using the OpenGL driver platform, and requires drivers on your system to display smoothly.

If the program seems to be slow or isn’t responding to your keyboard or mouse
commands, you may need different video drivers. If you connect to the Internet using a
dial-up connection, the slow response is related to the rate of data transfer, and new drivers
won’t improve the situation!

Read more about drivers, graphics cards, and other similar issues at
http://tinyurl.com/235alb.

There are thousands of animations, tools, tours, and other points of interest that
organizations, businesses, and individuals have added to Google Earth. Check out the
contributions at http://earth.google.com/showcase.

Travel the Globe

The 3D Viewer shows the planet and terrain. There are a number of ways in which to locate
specific locations, as you’ll see in the next sections. To help you check out different points of
interest, or if you want to explore the globe, Google Earth offers a Navigation console in addition
to mouse navigation.

Navigate in Google Earth

The Navigation console is shown at the upper right of the 3D Viewer when the mouse cursor is
in the upper right area of the window. In its inactive state, the console is hidden and a compass
identifies North. To toggle the compass visibility, choose View | Compass.

Orient Yourself with a Mini-map

Choose View | Overview Map (or use the
CTRL+M shortcut keystroke combination) to
toggle a small overview map’s visibility. As
you see here, the overview map identifies
your global location with crosshairs.
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Hlc{U)2{=W Bl The Navigation console offers several ways to manipulate the 3D Viewer.

If you want to move to another location on the 3D Viewer, you can double-click the
general area on the overview map to move the view.

Take Control of the Navigation Console

Navigation controls in Google Earth are fairly intuitive if you are familiar with moving in 3D
space on a computer screen. Move the mouse cursor toward the upper right of the screen to
display the Navigation controls (Figure 4-3).

The numbers in Figure 4-3 correspond to the following descriptions of the navigation functions:

1.
2.

Click the direction arrows to move the view in the corresponding direction.

Click the North button to reset the view, placing North at the
top of the window.

Drag the navigation ring to rotate the view.

Click the center of the joystick and move it in any direction
with the mouse button depressed. Notice here how the center
of the joystick moves away from the center point in the
direction you are moving.
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5. Click or drag on the Zoom slider to increase or decrease the magnification. Click (+) the
center point to zoom in; click (—) the center point to zoom out.

6. Click or drag on the Tilt slider to modify the horizon. Drag the slider left to view top-
down; drag the slider right to view the horizon.

Double-click the icons at the ends of the sliders to make the maximum zoom or tilt
change to the view.

Hands-on Navigation with Your Mouse

The simplest way to learn to use your mouse for navigation is to experiment. Different mouse
configurations and operating systems work in different ways, as does using clicks in combination
with mouse button presses.

You can set the navigation in the preferences on the Navigation Mode pane of the dialog
box, described in the section “Customize Your Global Travel.”

Tips for Basic Mouse Navigation

Pan and Zoom is the Google Earth default. To return to the default from the other navigation
types, press CTRL-T (COMMAND-T on Mac).
Here are some general mouse navigation tips using default Pan and Zoom settings:

B To drag the view in any direction, press the left or main mouse button and drag

B To drift, which simulates a globe spinning, press the left/main mouse button and drag in
any direction; release the mouse and repeat to keep drifting.

B Double-click the mouse to zoom in. Single-click to stop the zoom or double-click to
Zoom more.

B If your mouse has a scroll wheel,
scroll towards you to zoom in or
away from you to zoom out. Press
ALT (ALT/OPTION on Mac) as you
scroll to decrease the zoom speed.

M Move the mouse to the center
point of your desired zoom
location and press the Right mouse
button (CONTROL-CLICK on Mac) Q Surabaja
to display the double arrow cursor f
seen here. Now you can move the
mouse toward you to zoom in, or
away from you to zoom out.
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Some Macintosh laptops let you drag two fingers across the trackpad to zoom in or out.

Buzz Around Using GForce Navigation

If you have used a joystick, you're going to enjoy GForce navigation. Like a joystick, moving the
mouse in GForce mode specifies the direction in which the view moves. Click the 3D Viewer with
the mouse to make it the active area on the program, and press CTRL-G (COMMAND-G on Mac) to
invoke the mode.

When you enter GForce mode, you’ll see that the cursor changes to an airplane. The motion
effects are more obvious the closer you are to the surface. The actions you need to fly include the
following:

B To pan across the view, left-click the mouse and move it right of center to pan right, or
left of center to move left.

B To tilt to the top-down view, left-click and drag the mouse away from you; to tilt to the
horizon view, left click the mouse and drag toward you (Figure 4-4).

B To speed up, right-click the mouse (CONTROL-CLICK on Mac) and move the mouse
forward, or away from you.

B To slow down, right-click the mouse (CONTROL-CLICK on Mac) and move the mouse
backward, or toward you.

B Press SPACEBAR to stop the motion in the window.

Slc{U:{=W'™W Change your perspective from top-down (shown left) to the horizon view
(shown right).
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Find Your Way Back Home

Sometimes you can get lost—even in a program. To AR H ]

find your way back, click the default placemark in the 2L My Praces

My Places folder and click Play, as shown here. The 3D Gg g:";’:::; s

Viewer moves the view back to the middle of the country, : Hediidemaniolitan

or another country that uses your language. def::;t Flaybutton belawi tostad ‘f
Specify a location and name for the Default placemark | (7 g5 amporary piaces

if you like. Read how that’s done in the section “Save o

Places for Future Reference.” — :

Click-and-Zoom to Move In and Out

Suppose you are interested in opening a coffee shop in a particular area of the city. Google Earth
offers Click-and-Zoom navigation to let you zoom in and out at will. Use a controlled rate of
magnification to zoom in to see a business location; zoom out to see what else is available in the
neighborhood.

To start the Click-and-Zoom mode, choose Tools | Options | Navigation | Navigation Mode |
Click-and-Zoom; on Mac, choose Google Earth | Preferences | Navigation | Navigation Mode |
Click-and-Zoom.

The cursor now changes to crosshairs as you see here, along with several coffee shops
marked with labels. Left-click the mouse to zoom in, right-click the mouse to zoom out, and
press SPACEBAR to stop the action. Your mouse is restricted in this view—use the Navigation
Controls for other actions.

The labels on the map show search results. See how to search in Google Earth in the
later section “Search for a Business or Directory Listing.”
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Customize Your Global Travel

As with most computer programs, the more you work with Google Earth, the more you become
interested in showing and using specific features that fit your workflow and habits. There are a
number of different view options you can try, as well as a collection of preferences for setting
features ranging from the mouse speed to the detail area.

Work with Different Views for Different Purposes

Zooming around the world is an entertaining way to spend time, but Google Earth certainly isn’t
just a toy. There are a number of ways to change your view for different purposes. Some configure
the display in the 3D Viewer, while others show playback options or print output views.

Modify the 3D Viewer Experience

Several of the viewing features are shown on the 3D Viewer by default, including the Status Bar
at the bottom of the window, the Scale Legend above the Status Bar, and the Compass at the
upper right of the window.

Choose the commands from the View menu to toggle the features on and off. The Overview
Map, described in the previous section, displays a small map in the upper left of the 3D Viewer
to orient you to your location. You can also toggle the Atmosphere on and off. By default, you
see the Earth’s atmosphere as a glow around the curve of the planet when you are zoomed out
sufficiently.

For those accustomed to showing projection lines for longitude and latitude, choose View |
Grid to overlay the grid as you see here.

DOT.NASA™ 4|
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You’ll also find settings to toggle the Toolbar and Sidebar on and off, as well as view
the map at Full Screen size.

Choose View Sizes for Different Purposes

Google Earth offers choices to view your data according to computer playback, TV playback,
and print output size options.

Specify a Computer Monitor View Sometimes a program you view on your monitor looks
entirely different under other circumstances. For instance, if you want to include a satellite
imagery view of your business locations on a small monitor or projector, take the time to check
out the view displayed on your tradeshow equipment. Choose View | View Size | Computer
Playback and choose one of three aspect ratios (also called proportional displays) to use for
showing the view (Figure 4-5). The program window is resized automatically, although you can
resize it manually as you like.

Choose a TV Playback Option Choose View | View Size | TV Playback and select an option for
video display. Use NTSC (720 x 486) for TV playback in North America; use PAL (720 x 576)
for European TV playback.

Choose Print Settings To specify one of four page sizes for printing, choose View | View Size |
Print Output and make your selection. The default uses a regular 8.5 x 11 Landscape view.
Choose the larger 11 x 17 page size, or smaller 4 x 6 and 5 x 7 page sizes.

Customize Program Preferences

Google Earth offers a panel of preferences you can adjust to make your experiences more life-
like and smoother flowing. To start, choose Tools | Options on Windows/Linux, or Google Earth |
Preferences on Mac from the Google Earth menu to open the five-tab Google Earth Options
dialog box.

Set 3D View Options

The Google Earth Options dialog box displays the 3D View tab when it opens. On this tab,
configure visual settings such as label or icon sizes, the format for elevations, and the size of the
detail areas and Overview Map.

Full Screen F11

| v Compass T4 Playhack

Showy Time 3 Print Cutput P_ 200 % 600
Showy Mavigation 3 1

Hle]V[:{=W MW Specify an aspect ratio for sizing the screen appropriately for playback to a
device.
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Here are some tips for adjusting 3D View options:

M If your monitor uses a high resolution and you have a quick graphics card, use the Large
Detail Area to increase the size of the image shown in high quality detail.

B The default font used in Google Earth is Arial at 20px. Click the Primary 3D font or
Secondary 3D font buttons to select an alternate font from the Select Font dialog box if
you prefer another text appearance. Regardless of the font chosen, the text displays in
white with a black stroke as seen here.

B Boost the Elevation Exaggeration if you are traveling in the mountains. The range is
from 0.5 to 3; 1.0 is the elevation at its true height. In Figure 4-6, the mountain at the left
is shown at an Elevation Exaggeration value of 0.5, whereas the right image shows the
same mountain with a value of 2.

. = 2 s
Pointerg 83923 7:57!545 N 105519:04

Hlc{U{=W®; W Adjust the appearance of a mountain’s elevation from the default (left) to twice
as high (right).



CHAPTER 4: Travel the Earth

If you are looking at 3D View buildings and they don’t look quite right, be sure the
Elevation Exaggeration is set to 1 as the building may have default terrain settings.

B If you like working with the Overview Map, adjust its size smaller or larger to fit your
screen.

Adjust Storage Using Cache Settings

Google Earth automatically optimizes the cache size, which is the amount of memory allocated
to Google Earth to perform its tasks. You can improve performance by increasing the cache
size, but as a result, you may find other programs process data slower. If you like to work with
Google Earth offline, consider increasing the Disk cache anywhere up to 2000 MB, which is the
maximum setting.

Pick Touring Preferences

Use the Touring preferences to adjust how you want to watch the Fly To and Tour features. The
default uses slow speeds for both features, and a pause time of 1.7 seconds at each change of
roadway. Drag the sliders to increase the flight speeds and the pause time.

Change the way you watch a route flyover using the Driving Directions Tour Options. By
default, the camera is tilted at 45 degrees, as shown here. You can change the camera view,
speed, range, and angle while doing a flying tour of your driving directions by dragging sliders.
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Fine-Tune Navigation Controls

For the power mouse users, increase the speed of the mouse wheel setting in the Navigation tab.
The default speed is rather slow; be sure to experiment with the speeds as Fast moves the map
at supersonic speeds. Also on the Navigation tab, look for settings to select different Navigation
modes, described earlier in the chapter (Figure 4-7).

Depending on your personal preference, choose the Invert Mouse Wheel Zoom
Direction check box to swap the mouse wheel directions. For some people, the inverse
feels more natural when maneuvering in three-dimensional space.

Select General Settings
The final group of preferences are on the General tab. On this tab, choose:
B Display options, including Show Tooltips and Show Web Results in External Browser,

both chosen by default. When you click a web link on a placemark, a new browser
window opens by default.

B Select a language and specify whether to send usage statistics to Google.

B E-mail program options for sending e-mail through Google Earth; the choices include
Thunderbird, Gmail, or Select Each Time.

B KML Error Handling offers methods for handling errors when loading layer data, such as
3D Viewer drawings.

[ 30 view | cache "-Touring Navigation | General |

Mouse Wheel Settings

Speed Slowy | Fast

[] Irwert Mouse Wheel Zoom Direction

Mavigation Mode Mon-mouse controller settings

@ Pan and Zoom [Ctrl-T) Enable Cortraller

) Flight Control (Ctrl-5) User-Based (move me)

) Click-and-Zoom Earth-Based (move the earth)

Reverse Cortrols

HlelV[:{=W'M Adjust the speed for the mouse wheel and choose navigation modes.
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Google Earth Can Display Google
SketchUp Models

Google SketchUp is a program that you can use to draw and save three-dimensional
objects and models. There are thousands of models available to place on your Google
Earth locations. Find help for integrating SketchUp models in Google Earth at
http://tinyurl.com/2z4gxc.

Download Google SketchUp at http://tinyurl.com/e8a4e.

Search for Locations All Over the World

The Search panel is one of the default Google Earth panels and one you may use most often.
There are three ways to find a location—using an address, a business name, or by defining a route.
Use combinations of search terms with or without commas.
For greater accuracy, use two terms such as a city and state, street
location and city, city and country, longitude and latitude, and |
so on. In each type of search Google Earth offers an example, as ;;{&]ere &.01., Sauguot, MY
shown here. [omertuew &

Fly To | Find Busineszes | Directions
-

- wWhat e.9., Restaurants

>

Street-level searching isn’t supported throughout the entire planet yet.

Fly To a Location

You can use the Google Earth Search panel to find places on the globe. To conduct a search and
view the results, follow these steps:

1. Type the location in the Search field. For example, type MoMA, New York and click
Search.

2. The search returns are shown in the lower part of the Search panel. Several locations
are identified by letters (Figure 4-8). Google Earth shows icons for ten results on the 3D
Viewer at a time.

3. Scroll through the results to find the location you are looking for. Your search results
are stored in the Search entry history on the Search panel, and shown in pages of
10 results at a time. As you see in Figure 4-8, the returns are shown in page by page
views; click a number below the list of displayed results to view another page of
results in the Search panel.


http://tinyurl.com/2z4gxc
http://tinyurl.com/e8a4e
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Sear_ch

Fly To | Find Businesses -'I.Direc‘tions

&.., 1600 Pennsylvania Ave, 20006

[Womta, Hew vark v| @

4520 33rd St, Long lsland City .
My 111 T
% Museum of Modern Art the:
Motna Books
Meswe ok, MY 10001
(212 708-9710
- Manhattan Conference Cent
er

1450 44th St Mewwe York, MY b, fririrdrir i
- a The Museum of Modern Art ; AEmedons
11 W S5rd S, Resy York, B e 4 11 W S35k St
100M9 f Rlewe “ork, My 10019
-0 12342 = 3 (212) 7089400
= O 22wk Results newyyorkcity com. MoMA also owns

=ame 14000 fims and four million film
sillz, a5 well a5 140000 books, artist

khLMME cortert from the

entire Yiek .
O sesmore. boaoks, alnd.periodicals, all part of the
= Museum's library. we - 3790 more =
O @ Mot .
: Addelrese: Mews yorkMap thi o S | Directions: T here - From here

Hle{V[{=¢'®: W Secarch for an address and select the return to view the map location.

4. Click aresult to zoom in on the 3D Viewer. Basic information about the location is
shown in a balloon.

5. To find out more about the location, click a link on the balloon.

6. To clear the search results from the map and the Search panel, click Clear Searches on
the Search panel’s controls.

Search for a Business or Directory Listing

You can search for directory listings and business locations using the Find Businesses tab in
Google Earth. Specify the type of business and where it is located to yield a list of search results
and numbered markers on the view.

Use the features described in Chapters 1 and 2 for designing search terms. For example, use
the exact name of a business in quotations “Bob’s Furniture Emporium” to narrow the results to
those exact terms in that order. A search conducted in the same area for furniture will produce a
much larger number of returns.
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The Find Businesses feature uses Google Maps search to search a combination of Yellow Page
listings and web page information for the location. The search starts from the location specified
in the Search fields, and can be a city, street, or the current view shown on the 3D Viewer. For
example, if you are meeting with clients at their office and want to entertain them for dinner, type
restaurants as the What term, and the office location as the Where term to view a list of results.

Read about using Google Maps in Chapter 3.

Conduct the Search

Follow these steps to look for a business or type of business:

1. Type your search term in the What Text field, for example, antiques.

2. Type your location terms in the Where field, such as New Orleans. Alternatively, if you
have already displayed a region in which to search in the Fly To search, use the default
Current View as the Where search term.

My preference is often to Fly To the location where I want to start looking and then use
the Current View option. Google Earth will look for a number of results, and expand the
search beyond the current view to collect returns.

3. Click Search. The returns are shown in the Search panel, and identified locations are
identified with lettered markers on the map (Figure 4-9).

Explore the Search Returns

Once the search is complete, select a result link in the Search panel or click a marker on the
current view in the 3D Viewer to show a balloon, as shown here.

|_i‘_| [OF=] articue mirrar {1 - 1070 2 s

= g Place D'Armes Hotel g i i F. i
575 Sairt Ann St Mew ulane Cap_:;e:er Cenls‘r};‘
Orleans, L& 70116 . e

4 1 \0

B Meve Orleans Conservation ¥ 91‘_ % éd
Guild Inc The S Rousset ﬂ[‘rtlslllesa
3520 Royal St New Orleans,  RCUIEIUCHIST RN
L& 70117 (. e

i s Rousset Artigues Qﬂ . 2

BOD Corti St, Mew Orleans, L

: Rousset Antiques

i Ann Koerner Anticues
4021 Magazine St, Mew
Orleans, LA 70115

- ¥ (B) Uptowner Artigues
3506 Magazine St, Mew
Orleans, LA 70115

600 Conti 5t

Mewe Orleans, L& 70130

(504) 551-3636

1stdibs com... Elegant and well
proportioned painted kalian Directoire
mirror with excelert architectural
details. Original painted finish is a very
subtle grayvhlue with ... - 108 more =

Directions: To here - From here
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¥ Search

| Fly To | Find Businesses | Directions |

What 2.q., Museums

|anticue mirror ¥

wWhere &.g., Houston, Texas

!Current Wi b | Q

EIOR=] articue mirrar (1 - 100 |
% Place D'Armes Hotel
B25 Saint Ann St Mew
Orleans, LA 70116
3 Mewe Srleans Conservation

‘.

Guild Inc The — | [ % “New,Orleans O;
3620 Royal St, Mewy Orleans, 3 - )

B0 Conti 5t, Mew Orleans, L
70130
3 &nn Koerner Artioues
402 Magazine St, Mew
Crleans, LA 70115
- Uptowener Antigues
FE0E Magazine St Mew
Orleansz, LA 70115

I e L )|
om)x)

¥ Places
Fil !;My Places i

'§ iy Picaza Pictures
B sigktsesing | ¥ 3
Select this folder and click on e - 2007 Europa Tech n.o lo

b Layers Pointe 90°03'57.31"W elev. 711§

H[cIU{='E:M The 3D Viewer shows lettered markers and resets the view if necessary.

Some of the results may not directly relate to your quest, although the web pages searched
by Google Earth include your search terms. The example search for an antique mirror in
New Orleans returned results for antique shops, as well as hotels that describe antiques
used in their décor. Deselect the check boxes for those unnecessary results to clear the
view if it seems too cluttered.

A search for an antique mirror shows information about the results in the balloon. To
continue the search, choose one of these options:
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B Click the link to the business’ website, which opens in Google Maps (Figure 4-10).

B Click the link to the web page describing the item—when one is shown, as in this
example—to open a web page showing the quote and additional information about the
search match.

Italian Directeire Mirror

Ity

18th Century

Elegant and well proportioned
painted Italian Directoire mirrar
with excellent architectural details.
Original painted finish is a very
subtle gray/biue with old warn
gilding.

Price
$1u,u0u

Condition
VEry good with gentle wear due to
age.

Measurements
Heighl. 3 1L 2 in.
Width/Length: 3 ft. 3in.
Depth: 4 in.

Specifications
Number of items: 1
Reference: V060629016494

B Click the link listing additional results to display the Google Maps information shown in
Figure 4-10.

Store Your Search Results

Your search terms for both What and Where are saved in the Search history, shown in the results
area of the Search panel. The search results from the current search that are displayed in the 3D
Viewer are indicated with a dot in the check box next to the search terms, shown here.

OS] anticgue mirror (1 - 100
E_| O 3 architectural antigues (1 - 10)
U B3 artigues t1 - 10)
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Web  Images Wideo Mews Maps more »

GO {)gle lantique mirrar

Search the map Find businesses  Get directions

Maps
Rousset Antiques 78 OSSN A
600 Conti St =k P L Saiaie
Kew Orleans, LA 70130 . SO S i
(504) 581-3636 PSS
roussetantigues.com VA e, 0, TS raeriont
NS fig < & 4 /4 Paricll foiad
i : p Y ) » i et
Get Directions: To here - From here ata ©017 v g S i

Wiew Larger Mag_

Overview | Photos (1) YWeb Pages (38)

See all photos »

Web Pages

Rousset Antiques & Textiles, New Orleans, Louisiana (Conti & Chartres in the ..
... Rousset Antigues & Textiles, New Orleans, Louisiana (Conti & Chartres

Sle{U{=W ALY Link from the business listing to a Google Maps page offering more information.

The next time you open Google Earth, the last ten searches are displayed. The Find Businesses
search storage is independent of the Fly To search results.

Get Directions to a Destination
Use Google Earth to map a route to and from a placemark in the 3D Viewer, including turn-by-
turn directions.

Take a Shortcut

Right-click/coNTROL-click a listing result on the Find Businesses tab and then choose either
Directions To Here or Directions From Here from the shortcut menu. The Search panel transfers
the information to the Directions tab, and the route and directions are shown in the Search results
window, seen here.
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; " L 1 . - 4
Fly To Find Businesses | Directions ampa
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-4 (W) Turn lett =t Conti St
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M Arrive gt 600 Corti St, New Orleans
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- B 2o Route
Distance: 1.3 mi (about 4 mins)
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[+ O pidyou mearc

v 41D
4
c{ArrIve at: 600 Conti St, New O
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To Here/From Here

On the 3D Viewer, click a search result listing or placemark to open an information balloon.
Click To Here or From Here to add the location details in the To or From field in the Directions
tab (Figure 4-11). Repeat with the other address and click Search. You find the route and
directions in the results area of the Search panel.

Uptowner Antiques

3506 Magazine St

Mewy Orleans, L& 70115

(5041 891-7700

1=tdibs com... kalian painted antique
mirror Height: 53 12" Width: 46",
Price: $3350 .. - 22 more »

Click to transfer

Directions: To here - From here egq— X
location

Kevin Stone Antiques
‘ €
7'Europa Technologies

Hle{V[3{='"®KW Use a placemark as an endpoint for a route.
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Ask for Directions
Type start and end locations in the Directions tab and click Search. The route and turn-by-turn

directions display in the search window. On the 3D Viewer, the route is indicated with a line.

If your route includes intercontinental travel, Google’s search returns take you to one
shore, suggest you “swim across the Atlantic Ocean” and then resume when you reach
dry land again!

Print the Driving Directions

Take your route directions along with you on your tour. Print your route following these steps:

1. Select the directions you want to print in the Directions tab.
2. Choose File | Print to open the Print dialog box.

3. Select Most Recent Driving Directions as shown here.

= Print E|

Pririt Cptions
() Graphic of 30 Yiew

Print the current 30 viewy gt the desired quality,
Screen (393 x 526)

Loy (747 x1000)
Medium (1046 = 14007

(5) iMost recert Driving Directions |
Start address: 719 Esplanade Ave, Mew
Orleans, Lovisiana 70116
End address: 2112 Magazine =t, Newr Crleans,
Lauizians 70130

Selected Placemark in My Places
(Mo selection)

| print ” Cancel

4. Click Print to open your system’s Print dialog box.

5. Specify the print settings and click Print. Google Earth maps your route point and
transfers the data to a print version. Your directions are printed, along with images of
intersections where you have to turn (Figure 4-12).

6. When you are finished, deselect the check box next to the directions summary or delete
the Search results.
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SlelU{=WBmPE Take a well-featured map with you to show your route.

Play a Tour

Instead of simply viewing directions on a map, let Google Earth take
you on a tour of your journey. Click Route at the end of the list of
directions as you see here, and then click the Play Tour button.

Your tour starts in the 3D Viewer from your departure point. The
globe is rotated to orient the route toward your destination. Once the
tour is finished, the map zooms out to show you the entire route.

Save Route Directions for Future Reference

LM P Rrude
Diztanco: 344 mi (okbout 5
lours 10 mins) i

} Dlaces

If you are plotting a number of routes, or want to share your directions with others, save them in
the My Places folder in the Places panel for future reference. To save your route, select the folder
labeled with the To and From search terms. Right-click (CONTROL-CLICK on Mac) to display the

shortcut menu and choose Save to My Places (Figure 4-13).

The directions, now stored in the My Places folder, can be edited as with any other place data.

Take Your Place in the World

Use the Places panel to hold placemarks for locations you want to save. There are several different
ways to save the information from searches done in the Searches panel, manual searches, and

from items imported from Picasa.

Use the Places panel to keep track of places you have experienced in Google Earth. You
can save Places data to your hard drive, work with saved placemarks, and organize the data in a

number of ways.
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i Arrive &t Mew Orleans, L4
Distance: 344 mi (about 5
hours 16 mins)
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Capy
| Delete

Delete Contents

Rename

Save AT
Share fPost...
Ermail...

Snapshot view

Propetties

Hle]V[a{=W'™EY Store content from your searches for future reference in the Places panel.

For an additional discussion of adding content such as placemarks, or drawing shapes
and lines, see the section “Add Custom Content to Personalize Your Map” in Chapter 3.

Save Places for Future Reference

Add content to your Places panel storage as new placemarks or as points of interest.

Add a New Placemark

If you are doing a manual search, or have found a location via a Search panel process, apply a
placemark to keep track of the location. To add and customize a placemark, follow these steps:

1. Zoom into the location in the 3D Viewer.

2. Click the Pushpin icon on the toolbar, and move it
over the viewer. The Google Earth-New dialog box Untitled Placemark
opens and the New Placemark icon is shown on the
viewer inside a yellow square, as you see here.
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Drag the view in the 3D Viewer until the icon overlays the location you want to mark.

In the Google Earth-New dialog box, type a name for the placemark. The Latitude and
Longitude are automatically specified for the placemark’s location.

You can choose a custom icon as well. Click the icon shown next to the name field to
open a dialog box containing several dozen icons. Make a selection and click OK to
display the new icon on the view.

You can also import your own icons into the program to use for your placemarks.

Type notes or identifying information in the Description if you like. Content added here
is shown in the placemark’s balloon.

Add additional customizations to the placemark as desired by using settings on the
remaining tabs in the dialog box:

B On the Style, Color tab, choose a color for the Label and Icon by clicking the color
swatch and then choosing a color in the respective color pickers; specify the opacity
and scale as you see here.

= Select color [g|

i ’l ‘

EEEEEDN

Lustom colors

CIC I LI I I I ]
CIC L JL I I I L]

— Define Custom Colors ==
Description Style, Color l

Label,

Calor: |_J Scale: 10 %] Opacity: [100%

Sat Green: E
v ] b ]
Alpha chanel: [255 |

ok ][ Caricel ] [ At o Custom Colors ]

lcon

color: [ Scele: [ro %] opacty:

Lo J[ coew |
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donna lives here

Home on the water. Just us and a few
bundred of our clogest friends (humans
and atherwvize).

bt Sy donnabaker .ca

Directions: To here - From here

donna lives here

Fl{U{=WBRVE Your completed placemark is shown on the view.

B On the View tab, the location values such as Longitude, Latitude, and Tilt are shown
by default. Choose the Center in View check mark to set your placemark center in
the view when the placemark is selected from the Places panel.

B Change the Altitude if you like on the Altitude tab. By default, your placemark is
clamped to the ground.

8. Click OK to close the dialog box and save your placemark. To test the placemark, click it on
the view; information added to the description is shown in the pop-up balloon (Figure 4-14).

If you want to modify the placemark, right-click/coNTROL-click the listing in the Places panel
or on the icon on the 3D Viewer and then choose Properties to open the dialog box.

Read more about customizations for the placemarks, places, and folders at
http://tinyurl.com/3bf70g.

Saving a Point of Interest

Placemarks aren’t the only way to store listings in the Places panel. If you are browsing search
results and come across something on the view, perhaps a business contact you’d like to make on
an upcoming trip, save the Point of Interest (POI) as a placemark.


http://tinyurl.com/3bf7og
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HlelV[3{=W ™Y Store placemarks for storage in the Places panel.

Read about Points of Interest in the next section “Layer Information on the 3D Viewer.”

Right-click/coNTrOL-click the placemark on the 3D
Viewer to open the shortcut menu and select Save to My
Places. In your Places folder, the new listing displays the

placemark information from the 3D Viewer (Figure 4-15).

If you want to publish a placemark for public use,

you can share it on the Google Earth Community
BBS website. Right-click/CONTROL-click the
placemark and choose Share/Post. Follow the

prompts in the Google Earth Community posting

wizard to post the placemark.

Save Search Return Results

Your searches can be saved, as described in the previous

section. If you want to make a list of locations to visit on your
next business trip, move the results from the Search returns list

in the Search panel to the Places panel.

You can use any of a number of options to select a result,
copy it, and paste it to your My Places folder, or simply drag
it. Select the result from the Search panel and drag it to the
Places panel. Release the mouse and the location is stored.
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Images geotagged in Picasa can be used as placemarks in Google Earth. Read
how that’s done in the sidebar “How to Tag an Image to Its Location on Earth” in
Chapter 6.

Saving Temporary Places

When you first start Google Earth, the Places panel includes an empty My Places folder to hold
places that you want to save. Items that are within the My Places folder are saved from session to
session; everything else is placed in the Temporary Places folder.

Temporary items are discarded if you close Google Earth without saving them. Fortunately,
you’ll see a prompt to save the content if you try to close the program as you see here.

= Google Earth

l-$ ‘fou have unsaved items in your "Temporary
Flaces" folder, Would vou like to save them
to your "My Places" folder?

[ oves [ Mo ] [ Canicel

Layer Information on the 3D Viewer

The Layers panel is a treasure house of information generated by individuals and organizations.
By far, the best way to appreciate the layers that overlay the 3D Viewer is to experiment with
them.

Don’t turn on dozens of layers at one time. It takes longer for the information to display
on the view, and also clutters up what you see.

Turn a few layers on at a time at most, and make sure to turn them off when you are done.
When you see placemark icons for some information, make sure you try clicking on some of
them. Some of these layers provide a lot of information in the descriptions of the placemarks.

Here are some suggestions for basic geographic information:

B Terrain You may want to keep the Terrain layer on at all times as it shows the 3D
terrain you see when you “tilt” your view and lets you see things like mountain, valleys,
and canyons.

M Roads Google has detailed roads and streets for many countries including the US,
Canada, much of Europe, Japan, and Brazil. More countries are becoming available
every few months. As you zoom in you get more detail. From higher altitudes you’ll see
fewer (or no) roads with this layer turned on.
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B Borders This lets you see the outlines of countries, island names, coastlines, and
administrative orders (states, counties, provinces, and so on). It even includes details
on some disputed border regions. Again, as you zoom you may see more or less border
information.

B Populated places This is what shows the labels and locations for towns and cities
world-wide

B Geographic features This category contains sublayers for things like locations of
volcanoes, names of mountains, and water bodies.

Another selection of the layers serve the purpose of highlighting points of interest if you
are traveling. This is the same kind of information you get with a modern car navigation device
(or GPS) for finding hotels, restaurants, etc. Examples of these kinds of layers in Google Earth
are: Dining, Lodging, Shopping and Services, Transportation, Travel and Tourism, Parks and

Find In-depth Information
and Assistance

This chapter offers a brief introduction to what Google Earth has to offer. To use the
program terms, this is merely a “high altitude fly-over.” Here are some links to online
sources:

The Google Earth Help Center is a good place to start, located at
http://tinyurl.com/38j6pn.

Download a PDF version of the User Guide from
http://earth.google.com/userguide/v4/google_earth_user_guide.pdf.

Google Earth User Guide at http://tinyurl.com/29ep3yv.
Hands-on tutorials for using Google Earth at http://tinyurl.com/2aokbh.

Lists of frequently asked questions (FAQ) about Google Earth at
http://tinyurl.com/dd3vp.

Troubleshooting information for error messages, graphics cards, configuration, and
other issues is at http://tinyurl.com/2d26tw.

The Google Earth Community is a collection of dozens of forums for connecting
with other Google Earth users at http://tinyurl.com/beq5z.

In addition to the official Google sites, there are many personal blogs and sites about
working with Google Earth.
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Recreation, and Community Services. As with the roads, Google has been steadily deploying this
kind of information for more countries during the past several months.

All of the layers mentioned previously are useful and important, but the really interesting
layers are coming from a variety of sources not originally maintained or created by Google.
Google recently released the Geographic Web layers, which consist of a careful selection of
useful information and pictures and references to web-based information on places all over the
Earth.

And, when that isn’t enough, you can turn to the Google Earth Community layers, which
show placemarks from posts made by hundreds of thousands of contributors about virtually
everywhere on the Earth.

And finally, Google Earth has Featured Content layers, which highlight content from a
variety of organizations. Here you will find information from Rumsey Historical Maps, National
Geographic Magazine, Discovery Channel, European Space Agency, and even the United
Nations. These layers highlight information of human interest, science, history, the environment,
and even restaurant reviews.

Summary

This chapter showed you how to travel the globe from the comfort of your office or home. You
saw how to take a tour of different locations in the program, and learned how to navigate using
different types of navigation tools and features. You discovered how to work with the 3D Viewer
and how to customize the program’s preferences to maximize your experience with Google
Earth. Like other Google products, Google Earth offers searching, helping you readily locate
businesses, locations, and find directions. You saw how the Google Earth program saves and
stores your searches, and how to add your own places.

In the next chapter, see how you can keep up to date and communicate with others using
tools like Google Group, News, and Google Talk.
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How to...

B Contribute to, and start your own Google Group
Manage news using Google News
Get up to date financial information with Google Finance

Use mobile services, such as Google SMS, maps, and product information

Communicate instantly with Google Talk

ook to Google for tools, services, and features to strengthen the backbone of your personal,

business, and social communication systems. Google offers specialized information
exchange features in Google Groups that let you communicate with others online or via e-mail.
Search and locate targeted information with Google News. Take your information with you using
Google e-mail and search features on your phone.

Participate in Discussion Groups

Google Groups is a convenient way for connecting and communicating with like-minded users
and accessing information, either by e-mail or by browser.

If you are interested in something—from aardvarks to zoology and all points in between—
there is sure to be a Google Group for you. Tap into the resources of Google Groups using
searches, join a group, or start your own.

For detailed information, check out the Google Groups Help site at http://tinyurl
.com/yvlarz.

Search Google Groups

Google offers specialized searches for tracking down groups and content in postings. Google
Groups offer a range of features that include:

B The ability to create custom pages and web pages within the group

B Customization of the appearance and graphics used in the group’s page

B Uploading files to Google’s servers for sharing with the group

B Storing profiles that other group members can access or search

To get started, click Groups from the links above the text search fields on the Google home
page to display the Google Groups home page (Figure 5-1).
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Search the contents Click for an
of group posts overview
HElp | Sin in
GO i) [e Web  Irmages Groups  Mews | Maps more s
= n Advanced Groups Search
Gmupsg |pat|0 stone hardscape | (S&arch Groups: | T
What can you do with groups? Take the tour » Create a group in 3 steps

/“ 1 Create an account
g 2 Setup your group

Discuss online o Create rich, custom  Custamize your look and 3 Invite people

over email pages graphics
Create a group...
Explore groups Popular groups
Find out what people are doing with Google Groups recfood.cooking
|patio stone hardscape N |[ Search for & group ] oL LAl
Atheism vs Christiani
Computers Home :
: ] Random Conversation
& wPEl hs.printers Movamoms T

Blogoer Help Group
Wideoblogging
misc.consumers frugal-living

..[avE programmer Cookie Recipes

SciTech Business - —
scilogic "W\Raohav's Picks alt.qossip.celebrities

sci.electronics.desicgh
more =

...Blectronics.misc vest technical

Browse all group categories...

Open a directory  Look for a group View active groups

HleV:{=™W The Google Groups home page offers several ways to get started.

Search Posts in Existing Groups

If you want to read opinions, advice, and information given by users and consumers rather than
sifting through general searches, give the posted content from Google Groups a try.

Type your search terms in the text field and click Search Groups to conduct the search.
Your returns are displayed in the Google Groups Search window as with other types of Google
searches. As you see here, the results identify the locations of keywords, and include a link to
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the group where the post originated. Below the listing, the time of the posting, its author, and the
number of associated messages are displayed.

G 5 [ . Web Images Video MNews Maps more s

g..‘;;)g C pano Stone Naroscape | (searcn | W
Groups ‘icw all web results » Results 1 -7 of 7 for patie stone hardscape
need info on Brick and Stene Patlo Design  Group: rec.gardens Sorted by relevance  Sort by date

Wty hushand and | just put in 3 patie with "hardscape"—ie dyed
concrete--stones by EP Henry Cpmpany. | hated the drab concrete pavers

(tigh!l) in the hardware store The FP Henry pavers are shaded .. pansoredLink

reb 23 1997 by Wendy D G - J messages - J authors RUNA by Design - Decking
: ) Build yourself a comfortable Patio
Fixing a pond  Group: recponds Bring style to your dream Deck!

.. [TIE eroing ground sends chunks of CONCrete or paving stenes INt0 | ronabydesion rona ca
the pond and on )
0P O the 7ish! ... ¥We will 0Ten completely eliminate a porton of the Mrst | patie

shelve - o Huge Selection of Outdoor Furniture
where the border of the pond meets up with a hardscape or viewing For All Stles and Tastes. Shop Mow
Aarea .. www homedepot.ca

hov 12 2000 by Dullfrog Cd - 6 messages - 5 authors
Stone Cancrete Photos

et arca near retaining wall - Croup: rec.gardens and Info. Stamped concrete that
[With an Impervious hardscape surtace next to the wet spot, you could looks like slate, marble, or tile.
have a "rain wnw concrelenebwork.com
narden” situation. ... This could be a cool project. I'm preparing a new

Ivegetable bed . o Dri-Dek® Patio Clooring

that runs between a stone patio and the edge of a retaining wall. ... Modular, flexible, self-draining.
har 21 2004 by .| Knlenovsky - B messanges - 4 authors 12 Colors, Free Samples.

Targeted ads are shown at the right of the returns window. If you like, click View All Web
Results in the blue title bar to explore general search results.

Go (nge Advanced Search

Groups

with all of the words patio stone | 60 messages ™|

with the exact phrase | Sort by relevance ||

with at least ena of the wards plan layout Lttt eskelnl

without the words |

Find messages

rec gardens |

Croup Return only messages from the group at this location (Examples
groups guogle cumigroup/Google-SMs,
comp.os.”)

Subject Retum nnly messages where the subjeet confains |

Auther Return onty messages where the author is |

Language Return messages written in :W‘

EI;:S:“ C Retumn messages posied. I_py_ti‘,ﬂ:_ar v

@ Relum MESSAQEs posied IJleHH||| 1 v| Jdan e || 2000 i and | 20 [» !Apr v | 2007 ||

SafeSearch @ nu fillering O Filler using SaleSearch

Message ID | n0kup INe Message with message 10 [ | ookup Message
(Frample moderaled-ng-fare- 1-9683 1 7458 1@@swcp com)

Hle{U:{A W Customize the search results using advanced features.
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Take Advantage of Google
Groups Searching

Why bother with searches in Google Groups? Many experts in different fields are involved
in Google Groups and help point out important issues. Here are some examples to help
answer that question:

You are involved in product marketing and want to see what the consumer thinks of
your product, and that of the competition.

You are looking for new product ideas and want to find out what your consumer
base is looking for or asking about.

You are facing a business management situation, such as retooling a workflow, and
want to find out if other businesses have faced and dealt with the same issues.

You are looking for advice on a home improvement project and would like to read
unbiased information and user experiences.

You need information to help you make an important life decision, whether that be
taking a medication or how successfully others have home-schooled their children.

Your dog (or cat, or fish, or kid) has a skin condition and you’d like to explore
dietary options.

You’re planning a vacation with your family who live in a number of cities, and
you’d like to communicate in a convenient way that lets you keep track of the
details.

Anything else you can think of—the list is virtually endless.

Use Advanced Search Terms to Narrow the Returns

Google offers an advanced searching form for all of its search types. When you scan the search
results, you may find some returns that deal with the subject you are looking for, while others
may use your search terms in passing. You might also find a particular group that has several
postings about your search topic.

Instead of sifting through the returns, click Advanced Groups Search to the right of the
search text field to open the form (Figure 5-2).

Customize the elements of your search in the Advanced Search window. Combine
combinations of different keywords that should or shouldn’t be present; specify a search in a
particular group; define a date range for searching, and so on.
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For highly-targeted searches, you can search by the subject, author, or by typing the message
ID, a number assigned to each post to a Google Group. In the example shown in Figure 5-2, the
keywords used in the initial search are used again in a different configuration, and the group that
seemed to have the most useful posts in the general search, rec.gardens, is typed to constrain
results to that group.

Click Google Search to conduct the search using the string of terms you specify. In the
example, the search is typed as patio stone (plan OR layout) group:rec.gardens and includes
the specified date range, as you see here.

0 ) [e Web  Irmages  Video MNews  Maps more s
( ; - : ps Search
Gmu%s |patio stane (plan OR layout) gruup.rec.gardfl[ Search | ';Egg;;ﬁseimu st

[1 ¥|[san ¥||2000 ¥|-|20 ¥||apr ¥]|[2007 ¥]

Groups Viewallweb Results 1 -22 of 22 from Jan 1, 2000 to Apr 20, 2007 for patio stone (plan OR
results » layout) group:rec.gardens

Read about using operators and conducting searches in Chapters 1 and 2.

Search for an Interesting Group to Join

From the Google Groups home page you can search for a group to explore and join. Type the
search terms in the Explore Groups section of the home page (shown in Figure 5-1) and click
Search for a group.

The search returns offer several methods to sort through the returns. In Figure 5-3, a search
for car repair hunts through Google Groups’ directory and returns 49 groups that feature
the terms.

Choose one of these methods to narrow the list further:

B Select a topic to view groups according to a category; if you are looking for information
on the cost of car repairs, you aren’t likely to find what you need in the Computers topic.

B Specify a region to narrow the group list to your part of the world.

B Choose a language from the list if there are multiple languages.

B Select a group on the basis of its level of activity or its number of members.

The Ins and Outs of Participating in Google Groups

To participate in a group you need to have a Google Account. Click the Sign In link at the upper
right of the Google Groups home page to open the Sign In page. You can create an account from
this page if you don’t have one.

Read about Google Accounts in Chapter 8.
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Help [ sianin
(;OU IQMMMMMM
J - Advanced Groups Search]
Groupsg lcar repair ” Sl ] Preferences

Group directory !car repair |[ Search for a group ]
All groups = Lookup: 'car repair'
Topic United States (3) 10-100 (9)
Business and Finance (2) <10 (39)
Computers (2) Language
Home (3] English (35) Browse all of Usenet...
Other (23
Recreation (7) Activity

High (2]
Region Low (47)
Europe - United Kingdam (1)

Members

100+ (1)

Groups 1-15 of 48.

misc consumers frugal-living - Show matching messages from this group
Practicing a frugal lifestyle.

Category: Home = Consumer Information, Language: English

High activity, 2570 subscribers, Usenet

rec.autos tech - Show matching messages from this group
Technical aspects of automohbiles, et. al.

Category: Fecreation = Autos, Language: English

High activity, 1848 subscribers, Usenet

Fle{8[{=H® W Track down groups of interest listed in the Google Groups directory.

Usenet Newsgroups Pioneered
the Online Newsgroup

The Usenet system began as an online bulleting board system in 1979 at Duke University.
Users post messages to the bulletin boards for reading via newsreaders. There are thousands
of Usenet groups that can be distinguished by their names. Group names are written in a
hierarchical format, such as rec.garden.cactus, meaning the cactus Usenet group which is
part of the larger garden group, which is in turn part of the larger recreation group.

Usenet postings from 1981 and on are archived by Google Groups. The archives can be
searched as with other Google searches and read in a browser rather than a newsreader. Posts
to the groups are handled within Google Groups. Google Groups have a group owner who
can control the content of the posts, while Usenet groups may or may not be moderated.
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What You Need to Get Started

In addition to your Google Account, you need a browser that can support group activities.
Google Groups is fully supported by Internet Explorer, version 6 and newer; Firefox version 1.5
and newer, and Safari 2.0.3. Regardless of the browser you use, you must have cookies enabled.
Some features aren’t available on browsers that don’t support or enable JavaScript 1.3.

Join and Post to Groups
Once you have done some searching and found a group of interest, joining is simple. Follow
these steps:

1. Click the group’s name in the search results or listing to open the host page for the group.

2. Click Subscribe to This Group from the panel at the right of the browser window to
display the Join form (Figure 5-4).

3. Specify whether to receive e-mail, and how you want to receive it.

b

Type a nickname to use for the postings.
5. Click Subscribe to This Group.

rec.arts.fine | |

How do you want to read this group?

® No Email Lot le
| will read this group on the weh goe
© Abridged Email {No more than 1 email per day) 3”“'“3 ;
Get a summary of new activity each day SENE
O Digest Cmail (Approsimately 1 email per day) Description:
Get up to 25 full new messages bundled into a single Fine arts &
email artists.
What nickname do you want people in this group to
sea?
[MsD |

[ Subscribe to this group |

Get email alerts of messages containing specific
keywords.

FleU[3{= W Subscribe to a group using the form.
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You can receive alerts from different Google services via e-mail. Refer to the section
“Keep Up to Date With E-mail Alerts” for more information.

Manage Your Groups

Some of us enjoy participating in groups a great deal. Whether you are a member of three
or thirty groups, Google Groups offers tools to manage your subscriptions. Once you have
joined one or more groups, links are listed at the top right of the Google Groups home page,
shown here.

If you belong to a large number of groups, click the My Groups drop-down arrow from
the links at the top of the Google Groups page and select a group.

My groups Create...

« Expand

Vacation plan November

2007 - manage
no activity in the last week

rec.arts.fine

26 messages 13 new topics
2647 web

WIS

last week

alt.sculpture

2 messages 1 new topic
566 weh

YIEWS

last week

rec.gardens
473
MEssages
10082 web
YIEWS

last week

< © 9@

50 new topics

rec.crafts.glass

37 messages T new topics
1329 weh

WSS

last week

4
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My groups
single-calumn »

alt.building.landscape

@ 4 b views
last 2 hours
alt.home.repair

@ 14 messages 1 new topic
247 weh
YiEws

last 81 minutes

alt.sculpture

@ 6 web views

last 2 hours

Manade rmy rmemberships

&
&2

Add My Groups to your Google homepage

List-Autheors-Only
3 web views
last 106 minutes

list-discussion
no activity in the last week

rec.arts.fine
5 weh views
last 62 minutes

P
&

Create a group...

Yiew: Grid, List

rec.crafts.glass
13 web Wiews
last 2 hours

rec.gardens
5 messages

62 web wiEws
last 2 hours

1 new topic

uk.d-i-y

34 messages 3 new topics
81 web views

last 2 hours

Fle{V[3{AEW Expand the view of your group memberships on the Google Groups home page.

To manage your groups, click Expand to display the My Groups section on the Google
Groups home page seen in Figure 5-5.

If you are viewing any page but the Google Groups home page, you can click the My

Groups drop-down arrow at the top of the page to open a list of all your groups, or click

the My Groups link to display the Google Groups home page.

From the My Groups area on the page, you can

B Specify the group display as either a grid, as in Figure 5-5, or in a list

B Click the link to a group to display the group’s page

B Click Manage My Memberships to open a window where you can specify the nickname

used for each group as well as how you want to receive mail

M Add My Groups as a component to your Google home page

B Create your own group, described in the upcoming section “Start Your Own Group.”

Read Messages and Post Replies

Although you can search and read postings from any public group, you must belong to a group to

post messages. Open the group’s page to view a list of the topics and sort options (Figure 5-6).
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Google Groups donna.bakerg@gmail.com | iy Groups v | Favarites | Prafile | Help | My ®

Color Palettes.

Lutaliny sculplur
to reglace stolen
art?

Art Horse
Magazine ad
Deadline: May 10
Indecent images
life sized game of
muusetrag

All the srulntnrs

alt . :
=t | | [[Search this group | [ Search Groups
sculpture
1
+ new post
Topic list,
Yiew.  Topic summary Toplcs 1 - 30 ;
Y About this group
Siort b Latest message, of 5836 Older ; L
o Y- First message » Edil rry subiscriplin
Topic Rating Messages Auth This is a Usenet group - [earn more
Jewelry Desion 3 Billy 1 [ind or start a Google Group about
e sculpture.
WGt : &
with Clay and roup inte

Subscribers: 151

) —Lust| Activity: Low activity
Language: English
Group categories:
At H Other
autho

More group info »

1 Gary Related Groups

1 Jud T|  rec.crafts.pottery
The ancient art of making clay
11 Gary| POts-
i g

£

FIGURE 5-6

Work with the group’s postings in a number of ways.

Specify how you want to view the messages by choosing either a Topic Summary or Topic
List view. Click the listing for the message you want to read, and click Reply as you see here.

Type your response and then cli

ck Send.

Welcome on b
-lauri

Reply Reply to authar

oard

Forward — Rate this post <

[ Send

][ Discard ]

The group you are posting to is a Usenet group. Messages
posted to this group will make your email address visible to
anyone on the Internet.

From: MsD <donna haker@grmail coms

Newsgroups: alt sculpture

Add Cc | Add Followup-to | Edit Subject

type the response...

T Ame 1E 11 arn Loy | ewvanto slanr  @dnainternet nets wrote:
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You Can Create and Share
a Personal Profile

Constructing a personal profile increases the sense of community and offers other group
members information about you, although you don’t need a personal profile to participate in
Google Groups.

Click Profile in the listings at the top of the Google Groups home page to open a list of
information, including your recent postings. Click Edit My Profile to open the window. Here
you can add a photo, information about yourself, and a link to your website or blog. Click
Save to store the profile.

For more information on the group, click More Group Info to display an archive list
for the group. From the list you can select links to archives by date, posters’ profiles, and
related groups.

Start Your Own Group

While many groups are associated with a particular interest or field, others are more personal or
restricted to a specific group of people, such as your family or your office workgroup. Choose
from three membership structures according to how you intend to use the group.

Specify Group Structure and Membership

Create a group to communicate and collaborate with others following these steps:

1. Click Create on the Google Groups homepage.

2. Type a name for your group. Google Groups suggests an e-mail address for the group
automatically, but you can change the name if you like.

3. Type a description for the group as desired.

4. Select a type of group membership. You can choose from three types, as you see here:
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GO &)Sle Create a group

Groups
E Set up group [E] Add members

Name your group
|\/acatiun plan November 2007

Create a group email address
[vacation-plan-november-2007  @googlegroups.com

Group web address: http://groups.google ca/groupivacation-plan-novernber-2007

Write a group description
Information and planning ideas for our family cruise, November 2007]

Letters remaining: 233
[[] This group may contain content which is only suitable for adults.

Choose an Access level
© Public - Anyone can read the archives. Anyone can join, but only members can post
messages, view the members list, create pages and upload files.

© Announcement-only - Anyone can read the archives. Anyone can join, but only
managers can post messages, view the members list, create pages and upload
files.

@ Restricted - People must he invited to join the group. Only members can past
messages, read the archives, view the members list, create pages and upload files.
Your group and its archives do not appear in public Google search results or the
directory.

Public Group A public group has open archives and membership; membership is required to
post messages, create pages, upload files, and view the member list. Use this type of group for
public communication on a topic of interest, such as a profession.

Announcement Group Use an Announcement group to distribute information; membership is
open but only group managers can read the member list, create pages, upload files, and post
messages. If you have a system of groups, the group leader might use the Announcement group
for distributing meeting notices, company policies, and the like.

Restricted Group Restricted groups are by invitation only, and aren’t included in Google
searches or the Google Groups directory. Members can post messages, read the archives and
members list, create pages, and upload files. A restricted group is useful for a work group to
discuss topics of interest among themselves.
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Invite Members to a Restricted Group
To invite others to an invitation-only group, you can either send invitations or directly list
members:
B Type the e-mail addresses for those you want to invite to join the group and click Invite
Members.

B Click Add Members Directly, type (or copy and paste) the members’ e-mail addresses,
and click Add members.

B Type a message and choose an e-mail subscription option for members added directly.

Google will send the messages to your group members. Your group information is shown in
the Google Groups window.

Create a group

Set up group ﬁ.qid members

Your group has been created
The following information has been sent to you in email:

Homepage: httpeAfgroups. google.ca/groupivacation-plan-cruise- 2007
Graup email:  wacation-plan-cruise-2007E@aoogedqroUups.com
Mew members.  Google Groups sent invitations to 3 people

- Wiew

1 person is already a member and will not receive an
invitation - wiew

Visit your new group »

Customize Your Group’s Features

The Google Groups service offers a number of options for configuring the appearance and
function of your group, ranging from the colors used on the pages to the navigation used in the
group. Tools for managing the group and the group’s content are accessible from the home page
(Figure 5-7).

You can access the same tools from different locations on the window. For example,
clicking the Tune Your Group’s Settings link at the bottom of the window opens the same
options as clicking the Group Settings link at the right of the window.

Find detailed information about configuring your group’s settings at http://tinyurl
.com/2251th.
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Content Group
Posts to the group management management
. Vacation plan \
November | \ \| | Search this group | [ Search Groups |
Home
[edit Welcome messane] Discussions
EEp ; _ Members
(=) Discussions All 2 messages view all »
= Pages
wiew this pane "Special pricing for Dec. 09" Files
By MsD - 7:29am - 1 author - 0 replies
vacation plan grou ;
By MsD - 7:21am - 1 author - 0O replies About this group
Edit my membership
g Members 2 members view all » + invite mermbers BrdlD s
| April and Rob MO (you) Management tasks
Member Group owner N C
5 Pages 1 page viepal T Crow o
e it oA 45 Members: 2
pecial pricing far Oec. s e
Last uptated by MsD - 7.22am - 1 author - 1 page long Activiby. Low actvity
Language: English
_ Group categories: Nof
w Upload some files ud categorized
& ; : % add a cateqory
@ Tune your group's/settings R

Member list Other management tools

Fle]V[3{AHM Control and manage your group from the home page.

Manage Your Group

The features included in the group’s page breaks down into two categories: views and tasks
related to the content and tools and tasks related to the group membership. From the group’s
page, click one of the links on the right frame to open different dialog boxes and pages.

Take Care of the Group’s Content

Choose one of the links at the upper right of the group page, shown in Figure 5-7, to display
further settings and views of the group’s contents. The default view is the Homepage, shown in
Figure 5-7.
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Choose one of the remaining links, described next.

B Click Discussions to view existing posts listed to the page as shown here, respond to a

post, and add new posts

view  Topic list, Topic surmmary D“°"'“‘°“‘t
Sort by: Latest message, First message Topics 1-2 of 2 + NEW post
Topic Rating Messages Author Date Mambers
Yiew this page 1 MsD (1 9o9am | o8es
"Special pricing for authar) Files
Dec. 09"
vacation plan group 1 hisD (1 S9:21am
author)
Mo more topics in this groun.
+ Mew post 1-2ar2

Click Members to open a list of your existing group members; you can also invite
additional members to join on this page.

Click Pages to open a list of pages added to the group’s site. Information about the added
material is listed, as well as the Add New Page link to add additional pages

Click Files to upload files from your computer or storage area to share with the group.

Manage the Group’s Particulars

Use the lower set of links in the right frame of the group’s page to manage memberships,
settings, and the page’s appearance. Look for these features:

About This Group displays the selections you made when configuring the group, such as
the description, e-mail, and access types.

Edit My Membership shows selections you made as a group member for receiving e-mail
and your nickname.

The Edit My Membership page offers the option to unsubscribe from the group; if you
are the group owner you can’t unsubscribe.

Group settings lets you select various features for the structure of the group’s page
(Figure 5-8). The categories of settings are listed in Table 5-1.

Management tasks lists pending messages and pending members for a monitored group.

Invite members opens a form to fill in and e-mail to prospective group members.
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Group settings Management tasks =
General Access Appearance Navigation

Email delivery Categories Advanced

Select a picture for Current picture:

your group @

Change

Select alook Current ook Chartreuse

-
-~
-

Select a different ook

Customize fonts and colors

| save changes | [ Cancel |

Hl{U{=AE W Choose configuration options to customize the group’s page and function, such
as the appearance.

Group Setting Tasks and Options

General Lists basic data, such as group name, e-mail address, and description

Access Defines who can view listings, members, invitations, upload rights,
post message rights, rights to edit and upload pages, and message
moderation

Appearance Select a picture for the group as well as a font and color scheme

Navigation Reorder or delete the links at the upper right of the group window,
including Home, Discussions, Members, Pages, and Files

E-mail delivery Displays a message footer and subject prefix for the e-mail which can
be edited

Categories Lists the Google Group categories for classifying the group if desired

Advanced Offers features to specify a language for the group, manage a remote

archive, or delete the group

TABLE 5-1 Group management tasks and settings
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Turn Off an E-mail Thread in Gmail

Your group memberships include options for receiving e-mail, either as digests or as they
are posted. Sometimes, group members may embark on a thread that simply doesn’t interest
you. For those less than relevant e-mail threads, Gmail lets you turn off, or mute the thread.
When the e-mail arrives in your Inbox, select the message’s check box and press M
to mute the conversation. Future messages bypass the inbox and are directly archived,
although they are not marked as read. That way, you can still search and locate the thread of
messages.
Here are some more mute features:

B If an e-mail arrives with your address in the To or CC fields, the conversation is
moved into your Inbox

B You can search for muted conversations by using the search phrase:

is:muted

in the Gmail search field; any muted conversations are listed in the returns.

B If you want to restore the conversation, select it in the archives, and choose Move to
Inbox from the More Actions menu. All subsequent conversations are delivered to
the Inbox.

Use Google News to Manage Newsworthy Information

Google News is another specialized search that offers you news according to your interests. You
can search current news and archived news from 4500 news sources.

The Google News service uses the analogy of a paper newspaper, in that it divides the
content into sections, similar to those found in a traditional newspaper. It also uses the
idea of editions to identify news from different countries and in different languages.

Click News from the links above the search field on the Google home page, or open news.
google.com in your browser. In the default Google News layout shown in Figure 5-9, categories
of news are listed at the left of the Google News window, snippets of news headlines and links
are listed in the center column, and headlines and top keywords are listed in the right column.

The In The News list on the page shows you top keywords in the news at the time. Click a
keyword to open a number of articles about the topic.
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Yeb Images

Goo

World

u.s.

Business
SciTech
Sports
Entertainment
Health

Most Popular

Mews Alerts

Text Version

Video News Maps Gmaill more ¥

donna.baker@gmail.com | Web History | My Account | Sign out #

|[ Search News ][ Search the \Web ]

Qogle

Mews archive searc

Search and browse 4,500 news sources updated continuously.

h ME¥ | acdvanced news search | Blog search

Top Stories | LS.

9=y

Strong resistance at besieged
Pakistan mosgue - Summa
Earthtimes.org - 1 hour age

Islamabad - Hardcore militants in
Pakistan's capital | hursday offered strong
resistance to the hundreds of soldiers
endeavouring to flush them out from a
besieged mosque where they have bheen
holed up for the last three days, officials said.
Pakistani Cleric Captured Under Burga ABC Mews
Pakistani Cleric Urges Followers YWall Street Journal
Boston Globe - Times of India - Bloomberg - Forhes

Yancouwver
Sun

Standard Version

Image Yersion

RSS | Atorn
About Feeds

hinhile Mews

all 1,989 news articles »

Subway train derails in east London
USA Today - 1 hour ago

LOMDON (AP) - A subway train derailed in
east London during morning rush hour

Thursday, injuring a few dozen commuters, ~ agvertiser
officials said. -
Subway Trdin Dergils in Lundurn WTOR

Audit ordered after Tube derails Gua n Unlimited

United Press International - Bloombe
Sky Yalley Journal - East London Advertiser
all 339 news articles »

East London

Auto-generated 13 minutes ago

Before Hilton Deal, a Spike and a
Good Call

New York Times - all 738 news articles »
And Yet More On the iPhone
Washington Post - all 258 news articles »

Agent: Grant Hill will sign with Suns
USA Today - all 33 news arficles »

Beverly Sills, people's diva, dies
Boston Globe - all 751 news articles »

When It Comes to Fireworks, Leave
the Shows to the Pros
Forbes - all 26 news articles »

In The News

Al Gore

Alan Johnston
Red Mosgue
nstine Henin
Winter Games

Tour de France
Barack Obama
#box 360

Wipst Ham
Gordon Brown

H{U{AEW View news in different ways in Google News.

Conduct

a News Search

Like all Google Search tools, you can use a combination of terms and operators to zero in on
a topic of interest. There are also several ways in which to search, from simple browsing, to
personalized and archival searches.

Perform a

General Search for a Topic

For a basic search, type the terms in the search field and click Search News to display returns in
a News Results window. As you see here, the returns are sorted by relevance; one return can have
additional links associated with the same terms from different news sources.
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Web Images Groups News Maps more »

GO L‘)S le [earth day [Search | Advanced news search

Preferences
News
MNews results Results 1 - 50 of about 22,477 for earth day. (0.38 seconds)
Browse Top Sorted by relevance Sort by date
Stories Armold Schwarzenegger Guests On MTV's 'Pimp My Ride’
Earth Day ...
Last haur Starpulse.com, CT - 1 hour ago
Last day In accordance with Earth Day 2007, MTY and the "Pimp
Past week KOMO My Ridc" crow prove that going green can get extreme,
Past month especially with a little help from a friend ...
o New Arnold to use biofuel car to promote Earth Day
Archives Deseret News
) MTY pimps governor's ride for Earth Day Daily Breeze
Blog el 'Pirnp My Ride' celebrates Earth Day Imeditews
all 273 news articles »
& Mews Alerts
ON EARTH DAY A VIEW FEOM AFAR
BSS | Atom Bradenton Herald, FL - 7 hours ago
About Feeds The rarest view in humanity Earth from afar moves

mary of the lucky few observers to tears and gives them a
new appreciation of that blue marble we all ...

Yictoria Awiorldy perspective to think about on Earth Day
Advocate  Nashua Telegraph (subscription)

all 113 news articles =

Earth Day from the mouth of babes

The left column of the returns window includes several options for browsing top news stories
in different time frames. As shown here, you can quickly get up to date with all that’s been
happening in the last hour, day, or week.

You can also search blogs from the Google News home page to read what the movers
and shakers are saying about the news of the day. Click Blog Search from the links
above the Top Stories to open the Google Blog Search home page. Read about
searching blogs in Chapter 2.

Create a Search Using Advanced Terms

From the Google News home page, click Advanced news search from the links above the
separator bar to open the Advanced Search form (Figure 5-10).
To customize a search, you can:

Specify the order and content of the search terms used, such as using the phrase
Earth Day

Narrow the results by specifying a date, such as the last week
Choose a specific news service or source
Restrict results to a named location, such as Florida

Define where your search terms should appear in the results by choosing an option from
the Occurrences drop-down list. The default is to return results when the terms are included
anywhere in the article; choose headline, body, or URL options to narrow the results.
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. with all of the words | Sorthyrelevance v |
Find results
with the exact phrase carth day |_Gnngle Search
willl at least one Ul Lhe wurds |
without the words |
Date @ Return articles published | pastweek v |

O Return articles published between | 23 ¥ | Mar ¥ |and |22 v | Apr v
New! Try archive search for articles published more than 30 days ago

News source Return only articles from the news source named |

e.g. CNN, New York Times
. . . [Florida |
Location Return onky articles from news sources located in
A country or a U.5. state
Qccurraencaes Return results where my terms occur | anywhers in the article et

SlelVl:{=-®) Customize the search terms for more relevant results.

Once you have set your search parameters, click Google Search. In the returns page, you’ll
see only those returns that meet your search criteria.

Personalize Your News Search

One person’s idea of important news and top stories doesn’t always jive with another’s. Google
News lets you customize what you read by defining a personalized page that is displayed along
with the default Top Stories section.

Select Basic Personalization Options

Click the Edit This Personalized Page link at the top of the right column on the Google News
home page.

The personalization form displays in the link’s location, and can be customized in a number
of ways (Figure 5-11).

The changes you can make to your news page include:

Reposition the Labels Click one of the eight label areas on the page and drag it up/down, or
left/right to reformat the page layout—the cursor shows a four-ended arrow when you can move
the label.

You can reposition the section objects, but you can’t reposition or remove the Top
Stories section on the page.
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Edit this personalized page close

Drag to rearrange page. Click to edit.

Top Stories

[worid I |us. 1]
|Business JI| |Sci!‘|’ech |]|
Sports |I| |Entertainment ||
|Health |]| |More Top Storieg |

Add a standard section Add a custom section

Sawe layout

Show headlines only | Eeset page to default

Hl{U{AMEN Use the links and objects to organize and define your custom news page.

Customize a Section Click a Label link to open a further personalization form (shown next) on
which you can specify a location (called an Edition), the Section, the number of stories, or delete
the section by selecting the check box. Click Save changes to return to the customization form
shown in Figure 5-11.

Edit this personalized page

Edit a standard section
Edition:

v|
|

Stories:| 3 v | Delete sectian

[ Save changes ][ Cancel ]

Add Another Section If you have deleted a section, and decide you would like to restore it, click
Add a Standard Section to open a list where you can choose the edition, section, and the number
of stories. Click Add Section to close the list and return to the main configuration form.
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Toggle the Page Display The default view shows small images as well as text and links. If you
prefer, click Show Headlines only at the lower left of the form to restrict the page display.

Insert Custom News Categories for Targeted News

Whether you are looking for information on a competitor’s product launch or following the
career of your favorite band, customize the search using keywords.

The next example shows how to customize the news to find out about travel bargains. Follow
these steps to keep up with news that’s important to you:

1.

@ p 0N

From the Edit This Personalized Page form shown in Figure 5-11, click Add a Custom
Section to open a form where you can insert keywords (Figure 5-12).

Type your keywords in the Keywords field. All returns will include your keywords.
Click Advanced to display several additional fields.
Choose other features, such as a Language and a Section to restrict the results further.

Type a label for the section rather than using the default, such as travel plans.

By default, the keyword string is used as the label.

Click the Stories drop-down arrow and choose a number of items to show on the
news page.

Click Add Section to close the form and return to the main personalization form, which
now includes your custom section.

Edit this personalized page

Add a custom section

Etravel asia bargains | close Advanced

)

Language: =~ Section: =
|Eng|ish v| |Allsedions v

| toptionaly

[ Add section ][ Cancel ]

Fle{S[x{=WB/PA Create customized news sections to keep up-to-date on topics of special interest.
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Reordered Personalized Returns show
section list News selected headlines only
Top Stories | Personalized Mews v| Go Auto-generated 11 minutes ago
I travel plans
| sciTech Blue Angels Pilot Killed In Jet | Edit this personalized page
Il Health Crash During Show
jus. FireFighting News.com - 1 hour age E;’I‘I’Zﬁss"r Went to Dean About
World Alr show to continue without Blue Angels after i
§iiost Fepuiar fatal crash KeAN ABC Mews - all 213 news articles »
P Pilot killed in crash of Blue Angels jet Battles on Three Fronts
San Francisco Chronicle Mewsweek - all 331 news articles »
BA Mews Alerts | oy international - ¥inhua - Times of India - : :
. Yirginian Pilat Erltrea pulls out of African bloc
Text Version all 1,198 news articles » Allazeera.net - 3
all 703 news articles »
ES5 | Atom : ; -
About Feeds In pictures: France votes for
—_ Eresident In The News
rahile Mews BBC News - 23 minutes ago Blue Angel Mick Watney
- FREMCH YO TE election turnout far higher than Sheikh Hasina  United States
in 2002 - officials Forbes Segolene Royal Monte Carlo
Big turnout in French election kews24 Barry Zito Miarmi Heat
Bloomberg - Xinhua - Deutsche Welle - Barry Bonds Asian Open
Shky News
all 1,377 news articles »
travel plans » edit SciTech » edit
New Online Business Promises 115 Best Travel Govt Public Database Exposed 55
Bargains Numbers of 63000 People
PR Leap (press release) - T hours ago Playfuls.com - Apr 21, 2007
Federal Weh site exposed private data
Good deals on cruises, especially in Caribbean Houston Chronicle
Seattle Times - Apr 18, 2007 f US Agriculture Dept. acknowledges data hreach
Computensord

I

Custom section

HlefU[3{=/EkY The reconfigured page shows the custom news display.

8. When you have finished, click Save Layout; click Close to return to the Google News
homepage.

9. Check out your news. The display shows the topics and areas of interest in the layout you
planned (Figure 5-13).

You can edit any of the sections by clicking Edit in the heading bar for each section.
If you want to return to a default view, click Edit This Personalized Page to reopen the
editing form, and click Reset Page to default.
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Explore History with Archive Searches

Suppose you are tracking information about a product launch, or want to find out how a
competitor’s product has fared in the news over time. Google News includes an archive search
feature that lets you view content over time. The results contain both freely accessible content as
well as content that is fee-based.

To condense the content and provide a better perspective on the event, articles about a
single story are collapsed into one listing.

Conduct an Archival Search

To conduct a News Archive search, follow these steps from the Google News home page:

1. Click News Archive Search from the links above the returns section of the page to open
the News Archive Search window shown here.

GO L)Sle News Archive Search More about News archive search

News

News archive search provides an easy way to search and explore historical archives. In addition to
helping you search, News archive search can automatically create timelines which show selected
resuits from relevant tme periods

nanotechnalagy medicine [ Search Archives ] [ Show Timeline ] Advanced archive search
Archive search help

Start exploring with...

dust bowl gantas alnways dante alighien KIt eartha

aurnra horealis camp Igjeune nara strip MACIS [AneyY
gandhi manchurian candidate sudetenland  chris craft

mata hari dwight cisenhower odd fellows bhagwan rajnccsh

22007 Coogle

2. Type your search terms in the field, such as nanotechnology medicine and click Search
Archives.

If you like, experiment with archive news displays by selecting one of the example
searches listed on the page.

3. Results are listed as with other search results showing the title linked to the full piece,
as well as a snippet of the article, links to news sources, and other related web pages and
articles (Figure 5-14).

4. Select an article to read, or click a date range or publication link in the left frame of the
results page to sort the returns further.
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Links to

sorts by date

News Archives

Results 1 - 10 of about 8,480 for nanotechnology medicine. (0.08 seconds)

Browse Top View articles ‘iew timeline

Stories Nanotechnology And Health: Eochester Expert Warns Of Toxicity [n Mew..
Science Daily - Science Daily (press release) - Apr 7, 2004

All Dates Science Daily — Nanetechnelegy, 3 Stience devated to engineering

2006 things ... Ph.D., professar OF Toxicalogy In Environmental Medicine And

2003 director Of the ...

2004 All 3 related - Related web pages

2003

2000-2002

Tighter rules proposed for nanoparticles (NATIONAL NEWS)

$6.95 - Financial Times - AccesshiyLibrary.com - Jul 30, 2004
Nanotechnology offershuge henefits in fields from medicine to
computing but Tighter regulations and better safety assessments are
needed to minimise health ...

Report urges safety checks on nanotech substances - USA Today
EEC MEWS | Science/Mature | 'Tighter controls&. .. - BBC MNews
abc.net.au - All 23 related - Related web pages

Before 2000

All Publications
PR Mewswire
Manotechwire.com
Business Wire

stience Dally
Medical Device. .

... Of Nanotechnology YWith Biclogy And Medicine Will Result In..
Science Daily - SciencaDaily (press release) - Apr 2, 2003

MNow biomedical Nanetechnelogy, In which bio-engineers construct tiny
particles ... "We helieve biomedical Nanotechnology Wil soon produce
Major Advances In ...
Related weh pages

B Mews Alerts

Links to sorts Search returns

by publication

SISV =MV Scarch for news trends over time.

View Results Over Time

An archival search can also display the results on a timeline, handy if you are looking for a
particular reference and can only remember the year it was produced. From the results page,
click View Timeline to open the results page ordered by date. The left frame shows the year or
year range with the results for that time period shown in the right frame.

Convenient Ways to Manage Your News

Like many Google products, Google News offers ways to stay current with information that

is important to you. You can receive regular updates using news feeds, get breaking news of
importance to you using News Alerts. As described in the later section “Take Google with You,”
you can send the information to your phone when you are on the road.
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Subscribe to News Feeds

Feeds are summaries of web content along with links to the full version of the content. Google
News supports RSS and Atom feed formats. At the time of writing, the feeds were in Atom 0.3
and RSS 2.0 formats.

There are three types of Google News feeds that vary according to the page displayed in
Google News:

Feeds by Section sends summaries of a type of news, such as Business or Sports, if you
select the feed link while viewing the Business or Sports section.

Feeds by Search Results creates a feed if you select a feed link while viewing a page of
Google News search results.

Feeds by Customized Search Results creates a feed if you click a feed link while viewing
a custom news page you created.

Follow these steps to subscribe to a feed:

1.
2.

Click either the RSS or Atom link in the left frame of the page in Google News.

In the resulting window, select an option for reading the news from the drop-down list
at the top of the page. You can choose from Live Bookmarks, Bloglines, My Yahoo, or
Google Reader (Figure 5-15).

An option to select a check box to always use the chosen feed is included on the page.
If the Live Bookmarks option is chosen, the option is to Always use Live Bookmarks
to subscribe to feeds. If Google Reader is chosen, the option is to Always Use Google
Reader to subscribe to feeds, and so on.

Click Subscribe Now.

Depending on the options chosen, follow the resulting prompts and dialog boxes. For
example:

B Live Bookmarks opens your Bookmarks folder to select a storage location.

B Google Reader opens a page for choosing whether to add your feed to your Google
homepage or to Google Reader.

You can set up a Google News feed for your blog or website for noncommercial use.
Read about the service and terms of use at http://tinyurl.com/dqgms5.

Reading Your Feeds in Google Reader

You need to use a news reader, such as Google Reader, to display the feed content. (See the
results shown next for an example feed subscription.) Google Reader doesn’t require any
installation—if you specify using the service, your feeds are shown automatically.
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donna.baker@gmail.com | Seftinns | My Account | Heln | Siogn Ot

Googie Reader

33 Home All items _-ViEW settings... ¥ | Ewpandedview  List view
ieicletns Show: 0 nowteis - all items | Mark all 2o read || Refreon
*% 7 Google Mews - travel plans  Mew Online Business F19FPM © 2
- 7 Google News - travel plans  Good deals on cruises, 319FM @
EdAdd subscription  Rrmwse » Google News - travel plans  What&#39;s the Deal? - 319 FPM ©
Show: updated - all _.Re‘[resh_ Google hews - travel plans A trip to Saigon - Newsday 31900 £
Bl Gooale Mews - travel ... 17 Google News - travel plans  Showing some range - J19PM ©
ELIME cam The Medita. . 7 Google News - fravel plans  Deal to the West Coast - J19FPM ©
v7 Gnngle News - fravel plans  Simplest shiphnard 31900 ©
17 LIME.com - The Meditation Space Room - Abandon  Mar 12, 2007 @
7 LIMC .com - The Meditation  Winter Room - Meed a Dec 4, 2006 (0]

7 | IMF ram - The Meditatinn  7en Rnnm - Fyplare the N 4, 70nA 0
7 LIME.com- |he Meditaon Water Koom - submerge MNov4, 2Uls @
%4 LIME.com - The Moditation Forcst Room - Tako an Nov 4, 2006 © 2
Manage subscriptions » | (. previous item | | = Next item 13 iterms

Read about features and configurations for Google Reader at http://tinyurl.com/s7jff.

Subscribe to this teed using | B Live Bookmarks v|

[ Ahways use Live Bookmarks to subscribe to feeds

Google News - travel plans GO 081(3

Google Mews - ravel plans
9 & News

New Online Business Promises

Mew Unline BUsingss Promises 115 Best |ravel Bargains

PR Leap (press release), T4 - 9 hours ago

Kephart knows travel. | le has lived and worked in the UG,
EUrope and Asia, clocking more than 1 millon miles of ar travel,
“Tlowe o travel ) he said. “Itis exciting, enlightening,
educational and entertaining.” Through founding his new
DLSINESS, e

Good deals on cruises, cspecially in Caribbean -
Seattle Times

SV B™EY Subscribe to a feed to receive custom news summaries.
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Google Brings Information to You with Alerts

One of the coolest Google tools, currently in beta, is Google Alerts. Use a Google Alert to deliver
information from a selected range of sources right to your e-mail inbox.

Click the News Alerts link in the left column of the Google News homepage (shown below
the sections in Figure 5-13).

To set up an alert, follow these steps in the Google Alerts Beta window:

1. Type the Search terms in the field. The alerts returned will use the search string you
specify, so if there are variations in your terms, be sure to use operators.

Read about operators in Chapters 1 and 2.

2. Click the Type drop-down arrow and choose a service from the list. You can select News,
Blogs, Web, Groups, or Comprehensive, which searches all listed services.

3. Specify how often you want to receive alerts. You can choose once a day, once a week,
or as-it-happens from the How Often drop-down list.

4. Type the e-mail address where you want the alerts sent. Your Google Accounts default
address is used automatically.

5. Click Create Alert (Figure 5-16). Your settings are stored, and new updates are sent to

your e-mail according to the schedule you selected.

Your alerts from all sources (News, Groups, Blogs, and Web) are listed on a Google
Alerts page for convenience.

Create a Google Alert

Enter the topic you wish to manitor.

Search terms: ravel asia bargains

Type: iCDmprehensive v
How often: t
Your email: |d0nna_baker@gmail_cu
Google will not sell or share your email
address.

HelU[{AA/IY Use an alert to receive information by e-mail.
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Read Google Finance to Stay Up to Date

Whether you are into finance, involved in an industry sector, or following your stocks, you’ll
find something interesting in Google Finance. You can find the service at finance.google.com.

Google Finance is a beta product. As the service’s disclaimer specifies, the content is
for informational purposes and not for advice or trading. Quotes are posted with a

15 minute NASDAQ delay and 20 minute delays for AMEX and NYSE. Read more about
the disclaimer at http.://tinyurl.com/qtgm7.

What's on the Overview Page

A portion of the Google Finance home page is shown here.

GO L)g le ) ) | [ search Finance
" e.g. "C5CO" or "Google”
Finance BETA J
Market summary Today's news Sector summary - whal's his?
1914 AWALL STREET JOURNAL ONLINE NEWS Sector % Ch % dowm f up
ROUNDUP
ROUNDUP " " { 309 -
W nal (subscription) - Apr 20, 2007 - BasicMatenals. ! =
5% Capital Coods 11.46% 1 B
Pittsburgh's Duquesne University ends student Conglomerates +1.02% | |
loan: . Caons_ Cyclical +1.19% 1 (|
SN Money - - 271 related articles =
0 MSN Mohey:~ 20 hours aga reiated anticles Cons_ NOn-Cyelcal +0 53% | g
{0um o7 P Pacs Australian Inflation Rate Probably Topped - =
Central Bank's ... Energy #1.09% | =
®Dow 1296198 +153.35 (1.20%) Dloomberg- 5 hours ago - 46 related articles » Financial +0.92% | |
® Nasdagq 282635 +21.04 (0.84%)  Indenesia awalts Newmaont poliution case Healthcare 10.58% =
SKP500 148435 +1362 (083w  Lerdiet _ o _ Services +0.95% -]
Reuters - 19 hours ago - 26 re 1 articles » R oA 1 -
10Uy bond A89% HOUT  (U.24%) anc%nonald's to Sell 1600 Latin Dutlets; Net Rises I ransportation 0% | =
USD Euro 0.735 0.0007 ( 0.095% it o Sl =
PR, ( ) Bioo herg - Apr 20, 2007 - 232 related articles » Utilities +0.65% i
UsD-Yen 118.680 10.5800 (C %) R S hiaar AE
00001 {0 025%) 0 launch solo bid tor - paper
LUterel: 0439 +0.0001 (0.023%)  Beiters uk- 14 hours ago- 106 related articles »

You see a variety of information displayed, including (not all items are seen in the example):

A market summary displayed graphically and numerically
Headlines to the top finance and market news

A sector summary, which shows industrial sector activity—green bars indicate sectors
showing increased performance; red indicating decreased performance

Recent quotes for a number of stocks including their share price, change, and
market caps

Top moves listing those companies that were the largest gainers and losers

Windows to play video from some top business and finance broadcast outlets
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Search Google Finance for Targeted Information

You may have special interest in certain companies or stocks. Instead of sifting through general

information, zero in with a search.

Type the search terms in the field on the Google Finance homepage and click Search
Finance. The results are shown in a segmented returns page (Figure 5-17).
The results page contains several sources of information, including:

B A summary of the company’s trades numerically and graphically

Move your cursor over the graph to see prices and volumes for a particular point

in time.

B News about the company

B Links to related companies; for example, search results for Adobe include Microsoft,
Apple, Avid, and Autodesk in the list of related companies

B Discussions on the company created by Google Finance users

B Financials, including a link to the company’s Income Statement and cash flow data, key

stats and ratios

B A collection of blog posts

- Add to Portfolic - Discuss ADBE

42 14 Open: 4294
" High: 43.00
0.25 (-0.59%) Low: 4200

AQr20,4.00FMET  Wol:  §.03M

Mkt Cap:
52Wk High: 4395
52Wk Low: 2598 Beta: 1.72
Avg Yol:

Adobe Systems Incorporated (puniic, NASDAG ADRF)

24 .78B P/E: 4709
F P/E: 31.60

5.42M EPS: 0&%9

Compare v Settings ¥ | After Hours: 42.29 +0.13 (0.36%) Apr 20, T:08PM ET
Charts can now display extended hours trading - =
Leam more | Settings

Zoom 14 5d 1m 3m 6m ¥TD 1y Su 10 Max Apr 18 - Apr 20, 2007: -0.86 (-29%)]

A
e !
PP A Y.ale il
fl nf
H '_'rNI
|
I | -',/L\
v W™ —
ﬂvlf ! o
1
Wed Apr 18 Thu Apr 19 Fri &pr 20
A ! 0.9

Find more results far
Adobe

a| Competition simmers as Microsoft

— woos Adobe's loval designers
Pittsburgh Post Gazette - 17 hours
ago

‘B8] Abode Unveils Suite 3 Product
TMCnet - 20 Apr 2007
Adobe shipping Creative Suite 3
BusinessWeel;
Adobe Creative Suite 3 Product Line
inIndia Techtree.com
Business ¥Wire (press release) -
Ernnnmic Times - CHET News com -
all 9 related »

't] Ongaing Innovation: Tom Malloy an

Sustaining the Relevance and ...
InformiT - 20 Apr 2007

RJ Adobe Sygtems co-chairman sells
shares

Hemscott - 19 Apr 2007

Fle[O[x{=AB/WA Read financial information about a particular company or industry.
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B A summary of the company’s history and development, as well as links to the company’s
website

M A list of the company’s key management people

B Links to even more resources

There’s Much More
to Google Finance

Google Finance provides a large number of options and services beyond the simple search
outlined, such as My Portfolio, which is shown here. In My Portfolio you can track your
stock and investments portfolio and read news associated with your stock.

Portfolios - My Portfelio Create new portfolio

My Portfolio - Overview | Fundamentals | Performance | Transactions | Edit partfolio

Name Symbol  Last price Change  Shares  Costbasis Mkt value
Adobe Systems Incorporated  ADBE 42.14 0.25( 0.59%) 100.00 0.00 4.214.00
Metlogic Microsystems, Inc. NETL 2909 -0.36(-1.22%) 100.00 0.00 2,909.00
Medtronic, Inc. MOT 5234  +0.60(1.16%) 100.00 0.00 5,234.00

$0.00  $12,357.00
Add - Basics | Transactions | Import

Symbol{s) (Comnma separated) Shares (OptionaljPrice (Optional)

| Add to partialio

News - simple | Detailed

MDT  Medtronic bone graft product monopolizes
commercialappeal com (SUNSCrpuan) - Apr21, 200/

MDT  Medtronic Senior VP Sells Shares
Forbes - Apr 20, 2007

Here are some links to areas of interest for Google Finance:

B My Portfolios at http:/tinyurl.com/jnofz
B Google Finance FAQ at http://tinyurl.com/opc7a

B Application to join the Google Finance discussion boards at http://tinyurl.com/
33xb4n


http://tinyurl.com/jnofz
http://tinyurl.com/opc7a
http://tinyurl.com/33xb4n
http://tinyurl.com/33xb4n
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Take Google with You

Google isn’t confined to your home or office computer and Internet connection. You can
take Google mobile using Google Mobile (pun intended). With Google Mobile you can send
information to your phone, search from your phone’s browser, and even check your e-mail.

Google collects information on your transmissions, including the IP address, cookies
from your computer, the telephone number, and the carrier.

Find out about the ways you can take Google with you at www.google.com/mobile.

Track Down Information Using Google SMS

Many of the features you use in Google’s services are available via Google Short Message
Service (SMS). You can experiment with Google SMS from the test page at www.google.com/
sms. To try it, type a search term—choose your own, such as bed and breakfast san francisco
or select one of the example searches and click Send. The mobile phone mock-up on the page
shows the results as you’d see on a phone interface (Figure 5-18).

Need help using Google SMS? Text the word “help” to the SMS number.

Enter a search terrm:
e o |bed and breakfast san francic

~ Send

Or try these sample search
terms:
. Local : blockbuster
| Yiew more; 1 2 toronto
\ Driving directions :
| (1/2)Local Listings: burnakby to vancouver
Cathedral Hill Hotel \ Movies © ice age R3H
1101 Van Ness Ave oH4*
San Francisco, 54109 e Q&A population of
415-674-4557 Japan
Glossary : define
Bed & Breakfast prosimian

T01 Larkin 5t Translation : translate
San Francisco, 94109 coffee in french

415-931-3083 Areacode: 416

Calculator : 70kg in Ib
Currency conversion : 5

I ! cad in yen

\ * Sports ; bluejays
2 S ® Help: help
f 4: t Tips : tips

HIeU{AA/EY Test Google SMS or try it on your phone.
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For real-life Google SMS, follow these steps:

1. Start a new text message and type in your search terms.
2. Send the message to the number 466453 (just remember GOOGLE).

3. Read the results on your phone.

Google Product Search on the Move
Sometimes you come across a product in a store that you think might be a bargain, but you aren’t
sure. Take the guesswork out of your decision-making using Google Product Search Mobile.

To check out competing prices for your product online from your phone, follow these steps:

1. On your phone’s browser, load Google Product Search at http://google.com/products/wml.
2. Type the search term in the field, and click Search Products.

3. Check the results using the phone’s keypad arrows; sort by price or best match using the
links at the bottom of the search results.

If you don’t want to receive text messages from Google Maps, ask your service provider
to block Maps-results @ google.com.

Use Map Content on Your Phone

Whether you are looking for a location, or trying to avoid traffic snarls, nothing beats a good
map. Fortunately, you can both send map content to your phone or use Google Mobile Maps to
help you get where you are going.

You can access Google Mobile on any mobile phone or device that supports XHTML
(WAP 2.0). Find out more at the homepage located at google.com/gmm.

Send Web Content to Your Phone

Use the Google Send to Phone service with all major US mobile providers to send web content
such as directions or addresses to your mobile phone as text messages. Google Send to Phone
started life as an extension to Firefox in 2005, and is now part of the Google Maps business
listings service. There is no charge to send a message through Google but you may have
carrier fees.


http://google.com/products/wml
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When you’ve located content you want to send to your phone, click Send to Phone, as shown
here, or click Call.

Adobe Systems Inc
mare info »

801 M 34th 5t

Seattle, WA 92103
(206) 675-7000 - call

Get directions - Search nearby
Save to My Maps - Send to phone

Not all placemark balloons offer a Call link, but all will include the Send to
Phone link.

Type the phone number in the field, select the carrier, and click Send Message (Figure 5-19).

I B
Adobe Systems Inc
801 N 34th st
Seattle, WA 983103
Z06-675-7000

To:
|

Carrier:
| AT&T/Cingular v

Remember this information

This information rmay be loghged. See Privacy
Palicy.

Sle{U{M/EN Specify the phone number and carrier for the call.
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Find Out What's Happening in Traffic

Find out what’s happening locally by phone using Google. Follow these steps on your phone:

Type http://mobile.google.com/local.
Type your search terms in the What box.
Type your location in the Where box.

Click the Google Search button.

P WN

In the results, you can get driving directions, or place a call to the business by highlighting
and selecting the phone number.

Even More Mobile Services
There are a growing number of mobile services offered by Google beyond the ones described in

this chapter. Here are some links to other services and sources of information:
B Starting with Google Mobile at http://tinyurl.com/epfz3
Help for Google Mobile Maps at http://tinyurl.com/2xxszs
Google Mobile web searching at http://tinyurl.com/2eph4z
Google Mobile personalized home for your phone at http:/tinyurl.com/2m2gcm
Google News mobile (beta) at http://tinyurl.com/2k2rts

Gmail for your mobile browser at http://tinyurl.com/yute3v

You Can Test a New Voice
Local Search

Google Labs is experimenting with a system used to search for local businesses by voice.
The Google Voice Local Search service is currently available in the US for American
business listings in English. To try it, dial 1-800-GOOG-411 (1-800-466-4411) from any
phone.

Search for a business by name or category. The service connects you to the business free
of charge. If you are using a mobile phone, you can have your results by SMS—say “text
message.” There is no charge for the call or connecting you to the search result, although
your regular phone charges may apply.

Read more about Google Voice Local Search at http://tinyurl.com/ywo3sk.


http://mobile.google.com/local
http://tinyurl.com/epfz3
http://tinyurl.com/2xxszs
http://tinyurl.com/2eph4z
http://tinyurl.com/2m2gcm
http://tinyurl.com/2k2rts
http://tinyurl.com/yute3v
http://tinyurl.com/ywo3sk
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Integrate Google Talk into Your
Communications Repertoire

Google Talk is an online chat client that comes in two versions—either you can use the Google
Talk Gadget online through your Google Personalized Homepage, or download the Google Talk

Client to make high quality PC-to-PC voice calls and transfer files.

Google Talk is a terrific business tool if you use it in conjunction with Gmail. Your talk
scripts are stored in Gmail along with other e-mail, giving you a permanent record of

your communications with clients.

Open the Google Talk homepage at www.google.com/talk. On this page, you can launch
Google Talk, download the Google Talk Client for more features, or copy code to use Google
Talk on your website or blog (Figure 5-20).

Contacts | @ Roberto | @ Karine | @ Davi |

@ Ana
Available v

Search, add, or invite
O Davi
2 Karine
2 Roberto

@ jazzguitard

¥y 2

@ Monique

< Phil Famsworth

¥

Add Al Contacts Help

wyhat's Mew

About Google Talk - Getting Started

ta Ip A Google approach to instant communications ! English (US) 3 | Help

Google Talk Gadget ME"!
Start using Google Talk instantly, with no download, and get:

% Instant messaging é‘@.\ video previews in chat

@ All of your Gmail contacts E“b Photo previews in chat

| Launch Google Talk |

Google Talk is not a telephony service and cannot be used for emergency
dialing
By using Google Talk, you agree to our Terms of Service and Privacy
Policy

Want to add the Google Talk Gadget to your webpage or blog? Get the code
here.

Google Talk Client
Download the Google Talk client for more features including:

* File transfers * Yoice calls

= Yoicemail * Gmail notifications

SlelVa{=®L] Choose a Google Talk option from the homepage.
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Talk It Up with Google Talk

To get started with Google Talk, click the Launch Google Talk button on the Google Talk
homepage to display Google Talk in a pop-up window. You have to sign into your Google
Account if you aren’t already signed in.

Find details about using Google Talk in the Help files at http://tinyurl.com/2zhn5b

Add Google Talk to Your Homepage
You can use the Google Talk Gadget from your iGoogle home page following these steps:

Open your iGoogle home page and click Add Stuff to open the gadgets directory page.
Type Google Talk in the search field and click Search Homepage Content.
Click the Google Talk Add It Now button to place the gadget on your homepage.

P WN

Click Back to Homepage to see the new gadget, shown here.

Google Talk

Contacts Fop out

« Donna Baker
Available

Search, add, or invite

@ Brooke

@ Johnny Cornflakes
Offline

Add All Contacts Help

Read more about personalizing your iGoogle home page in Chapter 8.

Download and Install the Google Talk Client for Expanded Features

For more expansive instant messaging, download the Google Talk client following these steps:

1. Click the Download the Google Talk client link from the Google Talk homepage.

2. In the resulting dialog box, click Save File to store the 1.5MB application file on your
hard drive.


http://tinyurl.com/2zhn5b
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3. Locate the file and double-click to install the program.
4. When the installation finished, sign in with your Gmail or Google Account username
and password.

If you use a Gmail account, your Gmail contacts are displayed in the Google Talk
window.

Using Google Talk
Here are some tips for using the Google Talk client:

B Select a contact from the list to communicate with.

B If your contact isn’t online, you can send a voicemail or call from the pop-up window,
shown in Figure 5-21.

[ Google Talk

talk’
@ Danna Baker
Aygilable »

(]

Seftings |Help

! ySearch all contacts

@ Brooke —_

Offline & Deena |1

Ogsﬂ?”a |\, Send voicemail || . Call | { +]
Ine : .

@ Johnmy Cg
Offline

Welcome to Google Talk?

Deenais not online right now {offline friends
have a gray dot). ¥ou can still send this persan
messages and they will receive them the next
time they are online.

Big news fram the weekend! Give me a call in the
marning. Thanks.

[ +Add | | view ¥| M0 L0

FleIV{=AEN Send messages or voicemail to contacts on your list, whether or not they are online.
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B Click the Gmail icon to send e-mail from Google Talk; click the voicemail icon to open
Gmail, displaying the results of applying a label:voicemail filter.

Read about using labels and filters in Chapter 10.

B Click the drop-down arrow at the upper right X
of the message pop-up window to open a list of | =) ¢ | =
options, ranging from sending files to blocking — | sendFiles
the contact, shown here: 1 Email

. . . Go offthe record
B Click the Search all contacts link to open a field i
iew past chats

for you to type a contact name to add to the list. Block Deena

B Click Add at the bottom left of the window to
add others to your contact list.

M Click View to view contact pictures, show contacts on a single page, show offline
contacts and address book contacts, and sort by name.

B Click the drop-down arrow next to your status Google Talk X
to display a list, shown here, of options you can

- ) Seftinas |Help
specify for your status. t a Kg/ '
@ Donna Baker

You can view several demos of Google Talk in ,
Auailable v

action at http://tinyurl.com/cwfsj. T

¥ & Show current music track
@ Custom message...

Choose Your Settings 5
@ Busy

Google Talk offers a panel of settings you can use to L e
configure the program to suit how you prefer to work. To © Custom message...
get started, click Settings at the top of the Google Talk | e signout

window to open the Settings dialog box (Figure 5-22).
Choose settings in seven panels, as listed in Table 5-2.
When you have made your choices, click OK to close the dialog box.

Place the Google Talk Gadget on Your Website or Blog

Place Google Talk in your website or blog. Paste the following line of code into your page’s code
to show Google Talk in a separate pop-up window. Type this code into your page’s XHTML:

<script src='http://talkgadget.google.com/talkgadget/button's></scripts>

When you publish the page you see a button linked to Google Talk (Figure 5-23). Click the
button to open the Google Talk pop-up window.


http://tinyurl.com/cwfsj
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Settings

Chat General
Blocked
Motifications 2 : 2
A | tart autarnatically when starting Windows
Connection - ke g
Audio [Clopen Gmail when I click an email links
Appearance
Friends Lisk
[]5art by name

[]Hide offline Friends

Hide Google address book contacts not on my Google Talk
Frignds List

&dd people T communicate with often to my Friends List

[ Change Font... ]

[ Account settings. .. ]

Enable diagnostic logging ] what's this?

[ K ] ’ Cancel

Hle{U{®™PA Configure Google Talk according to your needs.

Panel Settings to Configure

General Specify when Google Talk starts, how the Friends List is displayed, and link to dialog
boxes to change fonts and choose account settings.

Chat Choose whether or not to save chats in your Gmail account.

Blocked Any contacts blocked from Google Talk are listed on this panel; you can unblock

contacts from this list.

Notifications Choose how you want to be notified—by sound or a pop-up notification for incoming
calls, chats, when a friend comes online, or for new e-mail.

Connections Specify automatic proxy detection or input proxy settings if you are behind a firewall.
Audio Choose input and output devices for microphones and headsets.
Appearance Select a chat theme from a drop-down list to use instead of the default display.

gy IR Settings available to configure Google Talk
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The neighbors are interest]
are geese, cormarants, an
though!

Let's Talk!

Go gle t?.lk(;()

3/27/200)

Hle{O[x{=WWEY Add a script that lets you use Google Talk from your blog or web page.

Summary

Google provides a number of services offering ways to communicate, as this chapter explains.
Many of the services, such as Google Groups, integrate searches as part of their features. Google
Groups lets you bring together like-minded people, whether sharing a common concern or issue,
a personal family or group, or a work-related group you start yourself. Google Groups can be
customized and searched, and the information exchange can be via browser or e-mail. You also
saw how Google services can be used on mobile devices, such as using Google Product Search
from your phone and viewing travel directions. To keep up to date with happenings around your
world, Google offers news in a variety of ways you can customize to meet your needs. Why
settle for talking by phone? Google Talk lets you communicate instantly by IM or voice.

In the next chapter, learn how to communicate visually in Picasa, Google’s image editing and
management program.
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Say It in Pictures
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How to...

B Scan your computer for images and videos
Organize your collections

Label and search images

Correct image, color, and lighting flaws
Add special effects for interest

Export images in a number of ways

Create products such as posters, collages, and Web Albums

Picasa is Google’s answer to your general image collection, editing, distribution, and archiving
needs. Use the program to collect and organize all the images on your hard drive into folders.
Make touch ups and edits to your images, and add effects to enhance their appearance.

Once the images are ready, you can use several different types of output—from posters and
collages to Web Albums and e-mail—to distribute your images. Save collections of images to
CD or DVD for archival storage using Picasa.

Install the Program

Picasa is a free download, just like other Google programs. Download the program at
http://picasa.google.com/ and follow the installation prompts.

Perform the Initial Scan to Find Images
The first time you open the program it scans your computer or designated folders for images and
video to add to the library. Choose one of two options for finding images:

B Use the Completely Scan for Pictures option if you save images all over your hard drive
or on multiple drives.

M Choose the Only Scan My Documents, My Pictures, and the Desktop option if you use
default settings for your computer and cameras, because in this case the images are
usually added into My Documents or My Pictures folders.

Once you have made your selection, click Continue. The contents of your folders are
checked and images and other content collected. Folders are created according to the dates of
the images or video. When the scan is complete, click OK to close the message describing how
many folders and files have been included.


http://picasa.google.com/
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Get Around the Program
The Picasa program window is composed of several sections. The main components of the
program are shown in Figure 6-1.

— Library Menus Task buttons

Ml picasa2
File Fil Wi Folikr Pilee Creale Tk He Sian I o Wb Albumz

&l  mpor - Siidethow

Library ==
L) atbums (2) [ af
|_v) Folders (27) |
B9 20070117 (38)
L o [ 20070117 (38) ‘
2008
& donna baker (2)
i chao (21)
B ch21 (50)
5 google 1ools wiey (2)
& hook_acroTspe (2)
5 beak_acre7_pp (5)
4 Scanned Phatos (17) {
2008 E

a
|~

&7 2008004 (53)
& images (6)

I injury (10)
& PictureProject (1)
2004 o
&7 Maturs (5)
i Flower (5)
5 My Pictures (4) :
2 1388 (56)
'.

3 Travel (5)

DSCNS335IPG  N2/2005 55617 PM  3264u2448 piaels  1.6MB

® Hold S| & = ”__"-1-}‘ -
o, o | & ox QO W )
T Wb Album Emad e i wiogThist totsgs | Eipart
Photo Tray Lightbox

Fle{U[:{=:MM The Picasa program is made up of several functional areas.
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Picasa Supports Numerous
File Formats

You can manage image, movie, and RAW image data files in Picasa. The supported file
types you can work with are

B Image formats including BMP, GIF, JPG, PNG, PSD, and TIF files
B Movie formats including ASF, AVI, MOV, MPG, and WMV files in Picasa

B RAW data files produced by several manufacturers, including Canon, Kodak,
Minolta, Nikon, and Pentax cameras. The program recognizes several camera
formats as RAW file formats, including Nikon NEF, Canon CRW and CR2, Kodak
DCR, and Sony SRF.

Check out the entire list of supported cameras and file formats at http://tinyurl.com/
yttlma.

Organize Images and Videos

You can add photos or video to the Picasa Library via existing folders or as new folders from
other locations on your hard drive, from media such as a CD or card, or directly from your
camera or scanner. Once the images are added to the program, you can use a range of features to
organize, maintain, and catalog your files.

Import Images from a Camera

Importing images from another folder is the same as moving content between folders in general,
so I’'ll only describe how to import images from a card or camera. To import photos into Picasa
from your camera drive, follow these steps:

1. Click the Import button to display the Import screen, which replaces the Picasa program
interface.

2. Click Select Device to open a menu. What you see in the menu will vary according to the
devices installed on your system.

E‘é:‘a Select Device v

Removable Drive(E:l)
CanoScan Ne70UMa7EL
TiC3E-3004

Folder. ..
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Preview

DSCHISTEING

Sle] W

Hle]V]3{=A:®MW Look through the images before importing them in the Preview area.

3. Select the device from the list to open its drive. The content is shown as thumbnails in
the Import Tray. A thumbnail with an overlaying “X” indicates an image that is already
in the Picasa library.

4. To check through the images, click the Previous ImRor Licty

and Next arrows below the Preview image, as
shown in Figure 6-2.

You can click Rotate Clockwise or Rotate
Counterclockwise buttons to rotate an image
in the Preview.

5. SHIFT-CLICK/CTRL-CLICK the thumbnails to select

specific files. Each thumbnail selected is framed ) |l B3] ) [Eaw] () |
by a bounding box, shown here. D el ]
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6. Click Import All to import the contents of the drive, or Import Selected to import a
selected group of images. The Import All or Import [##] Item(s) dialog box opens
depending on your selection.

Click Exclude Duplicates to save time deleting extra images later.

7. Choose import settings, shown in Figure 6-3. The settings let you type a name for the
folder, specify a storage location or select an existing folder, and add more information
such as the place or a description.

8. Choose a camera or card action after copying the files. You can leave the source files
as they are on the camera, delete copied pictures, or delete all pictures on the card or
camera.

9. Click Finish to close the dialog box and import the images into Picasa. The Import screen
returns to the regular Picasa window.

X

Import 21 Item(s)

Falder Mame and Location

Enter a folder name for thesze photos:

| Bathroomn Shower |

Location where theze photos will be saved:

| Iy PicturezBathroom Shower v| [ Browse... ]

Additional Phota Information

Place Taken [optionall: D ate:

| | snzve007 v

[rezcription [optional):

floor tiling finished, wall niches tiled. painting started.

After copying. do thiz with my camera or cand:

() Do nathing: [default] leave all source pictures alone

(55 ate delete: only pictures that are copied will be deleted from the source media

Wipe the card; delete all pictures found

L Finizh J [ Cancel ]

H[e{V]3{=AXPW Sclect storage settings to use for imported images.
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Manage Images and Folders

Get your files and folders in order using the organizing tools and features in Picasa. All the
folders in the Library, except for Albums, are folders on your hard drive. Move, rename,
combine, or delete folders in the Library panel as you would on your hard drive: The only
difference is that Picasa asks for confirmation before completing a task.

Choose a Different View

The default Library view shows flat folder arrangements named according to year—an example
was shown in Figure 6-1. Instead of listing folders, click the Folder Tree Structure button at the
top of the Library panel to display the images in large groupings, like you see here.

Library = - / My Pictures
>} Albums (2) v Sort by Creation Date

— Fold: 14 Sork by Recent Changes

y olders (14) Sort by Size

& My Computer Sort by Hams

My PicluresZ!E] Shartouts '

3 §impliﬁad Tree View

[» B Adobe (17)

4 [l PictureProject (126)
I 2006004 (63)
B 2006003 (47)

If you want to look for files that have been changed, or need to locate a specific group of files
by name, click the drop-down arrow at the right of the Library panel to display the View options.
Choose an option to sort the Library in other ways than the default Sort by Creation Date.

Rename Files to Keep Track

Cameras name images using a string of alphanumeric characters, which are difficult to
differentiate. To make it simpler to find specific images, you can rename files either individually,
or as a batch.

Rename a Single Image To rename a single image, select the folder in the Library to display the
thumbnails. Select the thumbnail in the Lightbox, and press F2 to open the Rename Files dialog
box, shown in Figure 6-4. Type a name for the file. You can include the date or resolution if you
like, which is handy if you have several versions of an image for online or print purposes. Click
Rename to make the change.

Rename Multiple Images If you want to change the names of several files simultaneously, select
the folder in the Library; if you want to change some of the images, select their thumbnails in the
Lightbox. Press F2 to open the Rename Files dialog box and type a common name, such as mural.
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Rename Files

1 file(s) selected for rename,
Please enter a news name for these files:

| Daisy |

Example: Daisy 640x480.jpg

[include date in filename

L Renarme J[ Cancel J

DSCNS2830PC  9/2/2005 3:35:41 PM  1009x1020 pixels 2.0MB

HlU{=®W Rename images using descriptive names for easy searching.

Next, select the date and image resolution if desired. Click Rename to close the dialog box and

rename the files. The names of your files are changed to the common name with a numbered suffix,
such as mural-2, mural-3, and so on.

Name the Thumbnails Your filenames can be used as thumbnail captions to help you find
images faster. Choose View | Thumbnail Caption and choose an option from None, Filename,
Caption, or Resolution. The example here uses the filename as the thumbnail’s caption.

mural-4.1PG

mural-5.JPG

DSCNA5T5 PG DSCNA5T6IPG

Organize Your Image Folders

Folders use a name and date by default. To change the name of a folder, double-click it in the
Library to open the Folder Properties dialog box. Change the name, date, and add place and
description information if you like. Click OK to close the dialog box.
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If all you want to do is add information, click the Add a Description label below the folder’s
label in the Lightbox.

The label is replaced by an I-beam cursor. Type the description and press ENTER or click off
the area to finish.

Find Your Folders

If you want to open a folder of images on your hard drive, select the folder in the Library and
press CTRL+ENTER to open the folder on your computer. If you just want to see where the folder
is located, hold your cursor over the folder’s name in the Lightbox to see the folder path

in a tooltip.

Organize with Albums

An Album is a Picasa tool you use for organizing content within the program. You can’t find an
Album file on your hard drive, nor do you save an Album as a hard drive folder. The program
includes two permanent albums named Screensaver and Starred Photos. Add a new album to use
for assembling images for a project, or to upload to a Web Album, for example.

Hide Folders

If you have more images than you can manage at one time, or want to store older images for

safekeeping, take advantage of the hidden folders feature in Picasa. Hiding a folder has no effect

on the images, they are simply hidden in the Library. If you share your computer with others,

you can even attach a password to the hidden folders that prevents them from being seen.
Follow these steps to hide a folder using a password:

1. Right-click the folder’s name in the Library panel and choose Hide Folder to open
the Add Password dialog.

Click No to close the Add Password dialog box and then add the folder
to the Hidden Folders collection if you don’t need a password.

2. To add a password, click Yes in the Add Password dialog box and type the password.
Click OK.

3. Retype the password in the next dialog box to verify. Click OK again.

Your folder of images is safe, but it’s now listed in the Library under Hidden Folders. To
unhide a folder, right-click it in the Hidden Folders listing and select Unhide Folder.
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Picasa offers different ways to use the contents of the folders or Albums. The menu
locations are different, although the commands are the same. Select an album
and choose Album from the main menu; select a folder and choose Folder from the

main menu.

Maintain the Image Library

Bringing images into the Picasa library isn’t a one-time event. As you add more images from

your camera and other sources, set the program to look for those images automatically using the

Folder Manager.
Follow these steps:

folder in the Folder List.

Click Create a New Album on the Library panel to open the Album Properties dialog
box. Type a name for the album, and add other information including the date, location, and a
description. Click OK.

Drag a thumbnail from the Lightbox to the album to add a copy, or instance of the image to
the album. Images can be used in multiple albums.

1. Choose Tools|Folder Manager to open the dialog box shown in Figure 6-5 and select the

Folder List

= ®[E} Desktop
- @[3 100NIKON
@3 stuff like icons
- @[3 WinC53Clean_021507
=@ My Pictures
&) Adobe
~-@(3) Bathroom Shower
B3 injury
- &() PictureProject
-8 to apris
LB tour2005
a1y Documents
-+ g 1\ (824 images)
SXE 2

]

For each Folder, you can choose whether or not to
have Picasa find pictures inside it, You can also pick,
folders to watch For new pictures,

For My Documents

~ (%) 5can Once

# (O Remave from Picasa

& () Scan always

Watched Folders

Path
[CDesktop
=My Documents) AdobeStackPhotas),
|ﬁ My Pictures

L o« |[ coneed [ teb

l

Hl{U MW Specify folder locations to check automatically for new images and videos.
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2. Specify when and how to check the selected folder:
B Choose Scan Once to check for files one time.
B Choose Remove from Picasa to delete a folder from the watched list.
B Select Scan Always to add the folder to the Watched Folders.

3. Click OK to close the Folder Manager dialog box. Any folders marked as Scan Once are
checked; any new files found are imported into the Library.

A Watched Folder is checked each time the program is opened, and is a handy way to
check for new content automatically. If you have different storage folders for cameras
and scanners, add those folders to the Watched Folders list. If Picasa is open when you
add new content to your watched folders, it is added to the program instantly.

Keep Track of Your Files

Like many image management programs, Picasa offers a cataloging system you can use to filter,
sort, and search for images quickly.

Add Different Types of Labels

Customize how you label files using one of three types of data. Your choices depend on how
you want to work with your images and videos, and include stars, keywords, and metadata. One
image or video file can have a star, metadata, and multiple keywords.

Tag Files with Stars

To add a star, select the image or images in the Lightbox, and then click Add/Remove Star in the
Photo Tray, as shown in Figure 6-6.

&
»

FleU[:{E M Add a star to tag an image or video file.
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When you want to collect the starred images together, click the Starred Photos album in the

Library to see the starred images listed in the Lightbox, as you see here.

Library SWE T % Starred Photos
[ — = Mar 13, 2007
\Lx) Albums (3) |

2007

Select Starmed

\& Screensaver (0)
W shower (9)
(%) Folders (28)
| ») Othar Stuff (20)

Label Files with Keywords

Use keywords as terms for searching your image collections. You can add multiple keywords to

your images.

Don’t worry about capitalization, as Picasa converts all keywords to lowercase

automatically.

Select the file or files in the Lightbox and then choose View | Keywords or press CTRL+K to
open the Picasa : Keywords dialog box. Type the keyword text and click Add or press ENTER as

shown here; continue with additional keywords.

Picasa : Keywords

Add Keyword:

| trees| Add

Keywords:
tropical
scenery

| exotic

Remove

0K

Use Metadata for Precise Descriptions

Picasa lets you view an image’s Exchangeable Image File Format (EXIF) metadata, which is
information about the content and structure of a file. EXIF is a standard for storing interchange
information in image files. Most digital cameras now use the EXIF format and store information

such as the camera and flash settings.
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mural. JPG [z|
Filenarne:
mural. JPG
Location:
My PicturestBathroom Shower!,
Size: Diate:
1.6ME 3{12{2007 11:44:05 AM
Properky ‘alue o]
Camera make MIEON
Carmera rmodel EG400
Camera Date 2007:03:12 11:44:05
Resalution 3264 ¥ 2448
Flash Used
Focal length 7.0mm
Exposure kime 0.0195 {1/54) =
Aperture fiz.7
jicte] S0
Metering Made [akriz w |
i ] i} | l |

HleV[:{=:HM Metadata varies according to the type of image and the camera data attached
to the file.

To view an image’s metadata, select the image in the Lightbox and then choose Properties
from the Shortcut menu or the Picture menu to open the dialog box shown in Figure 6-7.

Track Down Images

Adding information, keywords, sorting folders, using Albums—all these features are designed
to help you manage your image resources. Instead of scrolling through the Lightbox looking for
images, search for them by name or visually.

Search for Files

Use the Picasa Search feature to find a file quickly. Choose View | Search Options or use the
Search field at the upper right of the program window, shown here.

lﬁ- Exit Search ) Displaying 6 pictures in 2 albums (0.001 seconds).

Starred Movies Uploaded Date Range:
& + Al [| =7 Newest
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Tag an Image to its Location
on Earth

Picasa offers an incredibly cool way to identify images. You can Geotag an image to include
its Global Positioning Satellite (GPS) information, shown as the locale’s longitude and
latitude, along with other EXIF metadata. To do this, you work with both Picasa and Google
Earth—read how to download and use Google Earth in Chapter 4.

Use the same method to Geotag one or multiple selected images, following these steps:

1.

2.

w

In Picasa, images that have been Geotagged show a
crosshairs icon in the Lightbox, as you see here. To delete the
information, choose Tools | Geotag | Clear Geotag info.

Choose Tools | Geotag | Geotag with Google Earth. Google Earth opens, and your
image displays in a small Picasa window, as shown in Figure 6-8.

Display the locale corresponding to your image by dragging the map so the
crosshairs overlay the locale, shown in Figure 6-8.

If a value is entered in the Place Taken field in the Picasa folder; the
map zooms to the geographic coordinates automatically.

Click Geotag on the Picasa window.

Click Done to add the information to the image’s
metadata.

2” - " Geotag a photo by navigating to the location where you took
‘s ‘ the photo. Position the crosshairs and then press the
T W W% ‘Geotag' bution.

Geotag Geatag All Done

FlelV[:{WX: W The selected image is shown within Google Earth.
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Use these search options to zero in on your images:

B If you want to filter your images, click one of the buttons on the Search Options to
display a subset of your files. For example, click Starred, Movies to search only movie
files, or Uploaded to list only those images uploaded to a Web Album.

M Narrow the results further by filtering on a date range. Drag the Date Range slider left to
include older content, and right to include newer content.

B Type a keyword or keywords as search terms. As you type, Picasa completes the words
using text that has been typed previously, and displays the results as you add letters. Add
or remove keywords to zero in on your images.

When you are finished searching, click the Show/Hide Search Options button to toggle the
dialog box closed.

Look for Images in a Full-Screen Slideshow

You generally run through your images using the thumbnails in the Lightbox. If you are on
the hunt for particular images for a project or doing some spring cleaning, try the automatic
slideshow feature.

The viewing slideshow is different from the slideshow exported as a product from
Picasa—read about exporting slideshows later in the chapter.

To start, click the Slideshow task button or press CTRL+4 to display the Slideshow screen,
shown in Figure 6-9.

The Slideshow screen shows the first image in a folder or a selected image with a toolbar
overlay. Move the cursor over and away from the toolbar to toggle its view. The tools are similar
to working with any sort of media controller; read about the tools in Table 6-1.

| 4= ExitSlideshow

HleU[3{=:E W View and flag images in your collections in the Slideshow screen.
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Tools Description

Exit Slideshow Return to the program window.

Navigate controls Use the arrows to reverse or advance the playback; click the center arrow
to play the slides automatically.

Star Add stars to flag images from the slideshow for convenience.

Rotate image Click the left button to rotate the image counterclockwise; click the right
button to rotate the image clockwise.

Show captions Click the Captions button to toggle captions on or off.

Set time Decrease or increase the display time using the () and (+) buttons.

TABLE 6-1 The Slideshow tools and their functions.

Find Images on a Timeline

If you can remember roughly when an image was taken, or its subject or location, try the
Timeline window. Click the Timeline task button to look through your Library in the Timeline
screen, shown in Figure 6-10.

winter
January 2006

View Slideshow Previous folder Return to Picasa Next folder

Al W} Use the Timeline to locate images and folders visually.
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Here are some tips for using the Timeline:

B Drag thumbnails or click the Timeline to locate a folder; the thumbnails representing the
folders in the Library slide to the left to show a newer folder or to the right to show an
older folder.

B Click one of the columns on the Timeline shown at the bottom of the window to jump to
the time location.

B After you make a selection on the Timeline, the folder’s name and date are shown in the
background, as is a grayscale version of the first image in the folder.

Improve Your Image Quality in the Edit Picture Screen

Most images can use some touch up, such as correcting the lighting or straightening the photo.
For some quick edits, use the Edit Picture screen to improve the appearance of your images.

Double-click the image in the Lightbox to open it in the Edit Picture screen. This is where
you can start editing (Figure 6-11).

|. P —— | | =| Slideshow | @ l-Di.. @

Basic Fixes Tuning Effects

Crop |
Straighten |
Redeye |

I'm Feeling Lucky |

Auto Contrast . |

Auto Color |

BE o

View of the harbor at start of storm| t

tour2005 > On the harbourdPG  12/25/2003 11:25:17 PM  480x360 pixels 44KB (3 of 32)

Hl{O{A-MEM Open the image in the Edit Picture screen to modify its appearance.
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When the Edit Picture screen displays you will see:

The image is shown at full size below a thumbnail strip. Look for different images in the
active folder or album by clicking the arrows at the ends of the thumbnail strip.

Click Back To Library at the upper left of the screen to return to the Picasa interface;
click Slideshow to view the folder of images in a Slideshow view.

The Basic Fixes tab is visible by default at the left of the Edit Picture screen; use its
settings to apply corrections automatically.

There are two additional tabs for editing: for adjusting the light in the image, use the
Tuning tab’s settings; to apply special effects like color tints and shadows use the settings
on the Effects tab. Read about using each of the different sets of edit tools next.

Click Make a Caption! below the image to activate an I-beam cursor and type a caption.
Toggle the caption between Visible or Hidden using the icon at the left of the preview
area. Click the Trash can at the right of the preview area to delete the caption.

Adjust the Image Preview to See Detail Clearly

You can adjust the preview to display the images in custom views. The default shows the image
sized to fit the screen, as shown in Figure 6-12. Use the view tools shown here to zoom in and
out of the preview for making repairs.

Zoomed to 200% [X]

—ﬂ."l._

harbor at start of storm 1

mels 44KB (3 of 32)

Hle{U{=:™PA Adjust the magnification to see details clearly.
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From left to right, here’s how to use the tools:

B Drag the Zoom slider right to increase the magnification of the image. As you drag
the slider, an overlay shows you the portion of the image that is showing in the
preview area.

M Click the Fit Photo to Viewing Area button to view the image at the default size, fitting
within the window.

B Click Display Photo at Actual Size to resize the image at its full size. The displayed area
is shown in an overlay.

M Click Show/Hide Histogram and Camera Information to view a graph showing the color
distribution in the image. Read about the histogram in the sidebar, “Did You Know: You
can View Color Information on a Graph?”

Depending on the image source, you may see camera data, as well as other EXIF or
metadata information.

Correct Basic Image Flaws

The tools you are likely to use most often are the Basic Fixes, shown in Figure 6-11. To return
to a previous image state, click the Undo button; click Redo to restore a change. You can apply,
reverse, and redo several fixes in sequence.

Make Changes with Simple Correction Tools
Some Basic Fixes are applied with a single mouse click and others are nearly as easy to apply,

including:

I'm Feeling Lucky Click I’'m Feeling Lucky to adjust the image’s color and contrast to the best
balance based on the picture’s color information.

Auto Contrast Click Auto Contrast to adjust the contrast in your picture, making a greater
distinction between light and dark areas.

Auto Color Click the Auto Color button to adjust the color levels in your picture automatically.
Auto Color is handy for images that have a color cast, such as green or red.

Balance the Light in the Image Drag the Fill Light slider to balance the light in the foreground
and background of your image, showing more detail in the dark and light areas. In the example
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shown here, the image at the left is the original picture; the one at the right shows the balanced
light when the Fill Light slider is moved to the halfway point.

Remove Red Eye One common image flaw is red eye, resulting from the reflection of the
camera flash on the retina of the eye. To correct the problem, click Red Eye on the Basic Fixes
menu, and then drag a rectangle around the red areas in the subject’s eye, shown in Figure 6-13.

Release the mouse to correct the flaw. Repeat with the other eye, or other subjects in your
image. Click Apply to change the color and return to the Basic Fixes tab.

Basic Fixes

f‘ﬂ Redeye Repair

Click, hold, and drag the mouse around each
eye separately to select it. A selection box
appears over the area. Release the mouse to
complete your selection. The Photo is
displayed with the red-eye removed.

Reset

Appty @ | |  cancel (X} |

Hle{O{H:MEY Specify the area for correction with the Red Eye tool.
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Red Eye correction only works with red eye reflections, not with nonred reflections.
Cats, for example, often have a green retinal reflection.

Crop the Image
You can decrease the contents displayed in an image using the Crop tool. Follow these steps to
crop off uninteresting backgrounds, or balance the subject in an image:
1. Click Crop in the Basic Fixes tab to display the Crop Photo tab.
2. Choose the crop dimensions in the Crop Photo tab:
B Click a preconfigured size for the crop dimensions.

B Drag the mouse over the image to draw a crop box, as shown next. Release the
mouse and make adjustments to the crop box as necessary. You can drag a corner or
side of the box to resize it, or drag the entire box to reposition it.

Basic Fixes

ﬂ Crop Photo

Select a dimension below and then click and
drag on the image to select the portion of
the image you wish to crop.

\ J 4x6 \J 5x7
) 8x10 | ® ) Manual

Preview

Reset

Apply @ cancel )

3. Click Preview to see how the crop appears after it is applied. You see the cropped image
briefly, and then the full image displays again.

4. Click Apply to crop the image and return to the Basic Fixes tab.

Straighten a Crooked Image

Sometimes you shoot an image on an angle purposely, while other times the tilted angle isn’t at
all what you want.

Follow these steps to straighten your image:

1. Click Straighten on the Basic Fixes tab to display the Straighten Picture view.
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FIe{V[:{=A/VY Use the grid overlay to straighten a tilted image.

2. Drag the slider to rotate the image and align the picture’s content with the grid, shown in
Figure 6-14.

3. Click Apply to make the correction and return to the Basic Fixes tab.

You can apply some effects as a batch. Choose your images, choose Picture | Batch
Edit, and select the effect.

Use Tuning Tools to Refine Light and Color

The Tuning tab offers a number of tools for correcting light and color, shown in Figure 6-15.
Drag the sliders to adjust the settings individually. Alternatively, you can click the upper button
to instantly correct light, or click the lower button to correct color.

The image shown in Figure 6-15 shows the “before” image, and several “after” versions.
Apply the Tuning tools to produce changes like these:

B Use the Fill Light slider to balance the light in the foreground and background of a
picture. The example shows the effect of using 60 percent Fill Light.

B Drag the Highlights slider to the right to add areas of brightness in the image. The
example shown here uses Highlights applied at 90 percent.

B Drag the Shadows slider to the left to darken and expand dark areas of the image. The
example shows Shadows applied at 80 percent.
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“Before”

—

Fill Light

Highlights

Shadows

Color Temperature
)
Neutral Color Picker

e~ -

Redo Tuning
=]

Make a caption!

Fill Light Highlights Shadows

Slef8[:{/IY Use the sliders in the Tuning tab to make color and light adjustments, or click
the buttons for automatic adjustments.

B Drag the Color Temperature slider left to make the image cooler, or more blue; drag the
slider right to make the image warmer, or more red.

B Click the Neutral Color Picker eyedropper on the Tuning tab and then click a point on
the image to sample an area that is considered neutral. Picasa uses the color you sample
to balance the color in the image.

Instead of using the picker, click the Color Auto Fix button to balance the color
automatically.
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You Can View Color Information
on a Graph

Color information called the RGB (Red/Green/Blue) histogram is derived from the image’s data.
The RGB histogram is a real-time graph that shows the distribution of colors in your picture.
Click the Show/Hide Histogram & Camera Information button on the Photo Tray to

display the histogram in an overlay window, as shown in Figure 6-16.

As you experiment with adjusting color and light, watch the graph to see how adjusting
the sliders modifies the amounts of color shown in the graph. For example, the histogram
will show the color and light shift to the right of the graph as the amount of Fill Light and
Highlights is increased.

Apply Effects for Interest

Click the Effects tab to display the list of effects to apply to your image—either alone or in
combination. Notice how the image displayed in the Picture Edit screen shows thumbnail views
of the effect applied to the image (Figure 6-17).

After choosing an effect, before you can return to the Library or another tab on the Edit
Picture screen, Picasa asks whether to apply the changes; click Yes or No.

Histogram & Camera Information

b i |
' l

No EXIF data available.

H[elU{H/I] Use the histogram to show color distribution in the image.
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Filtered B&W Focal B&W Graduated Tink

Fl{U{_/VA View the outcome of applying the effects in the thumbnails.

If you always want the changes applied, select Don’t Ask Me Again, Always Apply
Changes to Save a mouse click.

Use the One-click Effects for Quick Changes

The effects showing “1” at the bottom of the thumbnail indicate that the filter is applied when
selected without configuring. There are five absolute effects you can use for quick changes:

Apply the Sharpen effect to make the edges of objects in your pictures more distinct.
Use the Sepia effect to remove the color in the image and apply a brownish-red tone.
To remove all color, use the Black and White (B&W) effect.

If you find the skin tones in your image a bit on the blue side, click Warmify to replace
some of the blue tones with red tones.

Apply the Film Grain effect to make the image look like a frame from an old film.

Configure Image Effects for Impact

The remaining effects each display a dialog box overlaying the Effects tab when you click the
effect’s thumbnail. Experiment with these options to create a specific look, add emphasis to areas
of your image, or place focus on the subject.
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Basic Fixes T Tuning T Effects 1

Tint

Color Preservation

J

-

. Pick Color

roply @ | concel 6D

Fle{O{A:/FY Choose a color tint and define how much is applied to the image.

Tint an Image with a Specific Color Use the Tint effect to produce an image with an overlying
color. You might want to use the effect if you have a set of images on your website, for example,
that are used as buttons and tinted the same color for consistency. To add the tint, drag the Color
Preservation slider to define how much of the original image color to maintain—anywhere from
none of the color to all of it. Click Pick Color to open a set of swatches and a color display and
then choose a color to use for the tint by clicking on it. In the example shown in Figure 6-18, the
duck has maintained about half the original color and uses a dark lavender tint.

Saturation Change the intensity of color for a dramatic effect. Drag the Saturation Amount
slider left to remove color from the image (like the left side of the example shown here), or right
to increase the depth of color in the image, as in the right side of the example.
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Soft Focus  You can use the Soft Focus effect to highlight objects in the image. Drag the Size
slider to define the size of the focus area; drag the Amount slider to define the amount of blur.
Set the center point of the effect by dragging the crosshairs, as you see here.

Glow Make your new puppy’s face glow using the Glow effect. Adjust the Intensity slider to set
the brightness and the Radius slider to define the size of the brightened area on the image. The
Glow effect is subtle, especially on warm-colored images.

Filtered B&¥W The Filtered B&W effect strips the color from your image. Choose a color from
the color filter that is applied like an overlay to the grayscale image.

Focal B&W The Focal B&W effect strips the color from the image except for an area you
specify, a terrific way to emphasize a subject in an image. Define the size of the colored area
by dragging the Size slider and the sharpness of the edge of the colored area by dragging the
Sharpness slider. Move the crosshairs to identify the center of the effect.

Graduated Tint Choose a color to apply as a gradient to the image. Drag the Feather slider to
adjust the sharpness of the color changes; drag the Shade slider to define the intensity of color
used in the gradient.

Save and Export Edited Images

Picasa doesn’t save images in the same way as other common photo processing software. When
you save an edited image, the original is moved into a hidden subfolder named Originals. The saved
image in the folder is actually your edited copy. Here are some more features of edited images:

B The original and saved copies are the same size.

B An edited file is saved as a JPG file at 85 percent quality, regardless of your original file
format.

B When you make a change to an image, the Save Changes button is active on the Lightbox.
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The subfolder containing the original files is hidden. If you want to see it in Windows
Explorer, specify that hidden files and folders are shown.

Distribute and Print Your Photos

Picasa offers different ways to send images that can save you time and effort. For example, you
can save your files to a portable hard drive, export them directly to e-mail, or send them to your
blog. You can also use one of several features to create items like a collage or poster.

Regardless of how you plan to use or distribute your photos, you have to assemble and hold
the images in the Photo Tray. All the images in a folder can be used, or you can choose images
from different folder locations.

CTRL-CLICK Or SHIFT-CLICK to select groups of images which are shown in the Photo Tray.
The thumbnails display a small target icon at its lower left edge, meaning they are attached to the
Photo Tray. If you select any single images, the thumbnail is added to the group, and you’ll have
to click Hold again to store the single thumbnail. Your set of images will look like this example.

® Hold
O Clear

B addee -

If you don’t click Hold, each time you make a selection you replace the image currently
in the holding area.

If you want to change the images, click Clear to remove a selected thumbnail from the Photo
Tray; to remove all the thumbnails you are holding click Clear without selecting any thumbnails.
Click Yes in the confirmation dialog box, and the images are removed.

Choose Tools | Configure Buttons to add, remove, and reorder buttons on the Photo
Tray to suit the way you want to work. Click OK to change the layout; choose Restore to
Defaults to reset the tools.

Create a Poster from an Image
Some images or cropped segments of images are perfect as posters. Picasa lets you configure a
tiled layout to build a poster up to 1000 percent larger than the original image.

To create a poster, follow these steps:

1. Select the image you want to use for the poster and choose Create | Make a Poster to
open the Poster Settings dialog box.
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2. To configure the Poster settings, specify the percentage from 200 to 1000 percent; click
the Paper Size drop-down arrow and choose either 4 X 6 or 8.5 X 11 as the paper size. To
easily assemble the tiles, click Overlap Tiles.

3. Click OK to close the dialog box and produce the poster tiles. These are stored in the
same folder as the original image, like the example shown in Figure 6-19.

Assemble a Collage

Picasa lets you combine a group of images into a collage that can be used as a single image or as
a screensaver.

Select the images you want to include in the project and follow these steps to produce a
collage:

1. Click the Collage button on the Photo Tray or choose Create | Picture Collage to open the
Make Collage dialog box.
2. Click the Type drop-down arrow and choose a collage template. You can choose from

Picture Pile, Picture Grid, Contact Sheet, or Multi-Exposure, as shown in Figure 6-20.

If you select the Picture Pile template, you can specify a background from the Options
drop-down list.

3. Choose a storage folder from the Location drop-down list.
4. Click Create to build the collage.

DSCNS580JPG 0-0-DSCNSSE0UPG 0-1-DSCNS5E0UPG 1-0-DSCNSSE0UPG

1-1-DSCHNE5800PG

H{O{A:M[N Produce a set of tiles to blow up an image to poster size.
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Picture Pile Picture Grid

tour2005

Contact Sheet Multi-Exposure

Hlel8]a{=:®I] You can create a collage using four different templates.

Print Photos

Photos can be printed using an online service provider or from your computer. To send photos
to an online service automatically from Picasa, click Order Prints on the Photo Tray to open the
Picasa Prints & Products screen, shown next. Select the location, service provider, and account
information.
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ral

4w Picasa.

Location:

United States v|

Choose a Provider

ou can order prints and
personalized products from
a variety of service
providers. Select a provider
from the list on the right, and

Picasa Prints & Products

Photo Center

Lees A

Choose J

Choose J

If you prefer to print your images yourself, select one or more images for printing and follow

these steps:

1. Click Print on the Photo Tray to open the Print Screen, shown in Figure 6-21.

2. Choose the print size in the Print Layout area, and choose either Shrink to Fit or Crop
to Fit to size the images proportionally. You can only use one size of image for each

printing process.

Print Layout Preview
S22 | == g
- [ i
_walln_ 185 axh
J’ r’ s o]
5x7 8x10 Full Page
() | shrink o Fit 1. | CoproFic

Printer Settings
Printer
BB v | WDONNA-BAKEREPSON Stylus Photo
B25

Printer Setup
280.0 dpl, 11.0 %85
Ramota: (Offling)

Coples per Pholo
= + | 1copies

Search Froogle for Supplies

1ol

Review | et @ Cancel R

Sle{U{ ™AW Specify settings to print one or more images from Picasa.
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3. Select the number of copies of each photo by using the Copies per Photo (-) and (+)
buttons. The print settings use one copy as the default.

4. Click the arrows below the Preview to view other pages if there are more images than
those that fit on a single page.

5. To view a list of names and image resolutions, click Review. Then click OK to close the
dialog box when you’ve read the list.

6. Click Print to send the images to your printer.

Choose Tools |Options and click Printing to find print choices, such as more image
sizes, printer settings, and resampling quality.

Send Photos by E-mail

Picasa’s process for resizing and attaching pictures to e-mail is a real timesaver. Picasa uses Gmail

as its default program though you can use others too (read about Gmail in Chapters 9 and 10).
Select the images to send and then click E-mail on the Photo Tray. The first time you use

the E-mail process a dialog box opens, asking you to choose an e-mail program. Picasa selects

Gmail automatically, but also allows you to choose Picasa Mail or your default e-mail client,

such as Thunderbird or Outlook. Then, respond to any dialog boxes or login screens required by

your e-mail program.

If you use the same e-mail all the time, select the Remember This Setting, Don’t Show
This Dialog Again checkbox.

Most of the information for the e-mail is added automatically in the e-mail, including the
Subject and body of the message. You can leave the default content, or change it if you prefer.

Design and Upload a Web Album

A Web Album is an online account stored at Google used to store and display image albums. You
register for the service the first time you try to upload a set of images.

Picasa offers two Mac Uploaders. Use the Picasa Web Albums Exporter for iPhoto to
upload images from iPhoto. The Picasa Web Albums Uploader is another uploading
program. Find the Mac Uploaders at http://picasa.google.com/web/mac_tools.html
and click Free Download. If you prefer, upload images one at a time using your
web browser.

Select the images you want to use and click Web Album on the Photo Tray. The Send [xx]
Photos to a Picasa Web Album dialog box opens, shown in Figure 6-22.


http://picasa.google.com/web/mac_tools.html

CHAPTER 6:  Say It in Pictures

)

Send 8 photos to a Picasa Web Album

wheb Album

(5) Create a new web album
() Add to an exizting web album

Album Title Thiz wieb album is not yet online
| surnmer 2006 in the backyard

Drezcription [optional]

Flace T aken [optional)

| lake side| |

Upload Setting

| Optimized: Large size, fast upload [default] - 1600 pixels W |

Wizibility

(%) Public [far albums pou want b shaw publicly. Anpone wha visits
http: £/ picazaweb. google. comddonna baker can zee therm.)

() Unlisted (for albums that you only want to share with select people)

Learn more about these options. ..

Space free; 1022 2MB

[ Upgrade storage. . ] L QK. ] [ Caticel ]

Specify the Web Album appearance before uploading it.

Select Create a new Web Album or Add to an existing Web Album and specify settings,
including:

B Type a custom name for the Album Title; the default uses the folder name.

M Select an Upload Setting, including the size and upload speed.

B The album is public by default. If you prefer, click Unlisted and restrict the access to the

album.

Click OK to close the Web Album dialog box. The Upload Manager dialog box opens, and
shows the upload progress. Once the images are uploaded, click View Online to close the Upload
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Manager and open the main page for your Web Albums, named My Public Gallery. Click the
name of the Web Album to open it, shown here.

My Pnntns My Favontes Wy Pubiic Gallery - _:' / hotns Search Photns
» ﬂllﬂf‘ﬁnr_ﬂm Y rJrUﬂanF! = Foir r.'?l['ll'lﬂnﬁ = ﬂ_rﬁF!I' Prlnls_ ﬂ!’]ﬁfF‘_ :an J_I'TI Size. |o n[l

Summer 2006 in the backy
ard
lake side

Photos: 8

Sep 6, 2005- 2 MB
Public

Edit Album Properties
Choosc Album Cover

Upload Photos s

You have to close the Upload Manager dialog box manually when you return to Picasa.

In the Lightbox, you can see that images that have been uploaded to a Web Album are
identified with a green arrow at the corner of the thumbnail.

DSCNG3120PG

DSCN%9313JPG

Create a Web Page Automatically

If you have ever had to manually create a web page displaying a collection of images, you know
how time-consuming it can be. Instead, use the Picasa feature to produce a web page from a
folder or Album in a few steps.
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Follow these steps to generate the web page and its code:

1. Either select a folder and choose Folder | Export as HTML Page, or select an Album and
choose Album | Export as HTML Page to open the Export as HTML Page dialog box.

2. Specify the image size to use in the Export Pictures at this Size option, ranging from the
Original Size to 1024 pixels wide.

3. Customize the web page’s title and storage location rather than using the folder or Album
name. By default, the web page and its pictures are stored at My Documents\Picasa
HTML Exports\[Album or folder name].

4. Click Next at the bottom of the Export as HTML Page dialog box to open the Select a
Web Page Template dialog box.

5. Select one of the seven templates from the Template Name list, shown in Figure 6-23. Read
about the templates in the sidebar “Did You Know: Picasa Provides Album Templates?”

6. Click Finish to create the web page. The finished web page opens in your browser
automatically.

Select a Web Page Template

Click a Template Mame to view an example. When pou have
made your zelection, chick Finish.

Template Mame

Template 1, 2-page grey background
Template 2, 2-page black background
Template 3, 2-page white background
Template 4, 1-page grey background

Template 5. 1-page black background
Template B, 1-page white background
#ML Code

Scrollable thurmbnail index on left with full view picture on rght.

[ < Back ", Finizh J[ Cancel ] [ Help ]

SlelV[a{=:WXY Picasa produces a Web page complete with a thumbnail index and slide show
controls.
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Picasa Provides Album
Templates

Picasa provides seven templates for creating a web page to display images:

B Templates 1, 2, and 3 include two separate pages. The first page shows thumbnails

linked to a full-size image on a separate page. The background choices are gray,
black, or white.

B Templates 4, 5, and 6 offer grey, black, or white backgrounds as well. These

templates use a single page with a list of thumbnails at the left and display a full-
sized image at the right.

B Use the XML Code template to generate XML code for another page or application.

An experimental feature in Picasa lets you upload files to an FTP server. Choose |
Experimental | Publish via FTP. You need to know the size of the image, web page title
and storage location, template to use, and where to display the web page, along with
your username and the password for your site. Check with your ISP as many are opting
for secure FTP, which isn’t supported in Picasa.

Transfer Images to Blogger
Picasa offers the Blog This! command to automatically transfer selected pictures and text to a
Blogger site (learn how to use Blogger in Chapter 14).

Select the images to upload, and then follow these steps to transfer images to your Blogger

blog:

1.

2.
3.
a4

o

Click Blog This! on the Photo Tray to open the Picasa: Blog This! dialog box.
Follow the instructions for creating a new blog, or sign it to your account.
Select the blog where you want to display the images.

Choose a layout and an image size, and click Save Settings to pass the content to your
blog’s input page.
Type text content for the posting and click Publish.
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The images are processed and uploaded to your blog, as you see in the example.

[rBMT*nﬂnw %] |

o
BLOG ARCHIVE ﬁ_ )

¥ 2007 (1)
¥ March (1) FRIDAY, MARCII 16, zoo7y
on the Lake ®  ® Un the Lake, January 2007

January 2007

ABOUT ME
MsD

View my complete profile

=

Posted by MsD at 9:45 PM o 0 comments
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Make a Movie from Your Images

Make a movie instead of a slideshow to impress your friends and family. Select the images to
use, and follow these steps:

1.

Choose Create | Movie to open the Create Movie dialog box. Choose a time from the
Delay Between Pictures drop-down list, ranging from 1 to 5 seconds, or choose Just Raw
Frames. Select Small, Large, or Widescreen movie size; Small is the default size.

Click OK to close the Create Movie dialog box and open the Video Compression dialog box.

The default Compression option is Full Frames (Uncompressed). Choose a codec from
the Compression drop-down list.

Choose codec options for movie quality, key frame, and Data Rate (Figure 6-24). Click
Configure to open further configuration settings to specify how the codec deals with
transparency, color, and so on.

Click OK to close the Video Compression dialog box when you have finished choosing
settings. The movie is rendered and saved in your default location.

Make a Slideshow or Archive CD

Assemble your images into a slideshow for ease of viewing and distribution. Use the slideshow
Gift CD command, following these steps:

1.
2.

Click the Gift CD task button below the main menu to open the Create a Gift CD dialog box.

In Step 1, choose folders to include in the Gift CD and then choose an image size from
the Photo Size drop-down list rather than the original sizes of the images.

In Step 2, type a name for the Gift CD that is 16 characters or less.

If you don’t want to include Picasa on the Gift CD, deselect the Include Picasa check box
at the bottom of the dialog box.

Click Burn Disc to process your files and transfer them to the CD or DVD program.

Yideo Compression EJ

LCompreszaor: Ok

| Cinepak Codec by Radiuz - |

Ci i lity: 390

;mpressmn Guality: e
About...

Kev Frame Every |15 framesz

[1DataFate |-___| KB/sec

:

Se]UI{:®¥N Sclect the type of compression to use for the movie.
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If your project depends on your images or video, use Picasa’s backup feature to archive files.
Choose Tools | Backup Pictures to open the Backup Your Photos screen. Use the default record
named My Backup Set, or select your existing backup. Then, select the files to back up. Click
Burn. The archive is transferred to CD or DVD.

Send images to your portable hard drive for easy transport. Select the images and
click Export on the Photo Tray to open the Export to Folder dialog box. Specify a folder
location and name, image size, and quality; click OK to process the files and save them.

Summary

Picasa is an easy-to-use image management program you use to assemble images and
collections, sort them using a variety of tools, and search for content using different methods.
The tools used to correct images problems or enhance an image with effects were described. You
discovered different methods for distributing and sharing images, from movies to slideshows,
Web Albums to posters.

In the next chapter, learn about two services offered by Google—AdSense for web publishers
to generate income displaying targeted ads on their pages, and AdWords for web advertisers to
create advertising campaigns using keyword-based ads.
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How to...

B Use the AdSense program to increase site revenues
Design and customize ads for your site
Define channels to target site traffic

Generate site reports to evaluate your efforts

Advertise your business using AdWords

f you browse through a few random websites you are sure to come across Google ads on the
pages. You’ve seen them placed in every location on a page, in a host of color combinations,
some using images or video, and others simply a collection of links.
In this chapter, learn about the two sides of the Google Ads coin—hosting AdSense
advertising on your site as a source of revenue, and advertising via Google AdWords. To track
the effectiveness of your ad placements, you can use Google Analytics for all sorts of analysis.

You can add content directly from your blog hosted at Blogger. See how that’s done in
Chapter 14.

Increase Your Site’s Revenues with AdSense

Many website owners and publishers have turned to Google AdSense as a convenient way
to earn money by displaying targeted ads on their web pages. The ads may be text, images,
and video.

The ads are related to the content on the page, and each time a visitors clicks an advertising
link, the site owners share in the advertising revenue. Google’s search technology matches the
page content with ads based on the website’s content, the geographical location of the site, and
other factors.

Where new advertising is included on a web page, or the page hasn’t been crawled by
a searchbot for classification, temporary ads for public service announcements are
displayed.

How AdSense Works

Each time a visitor visits a page with an AdSense tag, a piece of JavaScript provided from
Google accesses the ad servers at Google. Using either a cache of the page or keywords in
the URL itself to determine the high-value keywords, ads are served based on the AdWords
bidding system. Read about AdWords later in the chapter.
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Join the AdSense Program

You can’t decide to simply insert ad code into your site—Google requires an approval process.
The Google AdSense homepage is located at www.google.com/adsense.

Before you decide whether or not to join AdSense, take the tour to provide yourself with a
high-level view of the program.

Read an Overview to Get Your Bearings
To get an overview of the program, follow these steps:

1. Open the What’s AdSense? window shown here, which is located at
http://tinyurl.com/hosns.

What's AdSense? 10f 10 o o

What's AdSense?
Google AdSense is the program that can give you advertising revenue from each page on your

wehsite—with a minimal investment in time and no additional resources.
Earn morer

AdSense delivers relevant text and image ads that are precisely targeted to your site and your
site content. And when you add a Google search hox to your site, AdSense delivers relevant
text ads that are targeted to the Google search results pages generated by your visitors' search
reguest.

AMING SERVICE

Dog Training
PetSmart Dog

-=4 sani 2 Deg ET— Training is Fun,

Safa & Convenient.

Tep 19 Wha o oo ouga T e Find Classes Near

Whan Veu Call Yeur Dog?

You You get relevant text

s Batsmateom o || and image ads that are
precisely targeted to

Puppy your site and your site

Househreaking content.

Discover IAMS

Smart Puppy

Formula. Register
for Advice, Offers &

Bad Ilorel
on Yaris Ragrat Marcing Lat Your asan. i ams. oo mizmanpug
;I.-;;ﬂ-w B4 Masae the Fasdly
“ AdSense Home Apply Now 41X

2. The overview comprises ten frames of information, outlining the different aspects of
the program, the requirements for joining, customization, and so on. Click one of the
headings in the left frame, or the directional arrow buttons above and below the text to
move through the tour (Figure 7-1).
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GO (.)gle AdSense AdSense Home - |r;\;:geng
Customize AdSense for your site sot10 @)@

What's AdSense?
Whet s S et You can customize the appearance of ads, choosing from a wide range of colors and termplates.
Ditto with your search results page. Your reports are custamizable, too. Flexible reporting toals
Earn more revenue et you group your pages in any way you want 50 you can view your results by URL, domain, ad
: : type, category and mare to learn where your earnings are coming fram.

In minutes

thousands 512.0 Ib. shipped frem NY and A'dam  Den't let volatile mozzarella prices eat

rtisars | Excallant Taste, Service and Prices your pizzeria profits.

Grasps the meaning
ur content

L 0 s P - i U -
Shop for Goat Cheese italian parmesan cheese
£12.0 |b. shipped from NY and A'dam  the shep where you can find the real
Excellent Taste. Service and Prices parmesan chaess

Jelimywg oy | Adibion | Duvaiy | Cimputia A Fie

‘i = reais b ey bk v

= Shop for Goat Cheese Pizza Cheese Market Study
L 512.0 Ib. shipped from N¥ and &'dam Don't let volatile mozzarella prices eat
Chacas 5 paletis 5 5 ming pot Excellent Taste, Service and Prices your pizzeria profits.
s [ ! [Enei)
Customize AdSense RS —

Use the color palette to
®&——— maich the look of the ads

for your site
3 to the look of your site.

customers say

Apply now

AdSense Home Apply Now o °

FlcIV{=WAN Take a quick AdSense tour to get an overview of how the program works.

3. Click AdSense Home to return to the start page. You can also click Apply Now to start
the application process.

Make Your Application

To make an application to display Google AdSense ads on your website, follow these steps:

1. Click Apply Now from the Google AdSense homepage or the tour pages.

2. Enter the required information on the application form, part of which is shown next. You
need to provide the website address, contact information, and product choices—either
AdSense for Content, AdSense for Search or both.



CHAPTER 7:  Host Ads and Advertise with Google Ads

GQ_USIQ”

Welcome to AdSense ‘Whatis AdSense? | Already have an account?
Please complete the application farm below.

Website Information

Website URL: [?] | |

= Please list your primary URL anly.
= Example: waw example.com

Website language: i Selectalanguage: V|

« Tell us your website's primary language to help
OUr review process.

| Contact Information

Account type: [?] [Individual i
Country or territary: IUnited States v

[1] Important - Your payment will be sent to the address below. Please
cornplete all fizlds that apply to your address, such as a full narme, full
street name and house or apartment number, and accurate country, ZIP
code, and city. Example.

Payee name (full |

EelliE = Your Payee name needs to match the name on

your bank account.
« Payee must be at least 18 years of age to

Select the checkboxes to acknowledge compliance with program policies.

The policies prohibit clicking your own ads and offering people incentives to click on
your ads. They also state that you can indeed receive checks as the payee, that you
won’t use the ads on sites containing pornography, and that you have read the AdSense
Program Policies, located at http://tinyurl.com/29eypp.
Click Submit Information.
Your information is transferred to Google for review.

When you receive an introductory e-mail, in 2-3 days, you can log into AdSense and start
building your ads.

Generating Ads for Your Site
Once you have been approved for the program, you can log into AdSense and create your ads.
This chapter’s discussion starts with the AdSense setup, describes the My Account

features, and then returns to the Reports section—it’s simpler to understand what the
reports mean when you know how the ads are constructed!
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Advertisements Prevent Pages
from Being Valid XHTML

A web page containing Google ads won’t validate as XHTML because of the ad structure.
The ads use the JavaScript document . write method, deprecated in XHTML.

The workaround is rather sophisticated, and involves placing the AdSense code in a
separate file and then serving it as text/html using the object element.

Google AdSense offers a range of different ad structures and layouts to use on different
areas of your site. You can use AdSense for Content, which displays ads using links, AdSense
for Search, which shows a search box and allows general Google or site-specific searches, and
Referrals, which lets you add content to products such as Firefox or Picasa.

Design Content Ads That Are Right for Your Site

To log into your account, type the e-mail address used for the account and set a password from
the AdSense homepage. Click Sign In.

The Overview Reports page is displayed. On this page, choose from the Reports, AdSense
Setup, and My Account tabs, each of which allows access to different features and settings,
shown here.

GOL)S[e |[ Search AdSense Help ]

AdSense Setup Ny Account
Overview | Advanced Reports | Report Manager | Site Diagnostics

Today's Earnings: $0.69 TIP  Yvant to stay Up to date with the latest

WIEW payment nistary AdSense announcements and feature
releases? Visit the AdSense blog to read
posts written by members of the AdSense
team. You can also subscribe to receive
posts directly wia emall.

To create your first AdSense for Content ad, follow these steps:

1. Click the AdSense Setup tab to display the options as four links.

2. Click Products to display the page. The process for building an ad can be done using the
default your page wizard, or you can click Single page to combine all the selections
on the same web page.

3. In the first section, select an option to define whether to create an Ad unit or Link unit
(Figure 7-2).
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Choose Ad Type

Google AdSense prograrn policies allow you to place up to three ad units and one link unit on any
page.

® Ad unit Linked Title

[ Text and image ads (defauly | Advertizer's ad text
T here

Ad units contain either text ads, image
ads, ar both, The ads are targeted to the
content of your page using contextual and
site targeting.

O Link unit

Each link unit displays a list of tapics that Bicycle parts
are relevant to yaur page. When users Bicycle training
click a topic, they're brought to a page of Bicycle shops
related ads. Learn maore... Cyeling news

SlelV]:{=wAW Sclect the type of unit, either ad or link, from the page.

4. Choose a Format from the drop-down list on the Choose Ad Format and Colors section
of the page. You can choose from horizontal leaderboard or banner ads, vertical ads,
rectangles and boxes, or buttons.

Read about formats and see examples of them at http://tinyurl.com/3dbour. For
information on the best-selling ad formats, read the sidebar “Did You Know: Some Ad
Formats Work Better Than Others?”

5. Select the colors for the ads from the Colors section of the page (Figure 7-3). You can
choose an existing palette from the Palettes drop-down list, change individual elements
of the existing palettes, or save a set of colors that matches your site.

Refer to the sidebar “How To: Decrease Ad Blindness By Making Clever Color
Choices” for a discussion of ad color choices.

6. Choose an option to display when ads aren’t available on your site. The default shows
public service ads; you can also show ads from another location or fill the space with
solid color.

The next part of the page is used to define custom channels to track the effectiveness
of ads in different areas of your site. See the upcoming section “Test Your Success with
Channels” to learn about using channels.
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Choose Ad Format and Colors
“You can customize your ads to fit in with your pages. Use the options below to specify ad size, style, and more.

Format

Ad UNits come In 3 varlety of SiZes - view all the options | 726 x40 Leaderboard ¥
on our Ad Formats page.

Colors Paleties | horizontal olive v|
Chuuse frum une ol vur pre-designed colur palelles, or Save as new palette | Edit paleties
create your own paletie. Tips
! g Border # 929966 | [
Some options apply to text ads only. Titie #-
EFEFED

Sl Background # 1

Linked Title Text #|0ooooo |l

Advertiser's ad text
here

R+t I

Hle{Ux{=wAW Choose an existing color palette or modify the swatches and save your own
color scheme.

7. Click anywhere in the code shown in the Get Ad Code section of the page to select the
content and copy it.

Get Ad Code

Click armawhere in this box to select all code.

ou rnay paste this code into any web page or website that complies with our prograrm
lpolicies. Once the code is live on your site, relevant ads should appear within 48 hours.

For more help with implementing the AdSense code, please see our Code mplementation
Suide.
For tips on placing ads to maximize earnings, see our Optimization Tips.

|

8. Paste the code into your web page’s code and then post the page. You’ll see targeted ads
on your site in approximately 48 hours.
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Decrease Ad Blindness by Making
Clever Color Choices

Viewers to your site may suffer from ad blindness, a state where users ignore everything
that’s not the main content on the page. You don’t want ads on your site to blend into the
site, making them appear as content, but you do want to have your viewers click on ads of
interest.

Check out the Google tips for choosing color at http://tinyurl.com/3ysege.

Start with General Color Ideas

Match the overall appearance of the ads to the overall appearance of your site. If you use
a fresh pastel color scheme, users may find ads designed in primary colors against a black
background too startling, even offensive.

On the other hand, if your site is a kaleidoscope of color and content, unless your ads are
designed in similar fashion your viewers won’t notice them.

Match the Color Scheme to Your Site

The appearance of the ads has a direct impact on their visibility. The color schemes break
down into three categories:

Ads That Blend Into the Page Ads that blend into the page are useful where you don’t want
the content to stand out dramatically, just to be ignored by the viewer. A blended ad block
uses the same background and border color as your page’s background.

If you have a white background and don’t want to spend a lot of time
customizing the appearance of the ads, consider the default Open Air
palette.

Ads That Complement the Site’s Color Scheme A complementary ad block uses the colors you
work with on your site, but don’t match borders and backgrounds. For example, if you use
hunter green as a link or accent color, you could use the same green as the border for the ads.

Similarly, a pale yellow used as a background for a heading style can be used as a
background for your ad blocks.

Ads That Contrast with the Site’s Color Scheme Contrasting ads use colors that stand out
against the page’s background, and are most commonly seen on sites with dark backgrounds,
such as a pale yellow ad background against a black page, or a white ad background against
a dark blue page.
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Use Multiple Color Palettes for the Same Ads

Some sites have visitors that return frequently. To attract their attention to the ads, you can
have your ads automatically rotate among several color palettes.
In the Choose Ad Format and Colors page, follow these steps:

1. Click the Palettes drop-down arrow to open the list and choose Use Multiple
Palettes. The page layout is reconfigured to allow you to choose multiple
selections.

2. Press CTRL/COMMAND and select the palettes from the list. You can choose up to four
palettes

3. View a sample of each palette as you select it (Figure 7-4).

4. Once you have made your selections, continue on with the rest of your ad design.

Choose the Best Page Placement for Your Ads

The best location to insert Google ads on your web page varies, depending on the page’s content.
The goal is to integrate ads that the reader will notice without making them too intrusive.

Google offers suggestions and information about matching location and value of your
ads at http://tinyurl.com/y9fj7I.

Colors

Choose from one of our pre-designed color
palettes, or create your own palette. Tips

" Some options apply to text ads only.

PRSI Ad’SensePa!e

Samizic Open Air “|
Linked Title T
Adv . T | lold 'CTRL' or 'Command'

Linked Title

Ad Liﬁ'keci Titllel i « back to single selection

51 o i

ﬁu'l_inked Title
“Madvertizer's ad text
here

Sle{Uz{=w” W Sclect multiple color palettes to rotate on your site pages.
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Google describes ad placement locations on a “heat map,” laid out as in this example. The
darkest areas represent the best ad performance; the lightest represent the worst ad performance.

S
- | 1l

PRIMARY
CONTENT

|

PAGE FOOTER

The best locations for ads vary according to the page content and where the user’s attentions
are focused. For example, ads close to navigation units and rich content such as video usually do
well as the user is focused on that area of the page. In the same way, ads placed at the end of an
article perform well as they give the viewer something to do when they finish reading the article.

In general, wider ad formats are easier to read than tall formats that wrap text every few
words. The best performing ad sizes, according to Google, include:

B 336 x 280 pixel large rectangle
B 300 x 250 pixel inline rectangle
B 160 x 600 pixel wide skyscraper

Insert Multiple Ad Units to Increase Performance

The AdSense Terms of Service let you include up to three ad units, one link unit, and two referral
units per page. Consider using multiple ad units when the reader has to scroll down the page,
such as a page with a lot of text content, or one containing forum or message board content.
Google offers tips and ideas for placing multiple ad units on forums and other text-heavy
pages at http://tinyurl.com/yubszk. Also at this site, look for a heat map showing the best
producing ad placements for forum sites (Figure 7-5).
Here are some tips for using multiple ad units on a forum site’s pages:

B The best position seems to be a skyscraper ad above the fold at the left side of the page;
other than the one skyscraper location, horizontal ads are the best-producing format
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1. Format is important for multiple ad units
Flacing a skyscraper ahove the fold on the left side
slightly better perfarmance than other positioning. K
units throughout the page our horizontal bias still fa
Faorum Heat Map below for mare details.

LOGO | |

| NAVIGATION BAR >> FORUM > THREAD |

First Post

Second Post

Last Post

« Previous Thread | Next Thread »

Hle{U =AM Optimize ad placement on forum pages according to performance.

M Horizontal link units can be placed on the page just below the header and offer readers a
list of relevant topics, like the list shown here:

Register FAG Members List Today's Posts Search =
TYW Store Liberry Deflecto Tile Calculator [New Here? Read This]
Ceramic lile KERDI membrane / Interior Design Basement Bathroom
All Products for Ceramic shower Bathrooms Basement bathroom,
lle Maintenance and Low prices, fast Custom made stone tollet, shower and
Tristallatinm chirmimm Mor name 2avs haths Tnterice decinn Lat mAdr installatinm mads
2ds by Coogle

; [l 2 3 > Last»

B Place an ad unit above or below the first post rather than the page heading as readers
usually skip headings and view the posts directly

B Add aleaderboard after the last post to give the reader a place to go, but before the page
footer as forum visitors often don’t view the footer.
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Enhance Your Ad Income

Many sites use AdSense to monetize their content. Here are some tips for maximizing
AdSense income on your website:

B Methods used to drive traffic to your site, such as links in your e-mail signatures,
and postings you make on forums, enhance the potential for making money with
AdSense

B Valuable and regularly updated content on your site attracts AdSense ads paying
higher rates

B If you have multiple ad units on the page, make sure the unit with the best page
placement is listed first in the page’s code—the ads that placed highest in the page’s
auction and generate the most revenue for your site are assigned to the first instance
of the code in the page.

B You can use terms such as “Advertisements” or “Sponsored Links” to increase click
rates. Google doesn’t allow overt requests such as “Be sure to click my AdSense ad.”

Google also offers AdSense for RSS and Atom feeds, although the program isn’t currently
taking new applicants. Images are inserted into a feed. When the viewer displays the
feed, Google writes the ad content into the image based on the content surrounding the
image. Read more about AdSense for RSS feeds at http://tinyurl.com/2k5gs5.

Use Specialized Ads for More Impact

In addition to the varying combinations, colors, sizes, and arrangements of regular AdSense ads,
Google offers a few specialized features you can consider for your site. You can add a search box
to your site, add Referrals, and have your sitemap listed at Google.

Search the Web from Your Site

AdSense includes a search feature, called AdSense for Search, which lets you place a Google
search box on your site for your users to search either your site or the Web at large. Your income
is derived from clicks users make on search results pages. To maintain your site branding, the
search results page can coordinate with your site’s overall theme.

Find details about the program in the AdSense for Search help files at http://tinyurl
.com/2fhz8g.
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Follow these steps to customize the search feature for your site:

1. Log into AdSense using your login information at www.google.com/adsense.

2. Select the AdSense Setup tab, and click AdSense for Search to open the AdSense for
Search configuration wizard.

You can choose either the three-pane wizard, or click Single page to display all
configuration options on a single page, used in this example.

Specify the search type and locations. You can choose either Google WebSearch alone,

or in conjunction with SiteSearch. As shown here, type up to three URLs to include in
the search feature.

O Google WebSearch
Allows users ta search the web directly from your site
© Google WebSearch + SiteSearch
Allows users to search the web or the specific site(s) of your choice

Enter up to three URLS for SiteSearch:

hitty:f [wwew donnabaker cal |

hittp:// | |

hitp: | |

4. Choose features for the search box’s appearance, such as whether to show the Google
logo, where to place the search button, and text color (Figure 7-6).

Search box style
Sample
Google
|[ Bearch
@ weh O www rinnnahaker ca
Logo type Search button Background color Length of text box
@ Google Logo 1 5earch button below text hox !_\{\@}_e__: :Z| Chiratler s
Logo above text Text color:
box ® Black
© "Google Search” on © e
buttan

Sle{Ux =AW Specify the appearance of the AdSense for Search search box.


www.google.com/adsense
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5. Select other features, including the site language, whether to open results in a new
window or the same window, and the page encoding.

6. Specify the appearance for the search results page. You can include a logo image, as well
as a link from the logo to your web page. Select different colors for the search returns
page to coordinate with your website’s color scheme, as shown here.

Search Results Style

Sample

22 Logo|

| [ Search ]

Google Ad

Google Adse
to make more revenue from advertising on their
site while maintaining editorial guality ..

ey google comiadsensed - 12k -

Loga image hﬂp:},!www.donnabaker.caﬁmages|
" t%?wlé JPG, PNG or GIF, max 50px height
P Above search box

LOogo  hitp:fpwwewr. donnab aker.cg

URL
optional

destinalion eyample: hitp:/Amw google com/adsense)

Customize the logo and style of your search results pages to match your site.

Palettes

Rnorrer

Title

Background

Text

URL

Yisited URL

Light URL

Logo Background

| 2007 v

Edit palettes

#[ceocas |
#[7rsaze [
#[reeeee [[]
+ (00000 | I
#[sz7e10 [
#[sz7e10 [
#[pce7ec [
#[rereee [[]

7. Choose more options from the lower section of the configuration page. You can:

B Select a domain to use for searching if you prefer not to use the default United States

B Choose the Use SafeSearch option to exclude adult-themed returns

B Specify a custom channel to track the results (read about channels in the section
“Produce Site Reports to Keep on Top of Your Advertising Efforts”)

8. Click in the search box code frame to select the text and copy it. Paste it into the web
page for your site where you want to see the search box (Figure 7-7).

G(Jugk" |Acr0bat q

| [ Saarch

O Web ® www.donnahaker.ca

Sle{U{=WAM The new search box is displayed on the page, ready for use.
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9. Test the site’s search. The results are shown in a web page, using the custom color
palette, as seen here.

What is this page? &

|Acrobat8 |[ Saarh ] P°WE::‘;E}"

O search the Webh © Search www.donnabaker.ca

|Acrobat 8 Download

|Acrobat-Stop oo Ultra Fast Download - Acrebat. Latest version - 100% Guaranteed.
|Acrobat 8 Pro $155.49

[y Softwareking com Mo llegal Downloads Live Customer Service Available
Download Acrebat Reader

Adobe Acrobat-ib comfreader Mewest Acrobat Reader. Authorized Distributar, 100%
Guaranteed

|$125- Adobe Acrobat 8

|acrobat EverythingOutietcom — $193- Aerobat Professional B In Stock- Free Shipping

Web Results 1 - 24 af 24 fram www.dennabaker.ca for Acrobat 8. (0.14 secands)
Adobe Acrobat 8 in the Office (Peachpitiddobe Press) written by ... powered by
Fage describing Acrobat in the Office book, examples, instructions, bonus Gocgle
chapters.

wwnw clonnabaker.cafbook_acroBoffice/acroBoffice.htm -

Baker Communications: Downloads page, project and ancillary files ...
Adobe Acrobat & in the Office. C55 Design for Web Designers Only,
Adobe Acrobat and POF for AEC . Adobe Acrobat 7 in the Office,
Reviewing POF Documents in ..

wwaw donnabaker ca/downioads html -

Baker Communications: MWelcome page intro to principal, Donna L. Baker

You can use two search boxes on a single web page.

Increase Your Revenues Using Referrals

Referrals is the third type of AdSense service. You can direct users to interesting products
including AdSense, AdWords, Firefox, and Google Pack.

Your referral generates income based on the type of referral made, and other criteria.
Read more at http//tinyurl.com/2ahsg3.

Follow these steps to add a Referral to your site:
1. Log into your AdSense account. Click AdSense Setup to display the Products page, and
click Referrals.

2. On the Referrals configuration page, follow the wizard, or click Single page to display
the settings in one page.


http://tinyurl.com/2ahsg3
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.

Browse the web
faster. Get Firefox with
Google Toolbar.

Gat photo softwara
from Google

Fle{U{=wA W Insert Referral links or buttons on your web page for different Google products.

3.

4.

Choose a product from the Google referrals list. Your choices include Google AdSense,
Google AdWords, Firefox/Google Toolbar, and Google Pack.

Scroll through the lists of options to select a referral product. You can choose text links,
or various sized and colored buttons.

Copy the code from the code box at the bottom of the page and paste it into your web
page’s code.

Post the page and check the referral links (Figure 7-8).

You can customize text links using your website’s HTML font tags. Read more about
optimizing and using Referrals at http://tinyurl.com/2zf38u.

Use Sitemaps to Get Your Site
Included in Google’s Search Results

The key to success with AdSense, and your site in general—is traffic. Google offers
Webmaster Guidelines you can read to maximize your site’s potential.

Read the Webmaster Guidelines for Advice

The guidelines are available at http://tinyurl.com/36zoxp. You can read about:

Technical aspects of site construction, such as freedom for search bots and pages
without session IDs or arguments

Design and content guidelines, such as a site hierarchy and links

Quality guidelines, such as designing for humans (not search engines), and avoiding
hidden links and text
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Include Your Site at Google Sitemaps for Improved Recognition

Google offers a way to improve your website’s exposure to the public and improve your
search rankings. You can submit your site’s URLSs to Google Sitemaps via the Webmaster
Tools Dashboard, shown here.

G O( Jg[e Webmaster Tools

Dashbeard

Add Site: ] i OK ~ Tools
Example: hitpdfwww, google.comy’  [7]
Download data for all sites
Beport spam in our index
Subrmit a reinclusion request

Sites 1 to 1 of 1
Sile & Chivk @ sie {0 view information abow § and ifs : Site .
related Site Sitemap Site Verified?
[0 Manage http: . donnabaker cal Add a Sitemap

Delete Selected & Duwriluad Lhis Lable

Open the page at http://tinyurl.com/y27von and enter your site’s information. Once it has
been verified by Google, you can check out different features of the site, such as the settings
used by Googlebot, types of errors found, and other details (Figure 7-9).

Test Your Success with Channels

Once you have gone to the effort of applying for and being accepted into the AdSense program,
customized your ads and placed their code on different pages of your site, you can test to see
how effective different ads are by using channels. Google AdSense lets you have up to 200
custom and URL channels.

Specify Channels to Evaluate Changes Effectively

Channels are used to track your activity, and have no effect on how the ads are targeted to
your site, or your earnings. Use channels to evaluate changes you make to your site, or your
advertising. The Google AdSense reports include a breakdown of activity based on your
channels, described in the upcoming section “Create Custom Reports to Simplify the Returns
and Save Time.”

Choose the Type of Channel to Use

AdSense offers two types of channels—based on the page URL or a custom description:


http://tinyurl.com/y27von
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CO )g € webmaster Tools

Dashboard > http:iwww.donnabaker.ca/ > Summary

Diagnhostic  Statistics  Links  Sitemaps sites -
Summary Summary Rate this tool: © © ©
Crawl errors Indexing | Query stats »
Weh crawl Home page crawl: ¥ Googlebat last successtully
accessed your home page on
Mobile Yveh Apr 24, 2007
Tools Index status: " Pages from your site are
’ included in Google's index.
robots tit analysis See Index stats. [2]

Manage site verification

Craw rate Web crawl errors

Preferred domain HTTP errars v 0 -
Enhanced Image Search ot found v 0 T
URL Femovals URLs not followed v 0 -

URLs restricted by robotstt ¥ 0 e

URLs tirmed ot v 0 2

Fle{V[:{=A:l Read how your site is indexed and evaluated by Googlebot.

URL Channels A URL channel is based on your site’s pages, and available only for the AdSense
for Content program. Use a URL channel to identify the success of individual pages on your site.

Find Specifics Using Custom Channels Custom channels are used on your site to track specific
ad units across a number of pages. You might use custom channels to track the success of a new
ad placement or type, such as a leaderboard across the top of your main site pages for example.
Custom channels can be used with AdSense for Content, AdSense for Search, and Referrals
programs.

Read in-depth information in the Optimizing with Channels article at AdSense, located
at http://tinyurl.com/39uzlb.
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You Can Create Ad Placements
from Custom Channels

In addition to tracking information for your own use with custom channels they can also be
defined as an ad placement. Ad placements are offered to advertisers as a specialized type of
ad. The custom channel code contains additional information such as the location of the ad
and the type of page which is offered to advertisers when they are using targeted ads.

Read about using custom channels at http://tinyurl.com/3ajeqk.

Create a URL Channel for Your Site
Both URL and custom channels are assigned from the same location in AdSense. Log into your
AdSense account, and follow these steps:

1. Choose AdSense Setup | Channels to display the page.

2. Click the AdSense for Content button, and click URL channels to display the form. Click
Add New URL Channels to open the fields shown here.

Adsense for Content AdSense for Search Referrals

Custam channels | URL chanhels

| Actions... ¥| +Add new URL channels | (Find Channels

Total URL and Custom Channels remaining: 197 Example URL channels

Enter URELs to track, one per ling: frack all pages

'donnabaker.cafindex.htmll | Exarnple.com across all
subdomaing
frack anly pages

across the
| | sports.example.com

‘sports’
or cancel subdomain
irack all pages
sports.example.comidnets  below a specific
directony
) frack & specific
sports.example.com/indes. him s

[] URL
[] donnabaker. caf books. html
[] donnabaker. caf contact. html

[] donnabaker. cad downloads. htrnl

3. Type the name of the URL you wish to track, but don’t include the protocol prefix, such
as http or ftp. You can add several channels at the same time by entering each address on
a separate line.
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4. Click Add channels. The new URL(s) display in the URL list at the bottom of the page.

Read about optimizing your site using channels in the Google AdSense Help files at
http://www.tinyurl.com/2df7qd.

Understand the AdSense
and AdWords Lingo

Here are some simple definitions of the common terms you encounter when working with
AdSense and AdWords:

Keyword A keyword is a term or phrase you assign to target your ads for potential
customers. A keyword can contain more than one word, such as metal garden shed.

Keyword Matching Options Keyword matching comes in four varieties to use for targeting
your ads on Google search pages. The options include:

B The default option is broad matching which includes general keywords or phrases.
The ad can appear when a user searches for your keywords in any order, with or
without additional terms. For example, if you sell garden sheds, and use the terms
garden and sheds as the broad matching option, your ads may display if a user uses
a range of search terms such as garden, potting, or outdoor sheds.

B The exact matching option requires the users to search for the specific phrase in the
order you specify, such as [garden shed] enclosed in braces and without any other
search terms.

B Use phrase matching for user searches where the keyword search is a phrase using your
terms in the same order, with or without additional terms, written as ‘“garden shed.” A
user may see your ad if they search for outdoor garden shed or vinyl garden shed.

B To limit the ads to searches for relevant keywords, use a negative keyword option.
As in Google searches, use a (-) before the keyword you don’t want to use. For
example, a keyword written as garden shed -greenhouse won’t appear if the user
searches for garden greenhouse.

Cost-per-click (CPC) Each time a user clicks on your ad, it is registered. The CPC is the
maximum amount you pay in a keyword-targeted ad campaign each time the ad is clicked.

Impression An impression is a view of an ad on a web page used to calculate a cost-per-
thousand price for an ad campaign.

Cost-per-thousand impressions (CPM) Each view of your ad is an impression; one of two ways
of costing AdWords. You specify a maximum amount to pay for each thousand impressions.
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Produce Site Reports to Keep
on Top of Your Advertising Efforts

In addition to the tools for creating and using different advertising schemes to monetize your
website, Google AdSense provides an equally expansive set of tools to monitor your efforts and
produce generic and custom reports.

Review Reports on Your AdSense Advertising

Log into your AdSense account to view your reports in the Reports tab, shown by default. Check
out the basic report information on the Overview tab.

View Default Reports for Quick Info

You see your day’s earnings first, followed by a breakdown of the AdSense products by Content,
Search, and Referral, shown here.

AdSense Setup My Account
ed Reports | Report Manager | Site Diagno
Today's Earnings: $0.00 TIP  Are you ready to he paid? Read our
wiew payment history Payment guide to learn the steps you need to
take to prepare your account for payment.
e | last rmonth - Agpril b
Page impressions Clicks Page CTR  Page eCPM[?] Earnings
AdSense for Content ~ top channels 1,319 2 0.19% $0.77 $1.02
donnabaker. cal contact. html 5 0 0.00% $0.00 $0.00
donnabaker calindex. htrl 42 0 0.00% $0.00 $0.00
donnabaker. cal books. htrml 12 ] 0.00% $0.00 $0.00
donnabaker. cal downloads. htmi 103 ] 0.00% $0.00 $0.00
view all AdSense for Content channels »
Queries Clicks CTR eCPM [?] Earnings
AdSense for Search 17 3 17 65% $41.70 $0.71
Clicks CTR  Sign-ups Conversions [?] Earnings
0 0.00% 0 0 $0.00

You can read an overview for a different time frame by selecting an option from the View
drop-down list, such as the last week, or month, or since the last payment date.
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[Quick Reports

Custem Advanced Reports AdSense for Content

Learn more aoout LUstom Repors s
Learn more about Custom FEepaorts This month. by sy

This muonth, by chiannel & day csy
Last month, by day c3v
Last month, by channcl & day cov

Since |ast payment, by day cs

Since |ast payment, by channel & day cs

AdSense for Search

This month, by day  csv
Last month, by day  csv
Since last payment, by day  c:
Top Queries  Csv

HlelV[3{=WALN Download reports in formats suitable for viewing in a spreadsheet program.

Download Reports for Viewing Offline

Scroll down the page to find a set of links for downloading reports on different products and
time frames in CSV (comma separated values) format you can open in a spreadsheet program
(Figure 7-10).

Improve Your Site Using AdSense for Search Queries Reports

If you use AdSense for Search on your site, you can view the reports, including a list of the
top 25 searches performed using your search box.
Follow these steps to view a query report:

1. To open a report, click the Top Queries link in the Quick Reports part of the AdSense
Reports page, shown in Figure 7-10. The Advanced Report page of the Reports
tab opens.

You can also click the Advanced Reports link to open the page and choose a product
directly.

2. Choose a product from the Choose Product drop-down list; AdSense for Search is shown
as it was selected in the previous step.

3. Choose a date range from the drop-down list, or type the range of dates.
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4. Click Report to display the results, shown here.

AdSENSE Selup ey Acconnl
Cvenview | Advanced Reports | Report Manager | Site Diagnaostics

Advanced Reports

Choose product Show

O Aggregate data

Channel dala  manane channels »
© Top queries data

!_.z’\dbiensc for Boarch VJ
Choose date range
Ol laslmonth-April &

@ |Feb ¥| 1 || 2007 ¥ -|May W5 M| 2007 |
* Date ranges arc bascd on Pacific Time

Display Reporl

February 1, 2007 - May 5, 2007 Downioad C3Y file
I otal Queries: 6Y

Top Queries # Queries « % Total Queries
swishma & 7.246%
Acrobat 8 ] 7.246%
acrobat 8 4 5.797%
how to 3 4.348%
ADOBE ACROBAT 8 PROFESSIONAL 2 2.809%
spotlight 2 2.8099%
lotal 4 3U.435%

The top queries report find out two different types of useful information:
B What users are looking for on your site, which you can use to emphasize your site’s
contents

B What users can’t find on your site, which you can use to expand and enhance your site’s
contents

Create Custom Reports to View Specific Activity

If you work with numerous channels, or want to track your activity closely, look at making
custom reports. You can specify the contents of the report and select features such as the date
range or types of views.

Specify Features for a Custom Report
To create a custom report, follow these steps:

1. Click the Reports tab, and choose the Advanced Reports link to display the Advanced
Reports page.
2. Choose a product from the Choose Product drop-down list, such as AdSense for Content.

3. Choose a date range from the drop-down list, or type the range of dates.
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Reports AlSense Selup Ity Accounl

Overview | Advanced Reports | Reporl Manager | Sile Diggroslics

Custom Reports: None { Learn more about Custom Reports )

Advanced Reports

Choose product Show

O Aggregate data
® Channel data manage channels »
| [ Find Channals | Reset

AdSensze for Content (8|

Choose date range

Bl le#t menth-Apn | Actlve URL Channels: A

donnabaker. calf books. htmi
|| donnabaker. caf contact. html
[ donnahaker cad downinads htmi

® [Apr ¥[1 %|[2007 ¥ - [May M|[5 & 2007 ¥
* Nate ranges are hased nn Pacific Time

Show data by [?] [ donnabaker. ca/ index. htmi
|Page ¥ Active Custom Channels: =
Inactive URL Channels: ~

Select: All, Active, Inactive, Nonc

Group by: O Date @& Channel O Both

Display Report

HlV{=WAKN Choose features for a custom report from the page options.

4. Choose an option to view data from the Show Data By drop-down list. Your choices
include:

B Choose Page to count a page impression every time a user views a page containing
an ad regardless of how many ads are shown on the page

B Choose Ad Unit to count an impression for each ad on a page every time a user
views a page
B Choose Individual Ad to count an impression for each unit of each ad on a page

5. Choose what data to show in the report by selecting either the Aggregate Data or
Channel Data buttons. As shown in Figure 7-11, the Channel data option and one of the
custom channels is selected.

6. Click Display Report.

7. The results are shown at the bottom of the page. To save the format for a custom report
type a name in the Save As Custom Report field, such as books channel, shown here,
and click Save.

Apl‘ll 1’ 2007 - May 5’ 2007 Save a5 Cuslum Repurl. [buuks channel Savo cav
Channe| a Page impressiens Clicks Page CTR Page eCPM [?] Earnings
donnabaker. cal books. himl 29 1 S345% $3048 30.88
Toraks M 1 3 45%, Fa0 an 40 He

AVPTafes Vi) 1 0 o1
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Ways to Access Your Custom Reports

Rather than repeating the option selections, your custom report can show you the information
automatically. Once the report is created and saved, you can find your custom report in these locations:

B The custom report is added to the Custom Advanced Reports list, shown in Figure 7-10

in the Quick Reports section of the Overview page

B The custom report is added to a drop-down list on the Advanced Reports page

B A custom report can be e-mailed to you automatically

E-mail Reports to Yourself to Save Time

Save some time: instead of logging into your AdSense account and then locating and running a

report, set up a schedule to have the report sent to you by e-mail.
Follow these steps to configure automatic mailing:

1. Click the Report Manager tab to display the page.

2. Select the report name’s checkbox.

3. Select a frequency from the drop-down list. You can choose from daily, weekly, or

monthly report frequencies.

4. Seclect an e-mail address if you have more than one address associated with your

AdSense account.

5. Choose a format from the drop-down list. You can use either CSV or CSV-Excel format.

6. Click Save Changes (Figure 7-12). Monthly reports are sent on the first day of the

month; weekly reports are sent on Monday.

The AdSense Reports pages also include Site Diagnostics to check for URLs that the
Google AdSense crawlers can’t read. Find out more about blocked URLs at http.//

tinyurl.com/32x5wz.

MdSense Setup Iy Account
Uverview | Advanced Hepotts | Report Manager | Site Uiagnostics

Report Manager
(On this page, you can edit your saved reports and set up schedules to have reporis
emailed to the address of wour choice.

Please note that monthly reports are sent on the first day of the month, while weekly
reports are sent every Monday.

Saved Report Templates

Report name Frequency Sendte: [ ediaddresses) Fermat

Vlbooks channel | Weekly »| |donnabaker@gmail.com v| | CSv v

[ Save changes ][ MNeleta rherkad repnrs ]

FIGURE 7-12

Choose settings to have your reports e-mailed to you automatically.
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Analyze Site Traffic in Depth
with Google Analytics

Regardless of the type of site or business you conduct online, knowing about your visitors,
and how they found and interact with your site are vital to your business’ financial success.
Google Analytics tracks all online campaigns, from e-mails to keywords, regardless of
search engine or referral source.

Find help for Google Analytics at http://tinyurl.com/2qc4y7.

About Google Analytics

Log into Google Analytics using your Google Account to display the Analytics Settings
page of the site, shown here. Click the Edit Analytics Account link to open a form where you
input information about the site you want to analyze.

Goc J81€ Analytics

! J_ . . ; : " My Analytics Accounts:
PR R T T T O] T e oM Click to select Yebsite Profile [»

www.donnabaker.ca Bl

1/~ Drive targeted traffic to your site.
Use Advords with your Google Analytics Account.,
Tell me more about Advords. | How can | use Advwords and Analdics together?

Analytics Settings - www.donnabaker.ca (Edit Analytics Account)
From this page you can manage your website profiles, create custom or predefined
filters, and control access to your Analytics reports.

Website Profiles + Add Website Profile
«Prev 1-1/1 Next»| sStow[10 ¥ Searcn| | @
Name Reports Settings Delete Status

) : v Receiving Data
1. wny donnabaker ca Yiew Reports Edit DElEte | o arsion Goals 1

:.V" To track another website with Analytics, click the 'Add Website Profile' link.

Access Manager Filter Manager

Number of Users: 1. Add users to Number of Filters: 0. Filters can he
give them access to your Analytics created to include or exclude certain
reports and report settings. Learn wisits or clicks from your reports, to
mare. recanstruct a dynaric URL to he

more meaningful when displayed in
reports, and more. Learn more.
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Google Analytics tells you about how your visitors found you and how they interact with
your site. Using Google Analytics, you can evaluate your advertising efforts and determine
the effectiveness of your keywords in attracting business prospects.

Google Analytics is available in multiple languages, and can be integrated with
AdWords. Check out Google Analytics Conversion University at http://tinyurl.com/lsnys for
articles on driving traffic to your site, converting visitors, tracking and testing your plan, and
understanding how analytics functions.

At the time of writing Google Analytics was in transition from one

beta format to another beta format. Your page views may look

different from those shown in this chapter depending on the status of
the Analytics program when you view the site.

Overview of the Analytics System

The Google Analytics program works by defining goals, such as user purchases,
registrations, or downloads. You can define a funnel, which is a path through your site’s
pages leading to the goal.

To establish goals for the site, click the Settings Edit link, shown on the Analytics
Settings page, to display the Profile Settings window. Fill in fields for your site’s URLs as
indicated. Your site’s goals are listed in the settings as shown here.

Conversion Goals and Funnel £

Sclect up to 4 conversion goals for this profile, and define the funnel pages lcading up to

each goal.
Goal Nam= URL Active Goal Settings
G1 downloads wnw . donnabaker.ca/downloads On Edit
G2 {Goal not configured) off Edit
G3 (Goal not configured) Off Edit
G4 {Goal not configured) off Edit
View Reports

Google Analytics contains a huge amount of information. To see the basic report, select

the site you want to view from the View Reports drop-down list at the top of the Google
Analytics homepage. The first page of reports shows summaries of the various types of data
collected (Figure 7-13).

Read about setting goals and funnel pages at http://tinyurl.com/2fodoe.

You’ll see several reports in the Analytics home page, as listed in Table 7-1.
There are literally dozens of reports you can view in four categories. The Saved Reports
list opens links to the content shown in Figure 7-13.


http://tinyurl.com/lsnys
http://tinyurl.com/2fodoe
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Choose an option from the Dashboard list at the left of the Analytics page shown in

Figure 7-13.

Check Out the Overview Reports

Rather than hunting for a specific report based on a

category, choose one of the overview options from the Saved Reports list in the Dashboard
to show a particular segment of the Analytics home page, such as the Visitors Overview or

Map Overlay.

Learn About Visitors Click the Visitors link in the Dashboard to display a list of reports
you can use to learn details about your visitors such as whether they are new or returning
visitors, the browsers they use, and details such as screen resolutions. For example, a report
showing Browser & OS used by the viewers, shown here, helps to determine how much
customization the site’s CSS requires to accommodate visitors using different browsers.

Browsar & Plattorm Combos

Dashboards

¥ View |‘Webmaster ¥

T ¥ Fiter @/

wiww.donnabaker.ca | 4/30/2007 - 5/6/2007

I T

- Webmaster Overvicw Prev « 1-101|70 » Next Display| 1
- Content Summary

- Defined Funnel Navigation r Ll

- Entrance Bounce Rates so.a1m

- Goal Tracking
- Content by Titles
Eweb Design Parameters
- Drowser Versions
= Plalform Wersions
- Browser & Platform Combos
- Screen Resolutions
- Screen Colars
- Languages
Java Enabled
- Flash ersion

22.5AL

6450

Browsers - Platform
- Cunneclion Speed

€ 1. Internet Explorer &.U - YWndows XH
HOstmes & 7 Internet Bxplorer 7 0 - Windows %P
€ 3. Fircfox 2.0.0.3 - Windows XP
¥ Warketing Qptinization @ 4. Internet Explorer 6.0 - Windows 2000
B SOntEi Gotzanon @5 Firefox 1.5.0.11 - Windaws XP
@ 6. Internetexplorer /.U Windows Vista
€37 Salarn 419 3 - Macinlosh nlel
View By| Uei | & 8. Opcra 9.20 - Windows X
4 2007 * €@ 9. Firefox 1.0.3 - Windows XP

1 Coah biae RREVERE 1o 3 10 Internet Cxolorer 5.5 - Windows 90

In addition, you can see where users interact
with your site in the Site Overlay report. As shown
here, the links display a bar indicating how the users
interact with the link, such as the number of times the
link is clicked.

—| Browecars - Plathorm |

Internet Crplorer 6.0 - Winds
Internet Explorer 7.0 - Windo
Firefor 2.0.0.2 - Windows ¥P
Internet Cuplorer €0 Winds
Firefox 1.3.0.11 - Windows

W Intarnat Explorer 7.0 = Winds
Salari 419.3 - Macinwwsh Inw
Upera 9.20 - Windows XP

W Firefon 1.0.2 - Windows ¥R
Internet Explurer 5.5 - Winde
[ather)

[[Show All [ Hida Al
= Visits
(]
28

Percent
2U.B1%
27 OR%

8 6.45%

5 4.03%

3 242%

3 242%
1 Nna1%
1 081%
1 0.81%
1 0.01%

my newest books, | now have an
boks. Rather than web pages, each

are listed an the Books and Downloads

—_—
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Learn About Your Site’s Traffic Click the Traffic Sources link in the Dashboard to display
a list of reports designed to show you where and how visitors were brought to your site—
useful information to increase your site traffic. The reports are shown based on sources and
keywords, in addition to being shown graphically.

Learn What Content Visitors View on Your Site Click Content in the Dashboard to open a
series of links to reports about what your viewers are seeing. You can see content by titles

or entrance paths. You can see where users interact with your site in the Site Overlay report.
The links display a bar indicating how the users interact with the link, such as the number of
times the link is clicked, or what percentage of viewers leave the site after visiting a specific
page (Figure 7-14).

Evaluate Your Site Goals Click Goals in the Dashboard to display a list of links to reports
on your site’s goals. You can find detailed information for each established goal, as well
conversions, funnels, and goal value reports.

Finding a particular report can be tricky when there are several dozen
to choose from. Click Report Finder in the Help Resources list at the
bottom left of the Analytics homepage for help.

Analytics Settings | View Reports: EU R DELETTRE] > VL e LD oS www.donnabaker.ca v]

Reports: vww.donnabaker.ca

Dashboards Executive Overview Export BS |2

v View | Executive v]! voww.donnabaker.ca | 4/20/2007 - 5/6/2007

- Executive Overview
= COrverSion Summary

— Vigite and Dagavi ] — Vicits by Maw and i ]
Avaraga: 1.69 BV
= hiarkedinng Summany Wisite Wisits 124 Dagaviaws

- Content Summary ki
- Site Cwverlay o

All Reports P\
a 3 ]

» Marketing Optimization 3 b

76.61%

» Content Optimization g 23,39

Mon 450 Wed 32 Friam sun 3% I Hew Visitor Returning Wisitor
Date Range B 9 Wisils O Pageviews Show All | Hide ANl

Wiew By | Defoult | = — visits by Source —
4 2007 » 61.71%
Jan Feb Mar Apr May Jun

]

w0
o

TWTFS
* ] G2 e e
S WECITETE

M
.

24.15%
a (diract) goagla adaheprass.com
b

W (sther)

Frey < Week s Next

Sle{U{=WAK] The reports shows overview graphs of different types of information.
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Report Name What It Shows

Site Usage Links from the Site Usage report open further graphs showing
numbers of visits, visitors, how many pages were viewed during
each visit, and so on. For example, in Figure 7-13, over 77% of
visitors were new to the site.

Visitors Overview The total number of visitors to the site on a daily basis.

Map Overlay The map overlay shows you where the visitors to your site are
located; the darker the color, the higher the concentration of visitor
locations.

Traffic Sources Overview The referring site is shown. In the example, nearly 62% visit my
site directly, while another 27% visit as a result of using a search
engine.

Content Overview The pages viewed are listed in order of ranking. For example,

nearly 57% of visitors viewed my download.html page

Goals Overview Establishing a goal displays a graph of how many times a viewer
visited or purchased a product from a particular page.

TABLE 7-1 Google Analytics generates different types of reports.

Advertise Your Business with the AdWords Program

The days of banner ads and annoying popup windows are over—thank goodness. As Google has
largely redefined the Web as a massive search/results tool, they have also redefined advertising online.
Instead of indiscriminate advertising, Google AdWords displays text-only ads adjacent to search
results that are relevant to the keywords used and displayed in the search process (Figure 7-15).

Dashboards Entrance Bounce Rates Export i B 58 | = -

¥ Viow _'l"“[kﬂr “ vNM.donn_a»aKer.ca | 430/2007 - 6/6/2007

- Marketing Summary
- All CPC Analysis |
- CPC vs QOrganic Conversion

Entrance Buunie Rates | =]

Top ntrances Hounca Kata

“ D'verall Keyword Conversion T - 79455 || 79.45%
- Keyword Consideralions / LLan2eT 41.30%
- Campaign Curversion Mockshtml B0.00% || 80.00%
- Curmversion Surmmany

- Sile Overlay

Defined Funnel Mavigaton
Entrance Bounce Rates

» Markctbng Dptimization

» Content Cptimization

n LRI

Shove Al | Hide All

o MSrkEler VErview Prev « 1-3|3 » Next Displaqri 1 ] 10 v Filter @_- | Graph Column  Buunce Fale {v

Sle[S[:{=WAPN Show the activity of individual links on a page using the Site Overlay report.
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Web |mages “ideo MNews

Maps more »

|boat seats replacement

|[ Search ]

Advanced Search

Go Ugle

Preferences

Web

Boat Replacement Seats
. BEst-Price.com/Boat
great offers and great prices.

WWe have what you are looking for! Find

Auta & Beat Interior Maintenance & Repair : DIY Metwork
Do-it-yourself auto and beat interior maintenance and repair. ... Dash

vty diynetwork.com/diyfab_interior/0, 2020 DIY_13682 00 html - 45k -
Cached - Similar pages - Note this

Caommercial Marine Boat Seats and Chairs at Go2marine

H.O. Bostrom also has a line of OB M. and aftermarket pedastals, arm
rest and replacement parts for commercial grade beat chairs and
seats. ...

wnn 02 arine comdproductcenters/boatSeatsCommerciall - 15k -
Cached - Similar pages - Mote this

Helm Chairs and Boat Seats, Comrmercial

Helm Chairs and Boat Seats by HO Bostraom, Bentley's and
Garelick. Helm chairs and marine seats for any size ...
Replacement Seat Covers for Seirra High Back ...

wannie o2rmarine. com/category.do?no=14211 - 34k -

Personalized Results 1 - 50 of about 1,180,000 for boat seats replacement. (0.23

Sponsared Link

Cover and Replacement Door Panels - Seat Repair and Seat Covers ...

Sponsored Links

Car-Truck interior parts

Replacement Door panels,
Headliners & plastic Dash cg
wann topsonline com

Boat Accessories

Tones of fun stuff available
on Sears.cal Buy yours toda
Sears.ca

BoatBandit.com

Huge inventory of Maring Pa
Fast Shipping - Discount Pri
wninid BoatBandit.com

upgrade seats

Upgrade Air Seats At Coach
Secret Deals Upgrading To R
e FirstClassFlyer.com

Hle{U{=WALY Ads based on keywords display on the search results page.

List Your Business with AdWords

To get started with AdWords you need to create an account, as with AdSense. Open the site at
http://tinyurl.com/m4ocu, and login with your Google Account.

Configure Your Ad Information

Follow these steps to get your account up and running:

1.

Click Create Account on the AdWords opening page to display the page listing your

options.

If you have an AdSense account, you'll see a notification asking if you logged into the
wrong program. If you want to use both AdSense and AdWords, click Create Account.

Select either the Starter Edition or the Standard Edition option shown next:

B Choose the Starter Edition if you are new to AdWords and want to advertise a single

service or product


http://tinyurl.com/m4ocu

3.

4.
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B Choose the Standard Edition if you want to create a more complex campaign,
including multiple products, advanced bidding options, tracking, and other features

It's All About Results™

Google

AdWords

Pick the solution that's right for you

{5} Starter Edition
Advertise a single product or service with
simplified options. Recommended for those who
are new to Internet advertising. Move up to the
Standard Edition at any time. Sign-up dermo

(O Standard Edition
Use our full range of Advards features and
functionality: advanced bidding options, multiple
campaigns, conversion tracking, and more.
Recommended for experienced Internet
advertisers and medium- or large-sized
husinesses. Sign-up demao

Mot sure? Cormpare options in greater detail.

For either package, click Sign-up Demo to display a Flash movie showing how the
process works.

Click Continue to open the Signup Wizard. On this page, define the specifics for the ad
you want to place in the AdWords system.

To change the country where the ads are displayed, click the select a different country or
territory link shown here. Select a country for displaying the ads from the drop-down box
that displays. Target the ads locally by specifying a city or region and then choose the
language for displaying your ads if required.

1. Location and language >

Where are your customers located?
For best results, pick only the area yaur business serves. We'll show yaur ad to users there.
Huow wiill rry location choices affect my ad perfarmance?

United States [select a different country or territory]

OR

Target a local area within this country or territory

Search for a city, region, or postal code:
i |[ Search United States ]

What language will your ad be written in?

@ English
O Another language
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2. Write your ad =

What site will your ad link to?
Users who click your ad will be sent to this website.

|hrtp:,“,f vl %www.dunnabaker.ca |
Example: http: MM AdvordsExample com/productsfitern htm

What will your ad say?

All text ads cantain a title, two lines of descriptive text, and a display UREL. Make sure ta
include information that will help customers understand your business,

The five kews to powerful ads | Editorial Guidelings

Go gl ——

= =

== ;

Acrobat User infa iAchbat user info | 25 max

\

Tips, tricks, and user ideas SRR a i

Availahble hooks and free downloads ITIpS' ke and userid-a 3gimas
wny donnabaker ca iA\faiIabIe hooks and free downloads 35 may
' This is how your ad will ook, ' wiww donnabaker.ca  [edi]

SlelV:{=WAl:] Write the ad copy and specify the link address.

6. Write the content for your ad next. Type the website address, a headline, and up to two

7.

lines of additional text (Figure 7-16).

Decide on the keywords to associate with your ads. If you aren’t sure what to use, click
Top Secret Keyword Tips to open the page at http://tinyurl.com/216u8p. The “top secret”
tips include:

Match your keywords to your ad text to ensure the viewers are looking for what you
are selling

Use specific terms such as “beagle puppies” rather than generic, broad terms such as
Eédogs79

Limit the number of keywords to 20 or less to focus the search results that match
your product or service

Experiment with changing keywords as your campaign progresses (read more in the
next section “Follow Your Ad Campaign”

Use the Keyword Tool located at http://tinyurl.com/gkfuh for assistance in finding
logical words to use


http://tinyurl.com/216u8p
http://tinyurl.com/qkfuh
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8. Select your keywords from the matching categories shown on the wizard, or add other

words to find related keywords, shown here. As you find appropriate keywords, click
Add to include them in the keyword list shown here.

3. Choose keywords >

Who will see your ad? L0 ’G)
When people search Google for the keywords wou choose here, -

your ad can show, Keywords must be directly related to your ad.
(Don't enter 'real estate’ when you're selling cars.) Enter 20 or — =
fewer keywords for best results.

Top secret keyword tins

Enter as mary specific words ar
phrases as you like, one per ling: Sample keywords based on a scan of your site
T If they describe your product or service, click "Add',
|lacrobat reader

Igg_ggﬁ haker
|get acrobat
|pdf acrobat » Category: book
lacrobat download
adaohe acrobat

Click categories to view kKeywords:

Want more?
adobe reader Enter any word to see related keywords:
|Acrabat |[ Search |

‘Acrobat’ keywords

« Add  acrobat writer

«Add  acrobat 6.0

9. Choose your currency and specify the amount you want to spend monthly (Figure 7-17).

10.

11.

For your budget amount, choose one of the listed amounts, or type a value for a custom

amount. You won’t be charged more than your monthly limit, but may be charged less
than the monthly budgeted amount.

By default, the final step of the wizard offers announcements about improving your ad

performance as well as newsletters. Deselect a checkbox if you don’t want to receive the
information.

Click Continue. Your keywords and the information you provided are processed.

One issue that publishers need to monitor is called click fraud. This is a situation where
one company’s employees click on their rivals’ ads to increase ad costs, or when a site
owner clicks on ads hosted on their own sites. There are a number of commercial click
tracking programs that can display information about the origin of ad clicks; check out
the open source AdLogger program for access to a free script at http://www.adlogger.org.
Read more about click fraud at http://en.wikipedia.org/wiki/Click_fraud.
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4. Choose your currency

How will you pay for your ad?
You can't change this currency later, so cansider carefully. Please review the
available payment options for Iocal currencies before you decide.

| Canadian Dollars (CAD §) %

5. Set your budget

What is your monthly budget?

Advords shaws your ad as often as possible within the budget you set. You're charged a
small portion of the budget each time a user clicks your ad, so the higher your budget, the
more ad impressions and clicks you may receive. You won't be charged more than this
amount each month (though in some cases you may he charged less).

How will ry budget affect my ad performance?

{51 $30 per manth

© $100 per month

© %500 per maonth

(OF [ | per manth

Fl{U{=WAVA Choose your currency and the amount of your monthly budget.

Figure Out the AdWords
Fee Structure

Advertisers pay Google to have their ads appear next to search results based on search
keywords. AdWords advertisers list keywords or search queries they want their ads
associated with and then Google includes the best matches as it generates search result pages.
Advertisements are not sold on a fixed-cost basis. Instead, ad space is sold through a bidding
process where the most sought-after keywords for advertisers produce the highest bids.

Although the bidding process is complex, you don’t need to spend a lot of money to
have your products and services included in AdWords ads. AdWords charges per user click,
not per page display. If a hundred people view a page and none click your ad, you don’t owe
any fees.

Google watches for ads that don’t perform well, automatically remove an underperforming
ad from the keyword rotation, and ask you to change your keywords or modify the ad text.
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Set Up the Payment Account

Once Google has processed your information the AdWords page shows an Account Set Up
window. Follow these steps to complete the ad campaign setup.

1. First, choose whether you have an existing Google services account, and if you
would like to combine AdWords with your other account. If you choose to use your
basic Google Account, log into your account.

2. Your personalized Google AdWords page opens (Figure 7-18). You see a copy of the
ad you created in the wizard shown on the page. On this page, click Enter Billing
Information And Activate Ad.

3. The My Account tab displays, showing the Account Setup form. Follow through the
form, adding your location, form of payment, terms, and billing details.

4. Once you have completed the forms, click Save And Activate.

5. Assoon as your account is activated, you can start using the program. Google will
send you e-mail information about your account.

Google

AdWords
My Ad Campaigh My Account
Starter Edition @

Welcome to AdWords!

Your ad is not yet running.

Click the link below to enter your billing information and activate your ad. Feel free to
review and edit wour ad first, but don't forget to enter your billing information once
you're satisfied.

Enter billing information and activate ad | Review ad first

Acrobat user info

Tips, tricks, and user ideas
Available hooks and free downloads
wiww . donnabaker.ca

H[e{V[{=WAFEY Check over the ad you created and enter the billing window from this page.
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Keep an Eye On Your Ads

Log into your AdWords account at any time to check the status of your campaign. The My Ad
Campaign window is shown here.

Go ugle

AdWords

My Ad Campaign My Account
Starter Edition &

My Ad Campaign

Acrobat userinfo Campaign is Active Pause Health Meter

Tips, tricks, and user ideas _ Edit ¥ Your account is now active
Availahle hooks and free downloads | BUdget Cang30.00 /manth settings  Should show ad impressiol
wny.connabaker.ca Couwan't see your ad on

Language: English search. ¥Why not?)

Edit | Create anather ad Shawing in: United States
Keywords Graphs
Statistics for All time - May 10, 2007 change

+ Add more keywords Customize columns
Keyword [?7] Impressions [?7] Clicks » [?] Total Cost
Search terms that trigger your ads Times your ad has “isits to ywour  Charges in this

shown wehsite period
acrobat download Delete a 0 -
adobe acrobat Delete a 0 -
adobe reader Delete a 0 -
donna baker Delete 1] ] -
get acrobat Delete a ] -
pdf acrabat Delete a 0 -
acrobat reader Delete a 0 -
Content network on
Google p_artner sites that show o a 0 -
your ad (2) e
Your overall performance™ 2, i 0 $0.00

1 -7 af 7 keywards.

From this page, you can:

B Edit your existing ad, or create a different ad
Monitor your budget and change the budget settings

Add or remove keywords

View impressions of each keyword, how many times the keywords resulted in a visit to
your website, and your charges
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There Is a Special Type of Site
Called a “Zombie” Site

Have you ever come across a link that is a web page full of nothing but a long list of links?
These sites are designed to make money from clicks, and contain very little content.

You may see a limited amount of content copied from the Open Directory Project
(www.dmoz.org), Wikipedia (www.wikipedia.org), or other sources of online content
included as the content for the zombie site. You can report these sites to Google as they are
considered search engine spam. Report spam sites to Google at http://tinyurl.com/3y97s.

Summary

This chapter describes the business side of Google. You saw how Google AdSense can be used
by a site publisher to monetize their site content by receiving payments for advertising activity.
Google AdSense offers a great deal of customization to make the advertisements you place on
your pages appropriate for your site. AdSense offers three programs, including AdSense for
Content, AdSense for Search, and Referrals. Channels are a way to evaluate the effectiveness of
your advertising, and track any changes you make to your ads and pages. Along with customized
ads, AdSense offers a range of reporting mechanisms to evaluate your efforts. If that’s not
enough reporting for you, Google Analytics offers a wealth of information on your site and
how visitors interact with it. If you have a product or service to sell, Google AdWords helps to
construct, manage, and evaluate an advertising program.

The next section takes a look at building an online office using Google products. First,
see how to customize your Google search program, and add other customization features
and services.


www.dmoz.org
www.wikipedia.org
http://tinyurl.com/3y97s
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Part 111

Construct a Mobile Office

What does the term “mobile office” suggest to you? Until recently, a mobile office
meant you carried your programs and files around on a laptop. In this section, you’ll
see how the mobile office is changing from a portable contained unit, to a freely
available service that allows you to access files and programs from anywhere you have

an Internet connection.
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Chapter 8

Make Your Web Interface Your Own
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How to...

B Personalize your home page using iGoogle
Add gadgets of all sorts
Use notes to keep track of online information

Speed up your online work using Web Accelerator

Add Google Desktop to expand searching and content management

ou need to be able to get to your tools, files, and other “stuff” quickly and efficiently. You

might work online and offline in a static location. Your work might be more mobile, and
you may be using computers at work or school as well as at home or other locations such as
libraries and airports. Google Labs offers some tools that let you organize your desktop and your
browser interface to make it simpler and more efficient to find what you need.

Some Google Lab tools are designed to make browsing and online work simpler and more
efficient. You can check out Google Notebook for storing snippets of information and other data
for future reference. You can speed up your search and page loading using the Web Accelerator,
and use Google Desktop to combine online and offline work and searching seamlessly.

Personalize Your Google Homepage for Convenience

It’s easy to make your Google Homepage (now called iGoogle) a virtual desktop. Rather than

showing a simple window used to access Google Searches, check out the hundreds of neat little plug-

ins, add-ins, widgets, and gadgets that you can use to enhance your work day or just amuse yourself.
The Google interface starts out in its default classic form, shown in the following illustration.

|ClGoogle a| =
Web Imanes “iden MNews baps Gmal more ¥
donna baker@gmail.com | iGongle | My Accoont | Sign oot

Google

Advanced Scarch
Preferences
Language Tools

[ Guuyle Search ][ I'r Feeling Lucky ]

Advertising Programs - Business Solutions - About Soogle

©2007 Google

Now look at the personalized iGoogle page version shown in Figure 8-1. It’s clear that the
intent of the site remains focused around search, although there are additional features to allow
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Open Google sites Organize using tabs Choose a theme Locate modules

Web Images® Video News Maps /Gmal more ¥ donna.baker@gmail.com | Classic Home | Web History | My Accuunt[g;ﬁ

dvanced Search
rETEreENCeS
Google Search || I'm Feeling Lucky anguage Tools

Select theme Add stuff »

[ ] = P T e i e e S e |
World Clock [=l=l% | sticky Note ==y '
| FGBG | Top Stories News 1
o new ! 1
winnipe 17:12 !
pet york way A1/ ang 31/ now 30 £4 1
san 1512 sent Mar 9 :
francisco/seattle * APRIL 9 — Droplets ,
|as vegas 16:12 HAY 9 — Treflight Tool '
) 1
Bangkok 312 She U ;
——ainvoice —— H | 1
JUNE 3 —— Search Engines FDF 7 '
L ol
| Gmail X _ ="
™ AT EILNE =l=%| | Daily Horescope for (=1 =]
Inbox Show preview Compose 4 ‘ SagIttarius
Mail Gimli =T
2 4 . 4 > % f el .
e Your day might
. I D not cooperatively
| Google Calculator [=]i=Jixi| stick Lo yuur
r plannerd
! T schedule, but this @

Edit or close modules  Move content on the page

A personalized iGoogle home page

access to Google Account programs and information. You can even choose a theme for the page,
which changes according to your local time.

Choose a Theme

The classic Google home page is functional, but if you want to perk it up visually you can apply
a theme. Follow these steps:
1. Sign into your Google Account.

2. Click iGoogle at the top-right corner of the page to open a version of your home page
for customizing.
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3. Click Select Theme to display the panel on the iGoogle page shown here.

Select a Theme For Your

Homepage

Google Classic
T seacn
:Eég-’; ., Bus Stop
H%ﬁi City Scap=
— Sweet Dreams
ﬁ: Tea House

AT seasonal scape

4. Click an option from the list to display the theme on your iGoogle page.
When you’ve chosen a theme, click Save to close the list.

6. Read the Enter Location message that displays next. The message explains how the
theme dynamically changes according to the time of day. Your location is shown, as well
as a Change link. Click it to choose another location instead.

o

7. Click OK to close the Enter Location message and return to the iGoogle page, complete
with new theme.

Locate Content to Customize the Homepage

To add content to your home page, follow these steps:

1. Click iGoogle at the top-right corner of the page to open a version of your search page
for customizing.

2. Click Add Stuff to open the Homepage Content Directory where you can find modules
and gadgets to add to your homepage (Figure 8-2).

If you haven’t used iGoogle before, you’ll see a message box asking you to “Choose
from a sampling of content to get started” when you first open the page. Click Show

My Page.
3. There are a few ways to locate the content you want to insert on your homepage:
B Type the name of the gadget in the Search field and then click Search.

B Choose a category from the list at the left of the browser window to display the
available modules; scroll through the list to find the gadget to insert.

B Click More to display further modules.
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Add stuff to your homepage more »
Ul PEOPLE com: Top Headlines Simply Recipes Daily Nutrition Checklist
News

Tools " %
Simply Recipes

Communication

Fun & Games (6D additnow | Add it now | Add it now

Finance
Sports Allrecipes Daily Recipes for  Betty Crocker Recipe of the
; Main Dish D Romantic Quote of the Day
Lifestyle T s
Technology .
all| recipes® —D .
wpen
e stuff
— Add it now | Add it now

Sle{Ux{=H:ZW Homepage content directory

4. Click Add it Now below the gadget’s thumbnail, as shown here,
to insert it on your homepage.

IF Address Lookup

|128.3EI.52.24

Host ; webd. w3 org
You might see a dialog box explaining that the object is from a Coantiy Haied
third-party source, and asking if you want to proceed. Gadgets

created by external developers show the dialog box. Click Yes to

acknowledge the dialog box and install the gadget.

Add it now

If you want to find out more about a gadget before adding it to your page, click its name to
open a dialog box explaining how the feature works (Figure 8-3). Click Add It Now to insert the
gadget and return to your iGoogle home page.

Modify the Gadget’s Appearance on the Page

Modify a gadget on your iGoogle home page in different ways, depending on its characteristics,
such as:

M Click Edit to open a dialog box to adjust the configuration options for the gadget (if they
exist). A weather gadget, for example, will let you choose a location, whereas the Quote
of the Day doesn’t have any user controls.

B Some gadgets, such as Gmail or News headline gadgets, let you open or collapse their
display to save space on your homepage.

B Drag a section to move it on the page; you can see an example of this in Figure 8-1.
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Add stuff to your homepage

Daily Nutrition Checklist edit DA IVLIEICN BRa gk 0L
Categories: Tools, Lifestyle

Track your healthy eating with a checklist

[

You should be eating about 2200 calories a day.

Limit extra fats & sugars to 290 calories. hased on the USDA food pyramid.
Grains {1 oz each) ] ] ] ] ] Rachel G. - Mountain view, CA
Vegetables ewpeeachy [ [ [ [ 0 [
Fruits (% cup =sch) |l bl
Milk (1 cup =ach) Oooo Add it now
Meat & Beans (1ozescyy [ [ O] O] O O
%{1‘59550“;‘ DDDDDD
Water (1 cup =ach) T 1 T T O [
Clear All
Contact the developer - View source »

Hle{U{=H:ZW Description and use of a gadget explained

Your personalized preferences are stored in your Google Account so you can access
them from any computer by signing in. If you are sharing your computer and want to
maintain your home page’s privacy, be sure to sign out of your Google Account when
you are finished.

Add More Tabs for Storage

If you are the sort of person that likes to work with large numbers of icons on the desktop, you
can replicate that feat of organizational prowess on your iGoogle homepage.

Rather than trying to fit what you want to use on one page, you can add additional tabs to the
interface. You can use up to six tabs in your iGoogle homepage to hold all the gadgets you’d like,
and you can sort them for different purposes. For example, you might have one tab with gadgets
for work, another with gadgets related to a hobby or personal interests, one tab with headlines
from different news aggregators or sources, and so on.

Click Add a Tab on the iGoogle homepage to add another tab. The default label Name that
Tab is active—type a custom name for the new tab as shown here. To remove a tab, click the
label to show the Delete command to the right of the label and then click Delete to remove
the tab.

ldelete| Add atab
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Find Google Widgets for Mac 0S X

A number of widgets are available for the Mac OS X system. Users install the widgets to
an interface named Dashboard. The Google widgets include Blogger, Gmail, and a Search
History function.

To move a gadget from one tab to another, drag it to the tab label where you want
to place it and release the mouse.

Keep Track of Online Content in Google Notebook

Where do you save information you find online? You might keep bookmarks for different tasks
or topics, such as parts for your garden railroad or business insurance price lists. Maybe you
copy and paste content from web pages to files you save on your computer. Or perhaps you
go the old-fashioned route, and scribble details and URLs on scraps of paper or post-it notes
that you save until the glue dries up or the paper scraps float into the trash (doesn’t that sound
familiar?)

Regardless of your method, Google Notebook provides an easier way. By using it, you can
safely and simply store and organize information you find online.

Install Google Notebook

Google Notebook is a browser extension that you download and install before use. Log into your
Google Account and then follow these steps:

1. Open the page at www.google.com/notebook.

2. Read the Terms of Service information. Click Agree and Download if you are using
Firefox. For Internet Explorer, click the Internet Explorer Version Available Here link to
locate and download the extension.

3. Close your browser and then reopen it to install the extension. You will see an icon and
an Open Notebook label displayed at the lower-right edge of the browser window on the
status bar.


www.google.com/notebook
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Add Clippings

You add content, called clippings, to the Notebook in two ways. These include

B Right-clicking the text, image, or link you want to clip, and choosing Note This (Google
Notebook) as shown here.

This Frame

Bumble Search
Properties
Mote this {Google Motebook)

B After searching, right-clicking a link, image, or other search result in the browser
window and then choosing Note This (Google Notebook).

Store Clippings for Safekeeping

Clippings are stored in the mini Google Notebook window, shown in Figure 8-4. The window
opens automatically when you add a clipping, or you can click Open Notebook on the status bar.

Use the icons at the upper right of the window to change the placement of the window
on screen. Collapse the window, or click the arrow to pop out the window into a
separate browser window you can then position or resize.

Travel Europe 2007 - Google Notebook - AR

= Add note Actions™
Eefjsogoar"gjrg.lndcwer R TR MNew notehoak
Add section heading
Empty note
Eu ml;ﬂ?smundcwer... -wuert Delete selected items
h I_gbroundco\fertypes, numb Show notebook list
erbaceous Groundeaver... - ohiolinl Go to full page view

E Ematy hole Refresh
anana Oat hduffine - A . - allrecips) Help

h cietail_ 207 fog
El

nd Painted Cem@mic C... - tastythyme com!...

w |

Hl]U MW The mini Google Notebook window and Actions menu
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Organize and Share Results with Others

The mini Google Notebook window offers commands that allow you to add or delete content,

and even start new Notebooks. The small pop-up window is great for storing and selecting
clippings, but it’s easier to manage the contents with the Notebook in a full-page view.

View a Full-Page Notebook

There are two ways to open a Notebook in a full browser window, including:

B Click Actions | Go to Full Page View from the mini Google Notebook window.

B Log in to your notebook at www.google.com/notebook.

You organize, modify, sort, and share your clippings in the full page view, shown in Figure 8-5.

Organize content Search Customize note appearance Share feature
Google Notebook [ # | | [ Search My Notehoaks | [ Search the Web | l
!lﬂbooks House design ideas Reliesh Sharing options
| blew | Sort: 4.7 | Date

| - House design ideas
Ski trip Jan.

Winter wacation beach

T Trash

©2007 Google
Goodle Home
Privacy Policy - Help

| Mew nate | | B | 7 ||T| FFont «|/<T Size - @2 Link|

| Tonls> | | Saved |

Delete selected not
Popup Window 91894 s el

samples wisonart.comdpopup ag| TNt
laminate color Cxport to Google Docs
Rename notebook

&dd 3 comment Delele rulebuuk

Collapse all notes

& Groundcover plants Show note details

‘{*_") :

= Seeds for Groundcover Plants for the home gardener
wnw seedrman com/geover htm

Add notes View links, images, and text

Tools menu

A~

€4

FleU:{=H:EHW Main Google Notebook window
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Add Section Headings

All contents are initially collected into a single group. To add more sections, select the notebook
from the frame at the left of the Google Notebook window. Type a name for the new heading

in the text field at the top of the right frame, and click off the field or press ENTER to add

the heading.

Rename the Notebook

The default name for a notebook is My Notebook, which is true, but not very descriptive. In the
full page Notebook view, choose Tools | Rename Notebook. Type the new name in the displayed
text entry field, and press ENTER to rename the notebook.

Reorganize Content

Drag a clipping among headings in full page view to sort them into logical groups. You see a
hatched line and faint outline of the clipping’s contents as shown here.

+ Groundcover plants

b groundcover types, numbers
i Herbaceous Groundcoovers for the Home Landscape, HYG-1648-01 - ohioline.osu.edu’

r

» Empfy hoie
CU Allstar Groundcovers! - Arctostaphylos wva-ursi 'Point Reyes' - www entomology.cornell eduyd

When the clipping is listed in the correct section, release the mouse.

Delete Notebook Information

When you have finished a project, bought your new camera, or booked your vacation, delete
the clippings you collected during your research. Delete notes, URLS, sections, clippings, or an
entire notebook, such as:

B For an individual note, click the drop-down arrow and then choose to delete the entire
clipping or the title and URL—you can also select a note and choose Tools | Delete
Selected Note.

B For a section, click the section’s drop-down arrow and choose to delete the section
header or the entire section and its contents.

B Delete an entire notebook by choosing Tools | Delete Notebook from the Google
Notebook menu.

Anything you delete is stored in your Google Notebook Trash. You have up to 30 days
to retrieve it before it is permanently deleted.
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Share Your Google Notebook Online

Some Google programs let you collaborate with others online, and Google Notebook is one
of these. You can invite others to share in your Notebooks, or publish them for the world to
see. A shared Notebook is a super tool to use for planning a group vacation, organizing a
family activity, or sourcing ideas for your workgroup.

Here’s what you do:

1. Organize the content you want to share. You can only share an entire Notebook,
so make sure to move other content, unless your collaborators won’t mind reading
about your searches for the perfect kitchen curtains.

2. Click Sharing options, shown in Figure 8-5. The sharing options settings for the
current Notebook open in the same browser window, as you see here.

House dasign ideas: sharing options

This notebook Is not currently shared.
Tip: this icon will appear next to a shared noteboak

Invite Collaborators:

Collaborators may view and edit this notebook. If you
add someone who does not have a Google account,
we'll help them set one up

Separate emall addresses with commas
hazck@housckeepers.com,
glenda@goodwitch.com,

mICKEW@ rodent.com,
georgeE@euriousjungle.com,

Publish this notebook (make a public web page)
@®No Oves.

« Hack to notebook [ Save Settings ] [ Cancel ]

3. Type the e-mail addresses of those you’d like to share the notebook in the Invite
Collaborators area, separating the addresses with commas.

4. Select Yes or No to Publish the notebook to a public web page.

5. Click Save Settings to open a dialog box for you to type an invitation. Click OK to

send the invitations and a link to the Notebook to your addressees. You return to the
Notebook’s main page.

Other collaborative products include Google Docs & Spreadsheets, described in
Chapters 11 and 12, and Google Calendar, discussed in Chapter 10.
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Don’t publish a notebook as a web page if you want to share it with just a limited
number of people. Once it is a web page, it is public. You can search public notebooks
from the Google Notebooks main page.

Browse Faster with Web Accelerator

Use Google’s network to make pages load faster when you install Google Web Accelerator.
Download the file from http://webaccelerator.google.com. Depending on the type and version of
browser you use, the file may install itself. If not, locate the file in your download location and
install it.

After Web Accelerator is installed, look for a new toolbar on the browser window or your
system tray, like the one shown in Figure 8-6. The toolbar shows a speedometer icon when
1t 18 active.

Manage Settings for Custom Performance

The Web Accelerator can be adjusted for different sites or different pages on a site. Click the
drop-down arrow on the Web Accelerator toolbar to open the menu shown in Figure 8-6 and
choose an operation from the list.

Stop Google Web Accelerator Choose Stop Google Web Accelerator from the drop-down menu
to stop the feature from operating altogether. When the program is stopped, the icon shows as a
pale gray circle without a speedometer indicator.

View Performance Data Choose the Performance Data command from the Web Accelerator’s
drop-down menu to open a page displaying the Web Accelerator cache data, shown in Figure 8-7.
Click Reset to clear the stored time history, which is saved as files on your hard drive.

Set Preferences Click to open a web page to specify how pages are cached and prefetched,
and to list sites to exclude from the Web Accelerator function. For example, a page used for
downloading streaming video or audio is unaffected by the Web Accelerator—running the
program wastes resources. The speedometer icon for the Web Accelerator is shown as grayscale
when it isn’t operating.

Google Web Accelerator Help
Privacy Information Preferences. ..
Contact Us... Performance Data...

About Google Web Accelerator

Stop Google Web Accelerator

HlelV[3{=XT W The Google Web Accelerator increases browsing speed.
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Google Web Accelerator: Performance Statistics

Total Time Saved

The amount of time Google Web Accelerator has saved you since you first started using it, or since you last reset the
counter that records your total time saved. Performance statistics are estimated by testing a percentage of requested

nages.
Load Time for 78727 Pages Counter Reset

Fesets the counter to zero. Fecords the
wWyithout Google Wweb Accelerator: 9.2 days time saved from this moment on.

With Google Weh Accelerator. 8.6 days

Total Time Saved: 13.6 hrs

SlelV:{=X:MM View an estimate of the time saved.

Clear History Clear the Web Accelerator cache when you want to restart your tracking. You may
want to clear the cache to see how efficient your browsing is if you change service providers or
tweak your computer settings, for example.

To find the Web Accelerator in your browser program, choose View | Toolbars | Google
Web Accelerator in Internet Explorer or Tools | Add-ons in Firefox.

The Web Accelerator Tool Stores
Files on Your Hard Drive

The Google Web Accelerator has to create a cache on your hard drive, and works in many
ways like an ISP (Internet Service Provider). The feature will:

B Manage your Internet connection to reduce delays.

B Send page requests through servers dedicated to Web Accelerator traffic.

B Store copies of frequently used pages. When you call for a page, only updates to the
cached page are compressed and downloaded.

B Prefetch pages from a site in advance.

Don’t expect miracles: there’s no difference in downloading for dialup users, for HTPPS

pages due to their security requirements, or for some media files like streaming video or
MP3 files.
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Manage Content with Google Desktop

The Google Desktop brings searching to your desktop. Once the program is installed, the
content on your computer is indexed and ready for searching. The Desktop search includes web
pages you have viewed, e-mail, files, and multimedia such as music, photos, and video, like the
example shown in Figure 8-8.

Follow these steps to install Google Desktop to your computer:

1. Open the Google Desktop page at http://desktop.google.com.

2. To begin the file download, click Agree and Download. The file is stored on your
hard drive.

3. Locate and double-click the GoogleDesktopSetup.exe file to install the program.
Program elements are downloaded, and a progress screen displays on your desktop.

Display Google Desktop in Different Ways

There are several ways in which you can display Google Desktop, depending on how often
you use the features to how much room you have (or don’t have!) on the desktop. To choose
an option, click the Google Desktop icon installed on the task bar to open the menu, shown
in Figure 8-9.

The Google Desktop can be shown in one of these three ways:

(..:OUSI(' Partial results [45% complete]
.. See all 72 desktop results in a browser

[*] Canfimacién - C:4FProgram Filest. hes ES
cualquier elementa gue sea incorrecta, Mombre: NAME

[E] enmegtst - C:AProgram Filesh.. sspanish

slave MySOL con S50 sea nicializado'' Servidor esta rodando
=1 & _Search.dwt - C:\Program Filesh. ATemplatesdcoessible
lﬂ help_search.gif - C:\Frogram Files' hicons
L'ﬂ uaz_search.gif - C:\Frogram Files'.. hicons

@ 1-14 Sea Of Love.mda - by bMusich, \Orphans Brawlers B

Search More 3

F[c{V[3{=X:X:W Secarch content from your computer.
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Search Deskbop

Preferences, ..

|# Indexing 13
Lock Search. ..
® Sidebar
Deskbar
Floating Deskbar

€ Mone

___ About,.,
Exit

—
IO it s b
HleU[:{=H:Z W Choose a display option.

Show Google Desktop as a Sidebar The sidebar view is convenient in that it can be resized,
and docked on either the left or right side of the display, like the example shown in Figure 8-10.
Drag from the top or bottom of the sidebar to reposition it at either side of the desktop.

You might find the most convenient way to use the sidebar is to use the AutoHide
command, from the sidebar’s Options menu. The sidebar slides into view when your
mouse is near the edge of the sidebar, and disappears when the mouse moves away
from the sidebar’s edge.

Show a Toolbar If you prefer a small display, choose Deskbar from the Google Desktop menu.
The sidebar is replaced by a single text field with a drop-down arrow. Click the drop-down arrow
to open the Google Toolbar menu.

Float the Toolbar on Your Desktop The third display option lets you float the toolbar anywhere
on your desktop. The appearance is identical to that of the Deskbar.

Add and Remove Gadgets
The Google Desktop uses Google Gadgets, just as those used in a personalized Google Homepage,
described earlier in the chapter. On your Google Desktop display, move your mouse over a gadget
to display a small toolbar and a drop-down menu, like the one shown in Figure 8-11.

Each gadget you add to the sidebar offers the same commands. You can:

B Click Collapse to display only the name, saving space on your desktop.
Click Options to open configuration settings for the gadget if it offers custom settings.

Click About to read how the gadget works.

Click Undock from Sidebar to let you float and position the gadget anywhere on your
desktop, which is handy if you want to see one gadget but not in the sidebar position.

Click Remove to delete the gadget from the sidebar.
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Go gle | fdd + | Options = | —

.= | Email
Open your mail reader to start seeing

new mail here, Gmail user? Double dick
[

== Scrakch Pad

Type nokes here; they wil be saved
autarnatically,

Bl phatos

Weather

Toronto, Canada

25 -5°| -7°  Today
3°C &9 67| -13° Mon

Go gle

|gadgets |

Fe{S[z{=M:/O) Dock the configurable sidebar on the desktop.
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| add + | Options w | —
' [« » x|

™ | Email k
Open your mail rE
to start seeing ney |

here. Gmail user?
Double dick here.

HleiU[:{=K:BkM FEach gadget has a toolbar and commands.

Let Google Make Recommendations Based on Your Activity

Suppose you are searching for a new car, or checking the weather a few times a day. Google
Desktop will show an information window listing gadget recommendations, like the ones you see
here. Not only can you install new gadgets to match your activity, but Google will also create a
personalized homepage if you like, using your most popular subjects.

Gocgle

@ Mew gadget recommendations for  x¢
you:

« M5N Plugin

« dreamDeals Plugin

« What's Hot
« and more. ..

Tell me more
Don't show me again

If you aren’t interested, and prefer to look for gadgets when and if you want to use them,
click Don’t Show Me Again.

Summary

Google offers an ever-expanding range of tools and features to make your browser an easy-to-
customize tool, configured for the way you work, and more like your desktop. You learned how
small programs called gadgets are located and installed. You saw a simple way to collect online
clippings for storing in a Google Notebook. We also went behind the scenes to see how the Web
Accelerator works to speed up your performance. Finally, you saw how the Google Desktop
makes your desktop more like your browser.

Coming up, see how Gmail works, and how it can become part of your online mobile office.
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Chapter 9

Manage E-Mail with Gmail
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How to...

B Create and manage a Gmail account
Send and receive e-mail

Use and maintain Contact Lists

Customize program settings

Google’s Gmail offers a great e-mail solution, whether you are at home or away. You can
route messages to and from other e-mail accounts to Gmail and never lose another e-mail
message. Setting up a Gmail account is simple, and you can even import contact lists from other
programs.

Create a New Gmail Account

In the earliest days of Gmail, the only way to have an account was to be invited by an existing
Gmail account holder. One Gmail account holder could invite five others to get their own Gmail
addresses. Later, the number of invitations rose to 100 per Gmail user, and new accounts were
based on either an invitation, or directly for Google mobile users. Now, anyone can have a
Gmail account.

You can have a Gmail account—using the same Gmail interface as online—for your
mobile phone. Read more on Gmail mobile in Chapter 6.

Open a New Account

Sign up for a Gmail account at http://mail.google.com/mail/signup. The signup window asks for
your name, a desired Google Login Name, and then a password. You supply a security question,
and a secondary e-mail address (if you have one), which can be used to communicate with Gmail
if you lose your password or have other problems using Gmail.

Sign into Gmail at mail.google.com, using your Google Account.

Locate Features in the Program

When Gmail launches, you see the Inbox window (Figure 9-1).
Here are some points on using the program features shown in Figure 9-1:

M Many commands are shown in two or more places. For example, the row of buttons and
actions starting with the Archive button are duplicated at the bottom of the page.

B The time or date that the most recent message in a conversation has arrived is displayed
on the far right of a conversation line. Dates appear when messages are older than
24 hours.
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Selection choices Search feature
| 11 Gmail - Inbox al
Google Gmail Calendar Phidtos Docs & Spreadsheets /Groups  all my Services » denna.baker@gmail.com |
GM . i I | | H{ search mail | [ Search the web ]W
talk BETA
Compose Mail CNN ram|Rerently PiblishediUpdater - Oram faces wait after finnerb — wep clip <€ >
il [ Archlve\ ] [ Heport Sparm ] [ Lelete ] More actions... V| Remresn
Starred ﬂ? ' 1 - 47 of 47
MO Selert All, Mnne, Read, Unread, Starred, Unstarred
SEit Ml [ % Stephen. me (2) Readabilty <sigh> - Hi Danna. £ 10:31 am
ﬁﬂ 1% Stephen, me (3) This & That - On Tue, 20 Feb 249:50 am
oA []  Brooke wehsites - Very impressive new:  7:19 am
Trash [ 5% Mational Association of . User groups Photoshop World 2 4:26 am
T [ §% Patty, me (4) User groups Contact info for Cc Feb 14
Sontacts [ ¢ InDesign User Groups User groups Welcome to the InL Feb 14
¥ Labels [ ¥% InDesign User Graups User groups Adobe InDesign Us % Feb 14
% 1 me, Margaret (2) Read this one M- Hey d, that's | Feb 14
s [1 Reservation Rewards Cust. Benefit and billing reminder noti \Feb 2
[0 Mountain Equipment Co-op MEC Credit Notes - Mountain & {lan 31
dit |abels [0  Reservation Rewards Cust. Mew member benefit update fro Jan 24
Display options Conversations Subject and snippet

HlIU{HEM Gmail offers a range of e-mail services.

Messages are stamped with your operating system clock’s date and time. If your
messages are displaying an incorrect time, check your calendar properties.

B Type a search term in the field at the top of the window shown in Figure 9-1. Click
Search Mail to look in your Gmail folders, or click Search the Web to move the search
outside the program. See how to conduct specialized e-mail searches using Gmail filters
in Chapter 10.

You will see snippets of different news headlines, web feeds, sponsored links, and other
content at the top of the Inbox and Message windows. Customize these messages, called Web
Clips, using the method described in the sidebar “How To: Read Web Clips” in Chapter 10.

View and Manage Incoming E-Mail

The Inbox is the heart of the Gmail program. In the Inbox window you receive new e-mails,
and are able to organize, read, and reply to messages and conversations. Gmail refers to a single
communication as a message, whereas follow-up replies and responses are part of a conversation.
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Assign categories Toggle to Numbers of
Detail lines and labels dlsplay detail messages in Inbox
« Back fo Inbox [ Archive | [ ReportSpam | [ Delets T.TMDI’E actiuiws... v| +

« Newer 28 of 60 Older »

Your Agrobat Connect Trial Account |nhox

from Acrobat Connect Admin <do.not.reply@acrobat.com> hide details Jan 12 |4 Reply | v
reply-to Acrobat Connect Admin <do not reply@acrobat coms  Reply to all
t0 donna baker@amail.com ¥ Forward
date 12 Jan 2007 23:28:04 -0000 Brint

subject Your Acrobat Connect Trial Account T e

Delete this rmessage
ADOBE(R) ACROBAT(R) CONNECT(TM) SERVICE EMAIL: TRIALE:  ReEportphishing
Show original Message
-
Message text garbled? actions

Dear valued Customer,

SlelU[a{H M A typical e-mail message

Read Incoming Messages or Conversations

Click a message listing in the Inbox to display the message window, shown in Figure 9-2.
In the e-mail message, you can:

M Toggle the Show Details/Hide Details command to collapse the heading, leaving only the
From line visible. The message heading details are shown in Figure 9-2.

B Click the Reply drop-down arrow to display a list of actions you can apply to
the message.

B Move forward or backward chronologically in the list of e-mail messages by clicking
Newer or Older at the upper right of the window. The number of current e-mails as well
as the number of the e-mail being viewed is shown for reference.

Specify Whether to Show Images

When you receive an e-mail from an unknown address, Gmail disables the images to protect you
against spammers. If you recognize the address and want to see the images, click Display Images
Below. As you see here, the options are shown above the e-mail message.

Alsa Corp <newsletter@alsa-corporation.com> shoi |

= Feb 21 (3 days ago)

Images are not displayed.
Display images below - Aways display images from newsletter@alsa-corporation.com

[=] February2007 AT QA 2007 FABRIC &
LAMINATES CATALOG
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Play MP3 Files in Gmail

If an MP3 file is attached to a message, you will see a Play link next to the attachment icon.
Click Play to launch the Flash player in a new window, complete with Volume and Pause
functions. Click Download to download the file to your computer.

Download the latest Adobe Flash Player at http://tinyurl.com/zgkz?2.

If you receive newsletters or flyers regularly via e-mail and want to view the images
automatically, click Always Display Images From [name @address].

If you choose to always display images from a sender, you can change the setting
at any time to remove the display. Open the message, click Show Details at the top of
the message window, and then click Don’t Display from Now On.

Check Out the File Attachments

One or more files may be attached to a Gmail conversation. You have several alternatives for
viewing the attachment. The options include:

View the File in its Native Format Click Download at the bottom of the message window to open
a dialog box, shown here.

Opening 2007forecast.xls E]

‘fou have chosen to open

) 2007forecast.uls

which is a: Microsoft Excel Warkshest
Fram: http:ffmail.google.com

‘What should Firefosx do with this file?

) Open with | Microsoft Office Excel (default) w

[] Do this automatically for files like this From now on.

Choose Open to display the file in a new browser window. Select Save the File to open a
dialog box and then download and save the file to your computer.
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View the File in HTML Format If you’d like the contents of your attachment to appear in a new
browser window without having to download the file, view the attachment as HTML. Click View
as HTML at the bottom of the message, as shown here.

2 attachments — Download all sttachments

@ 2007forecast. xls
32K View as HTML Open as a Google spreadsheet Download

| 2008foracast.xls
= 02K Yiew a3 | ITML Open as a Google spreadsheet Download

The attachment opens in a separate browser window. When you’ve read the attachment,
close the browser window and return to Gmail.

There are numerous file formats you can view in a browser window. Some are common
types, such as .doc and .pdf, while others are formats used by Open Office and Star Office.
These include:

.doc .sdc .sXi
.pdf .sdd SXW
.ppt .sdw .wml
atf .SXC xls

An attachment in a spreadsheet format also offers a choice to open the file in Google
spreadsheets program. Read about using Google spreadsheets in Chapter 12.

Send E-mail from Gmail

Next you’ll learn how to send a new e-mail from Gmail, respond to an incoming e-mail message
in a conversation, or respond to a previous message in a conversation.

Send a New E-mail from Gmail

Gmail lets you send e-mail to one or many contacts at the click of a button. Follow these steps:

1. Click Contacts at the left side of the page to display the Contact window.

2. Select the check box next to the contact you want to e-mail; to e-mail a number of
people, select multiple contacts.

3. Click Compose to open the Composition window as a separate browser window, shown
in Figure 9-3.
4. Type your message and click Send.
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There are a few common problems that can prevent you getting up to speed in Gmail.

Loading issues are usually caused by your browser's settings or by security software that
conflicts with Gmail.

Here are a few tips to help you on your way:

B If you are outside the USA, accessing Gmail can be a problem because of proxy
issues. If you can’t log into Gmail directly, try logging into your account at

https://mail.google.com.

Be sure to type the “s” in https, as it indicates that you are logging

into a secure site.

B Be sure to have JavaScript and cookies enabled in your browser. Read about

configuring browser settings in Chapter 8.

B Use the Gmail troubleshooter page for assistance, located at http://tinyurl.com/

34xvbn. An error message tracking example is shown here.

1 get a 007 error when | try
to send »

| get & 008 error when | try to
send »

Step 1.

tany Internet security, firewall and anti-virus
applications can prevent Gmail from warking
carrectly. Please select all of the listed
applications you have installed on your computer
and follow the instructions pravided. If you're stil
having trouhle after following these instructions,
please proceed to the next step.

[ nNortan

[ ZaneAlarm Pro

[ mMearee

[ Freedom Privacy and Security

[ eTrust EZ Firewall

[ Kerio

[ Praxomitran

[ Telus

[ Belizouth Internet Security

[ none af the ahove

Instead of using the Contacts list, type the first few letters of a name or Contact Group
in the To field. Gmail gives you a list of possible addresses and groups from which to

choose the correct recipient.
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Command choices Open new window
= i 2 Y
Lompose Mail i
Compose Mail [ Send ] | SaveMow | [ Discard | &
From:| Donna Baker <donna.baker@aomail.com: V|

To:!"Deena" <deena b@grmail.com:=,
Mail options >

Ce:|"Johnny Cornflakes" <tdycksten@gmail coms,

Add Bec
Subject:| |
& Altach afile (22 Add event info
Format choices »B 7 U FiIr HTh= P= kk Check spelling v

= T «Plaintext

ww donnabaker.ca
www . acrofacts.donnabaker.ca

Signature

FllU{BBM Composition window for creating e-mail

Respond to an Existing E-mail

As you correspond with someone the messages are collected into a conversation. Your messages
are stacked in a cascade, displaying the names and subject lines from oldest to newest (Figure 9-4).
The newest message is always the top of the stack.

If you are working in Windows using either Internet Explorer or Firefox browsers, press
<TAB> then <ENTER> to send a message from the Compose window.

Message dates

This & That Inbox \ @ Mew window
Steph Brien Hi Dunina.. Thiank yuu su very much fur Feb 20 (4 days ago) ¢ & Frnt all
Donna Baker Hi there - | am pleased the books arriver Feb 20 (4 days ago) & & Expand all

%7 Steph Brien On Tue, 20 Feb 2007 07:29:25 -0600, T Feh 20 (4 days 390) @ | Fonward al
Donna Baker /i | shnuld say snl i It means | helnng tn the Fel 20 (4 days ago)

Commands for
conversation

Commands for
message

Steph Brien tome show de
On Tue, 20 Feb 2007 15:22:42 -0600, "Donna Baker®
=donna.bakent@gmail. com: wrote: \

=f Thanks. | am waiting. and | know that a part of my mind is on standhy for Newest message
>feedback, but | am trving nat to consciously think af it. | have a fair bit

all= Feb 20 (4 days ago) |4 Reply | * g

FlelU[:{= MW Messages stack chronologically in a conversation.
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Tips for Sending Messages

To respond to a message, click Reply at the upper right of the message window to add a blank
message to the thread, like the example shown in Figure 9-3. Keep these tips in mind when
responding to a message:

Select a Message in a Conversation Click any message in the conversation to open it. You can
reply to any message in a conversation, not only the newest. Suppose you have an ongoing
conversation about a project at work. After some discussion, you want to summarize what you’ve
decided. Instead of repeating yourself, open the previous message listing your action items, and
respond again to the list with your new information.

Expand the Conversation’s Messages If you are looking for something in a conversation, aren’t
sure where it is located, and can’t remember the exact term to use for Gmail Search, you can
open the entire conversation. Click Expand All from the commands to the right of the Message
window, shown in Figure 9-4 to view the entire conversation, letting you scroll through the
conversation to find the content. The available command changes to Collapse All; click this to
close the messages again.

If you have opened a few messages in a long conversation but want to collapse them
and look in other messages, don’t close them one by one. Instead, click Expand All;
when the command changes to Collapse All, click it again to close the conversation.

Send an Organized Forwarded Message If you want to forward the conversation to someone
else, click Forward All to the right of the Message window, as shown in Figure 9-5 if you have

From: Donna Baker <donna baker@gmail.com> change
To:|

Add Cc | Add Bee
Subject: Fuwu.
& [7] 2007forecast ¥is (application/vnd ms-excel) 32kb
2008forecast ks { applicationfvnd ms-excel) 32kb
new2007forecast xls (applicafionvnd ms-excel) 32kb
spreadsheets pdf ( aopleationdodn) 32kb

Attach another file [£5] Add event info
BZI U F- Tghe E=1E0Ekk Check spelling «
=E= =TI «Plaintexd

|5

Ferwarded Conversation

From: Johnny Cornflakes <tclyckster@gmail coms

To: donna baken@gmail.com
Date: Fri, Feb 2 o7 P
Attachments: 2007forecas 2008forecast xls, new2007forecast xis

HlelV[:{EW Forward messages with organized content and attachments.
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multiple messages. You’ll see that Gmail provides an organized message, as shown in Figure 9-5.
All attachments are included, and the message starts with the label “Forwarded Conversation”.
The existing content is shown in gray.

The labels for the commands vary according to the message you are forwarding. When
there is a single message, the command is Forward, rather than Forward All. The new
message starts with Forwarded Message, rather than Forwarded Conversation.

Save a Draft Message for Later Use Sometimes you might not be able to finish T
writing a message. Click Save Now at the bottom of the message to save a draft. Starred T
Later, when you are ready to continue, click Drafts to open a window and select Chats @
the message. The number of Draft messages are shown at the left of the Gmail Sent hail
screen, as you can see here. Drafts (2)

Send Messages to Multiple Contacts If you are working with a group you may find that some
messages in a thread should be circulated to the entire group, while others are best addressed
only to a subset of the group. In either case, use the Reply to All command, located in the Reply
drop-down menu at the upper right of the message window, as shown in Figure 9-2. Delete the
addresses for those you don’t want to send the message to.

Pick the Recipient Status By default, a message is sent ToiDeena Boklaschuk <deena@ccga ca»
using an address in the To field. Click Add Cc or Add Bec _

below the To field shown here to display the additional Add Cc | Add Bec | Edit Subject | Attach a file
fields.

Send copies to additional people by typing their addresses in the Cc field. You can include
Bcc recipients as well, which means their addresses are hidden from others—even themselves.
That is, if you receive an e-mail where you have been defined as a Bec recipient, your e-mail
address isn’t shown in the heading of the message.

Finish Preparing the Message

Once you have written an e-mail message, either from scratch or in response to an existing
message or conversation, use other program features to enhance the mail. Gmail lets you add
attachments, format the appearance of the text, and even check your spelling.

Attach Files to an E-mail

Gmail uploads files and attaches them to your e-mail for sending. Click Attach a File below the
To field in the Message window to open a field. Click Browse, and locate and select the file you
want to attach to the e-mail message. You can’t send an executable file such as an .exe format file
via Gmail, even if it is in a zipped file format such as .zip or .tar. If you attempt to send the files
they are bounced back to the sender.

The restriction is used as a security measure against potential viruses.
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Add Cc | Add Bee | Edit Subject
& Formatting zip { aopiicationdzim 127kb
Sarmple.doc (apoicationsmaword) 83kb
CADocuments and Settingsidonna bakedhy Documer| Browse.. ] rEmove

CADocuments and Settingsidonna bakefMy Documer)| :Browse.. | ] rEmove
Aftach anather file [5] Add evernt info

Hl{O{H MW Multiple files attached to an e-mail message

You can add multiple files to a single e-mail. As shown in Figure 9-6, the information about
attachments can look different on the message window.

The attachments show different types of information and can be managed in a number of
ways, such as:

If the attachment has been saved with the e-mail draft, you will see the name of the
attachment in italics.

Deselect the check box for saved attachments to remove them from the list of attachments.

Click Remove following the Browse button for any attachment, in order to remove it
from the list of attachments.

Click Attach Another File to open another field and the Browse button to add more files.

Gmail lets you send and receive attachments totaling 10MB in size. If the attachment is
too large, you see a warning stating the file is too large to send.

Take care using files over 6MB in size, as they may not be allowed. When you add an
attachment, transport encodings are added that let the message be safely read and sent.
A message may increase dramatically in size when the encodings are added.

Configure the E-mail Appearance

Gmail offers a toolbar of formatting commands that you can apply to the content of your e-mail
messages. In the Compose window, look for the toolbar above the message entry field. If you
don’t see the tools, you are working in a plain text window. Click Rich Formatting to display the
Formatting toolbar, shown in Figure 9-7.

Many of the commands are self-explanatory. Both the Text Color and Highlight Color offer
the same color swatches, as shown in Figure 9-7. Select the text you want to modify and click the
formatting button to apply the text appearance.

Don’t bother using HTML tags in the message—Gmail doesn’t recognize them.

You can read about and see many of the formatting features in the text of the e-mail shown in
Figure 9-8.
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B 7 U FrI- Tghe =1
< Plain text

Hle{V[3{HM Format e-mail messages with rich text settings.

If you want to remove formatting, click the Remove Formatting icon—it shows a “T” overlaid
with an “x”. Many people prefer to have plain text messages, or use their e-mail program to convert
content to plain text. If you want to return to a basic format, click the Plain Text link shown

below the Formatting toolbar.

Spell Check for Accuracy

Before sending an e-mail, especially when you have to make a good impression, take a minute
and check your spelling. The message is tested using the same language you selected for
the program.

Bold Jeez.
Italic Jeez.
Underling Jeez.

& Mormal
e Titnes MNew Foman

s Arial

®* Courier New
® Georgia

small normal  large huge

1. ] ary caolor
2. highlights, too.

Use a guote to display @ snip of text from a message to respond to

SlelU[:{H B W Text using formatting features
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Recheck - - Done

Jeez. | agree itis very distracing. | think you could do it once, and
footnote it and be finished. AL least, that's what the company does when
wou write for therm, and | figure they know what they need to protect their
assetts.

HICIU[{HE W Spelling errors highlighted on the message

If you type a message in another language, click the Check Spelling drop-down arrow to
open a list and choose the appropriate language.

Follow these steps:

1. Click Check Spelling at the top of the message. The message is reviewed, and words not
found in Gmail’s dictionary are highlighted in yellow. In the image shown in Figure 9-9,
you see the highlight as light gray.

2. Click the misspelled word to display a list of suggested words.

w

Click to select a replacement.

4. Continue through the list and make corrections. Click Done to remove highlighting; click
Send to send the e-mail.

Use the Contacts List for Easy Addressing

Gmail uses the Contacts List as an address book for storing information about your e-mail
contacts. In some cases, the e-mail address is automatically added to the Contacts List. A new
contact is added automatically if you choose the Reply, Reply to All, or Forward commands
from the menu in the e-mail message window, or unmark a Spam message. If you like, you can
add additional contacts manually.

Refer to the section “Manage Spam Automatically” in Chapter 10 for information on
how Gmail handles spam messages.

Choose a Method for Adding Contacts

In addition to automatically adding contacts, Gmail offers a few ways to add people to your
Contacts List manually.



282

How to Do Everything with Google Tools

Type a New Contact Add a new contact at any time by following these steps:

1. Click Contacts at the left side of the browser window to open the Contacts window.

2. Click Add Contact to open the Add a Contact window. Add information about your
contact. You can add as little or as much information as you like, as you can see here.

Add Contact

Mame: [Daisy Brown

Primary Email: daisy@rogs corm

Mates:

Ficture: @ wy pick O Their pick
Learn mare
This person
hasn't picked
a picture

change delete

add section

Save Cancel

3. Click Save to add the newest member to your Contacts list.

Add Contacts from a Message When you receive an e-mail message from someone new to
Gmail, they are added to the Contacts list as soon as you click Reply. If you receive an e-mail
message from someone you’d like to add to your Contacts list, but don’t need to respond to their
e-mail, click the drop-down arrow next to Reply on the message window. Click Add Sender to
Contacts List.

Import and Export Contact Lists to Save Time

Most e-mail programs produce contact information files in formats that can be read by other
programs. You can export contacts from Gmail that you can use on a home computer, for
example. If you are starting with Gmail, you may want to import your contacts into Gmail from
another e-mail client.

Whether importing or exporting, you use the same comma-separated value (CSV) file
format.
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Reuse a Contacts List in Gmail

Instead of having to type and save new contacts in Gmail, you can simply import the contacts
file. Follow the directions in your e-mail client to export the contacts list in CSV format. In
Gmail, Click Contacts to display the Contacts window, and click Import at the upper right of the
window. In the resulting Browse window, locate and select the file you want to import, as shown
in this example.

£ http://mail.google.com - Import Contacts - Mozilla Fi... E”EIE

Import Contacts

We support importing of contacts in the CSY file format
(Comma Separated Values) | eam more

File: Lo impuorl. )
C\Documents and Setingsiall Users\Dacurr
[ Import Contacts ] [ Cancel ]

Click Import Contacts to close the dialog box and import your contact information into Gmail.

Export Contacts to a Downloadable File for Transfer

To put your contacts into a downloadable file that you can save to a disk for safekeeping or
install on another computer, follow these steps:

1.
2.
3.

Click Contacts to open the Contacts List.
Click Export at the top right of the Contacts List window.

Choose either Gmail CSV or Outlook CSV format for exporting the file and click
Export Contacts.

Select a location to save your file, and click OK.

Gmail automatically encodes the information using Unicode language encoding
Sformat; if you intend to use Outlook, be sure to specify the UTF-8 format instead. When
you import your contacts into Outlook, some content may appear garbled if it contains
characters that aren’t part of the character set used.

Edit Contact Information to Keep It Current

Whenever you get a notification from a contact of a new address or telephone number, take a few
seconds and update the Contacts List. Follow these steps:

1.

2.

Click Contacts, located on the left side of a Gmail page, in order to display the
Contacts List.

Click the name of the contact and then click Edit Contact Information to display the
information window.
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Edit Contact

MName: |Avery |

Primary Email: |haby@ourtamilynews.ca|

Motes: |information, new images, vacation plans

Picture: @ O Their pick
Learn more WS
This person
hasn't picked
a picture

ch-ange delete

rernove section

FPersonal

|Fhone:

299 Greenhaven Road

Toronto, Ontario

| I v | |babypics@hutmai|.cum | add another field
[Fax v | [1-515-555-0202 |

| Other. 1% | [avery2007 photolist |

|Ermail:

I Mobile: Gan

| Pager:
|Fan
Company:
Title:
Other:

add m

Slelz{H:B/ON Use additional sections for complete contact information.

3. Make the edits as required in the appropriate fields, shown in Figure 9-10.

4. Click Add More Sections (partially hidden by the drop-down menu in Figure 9-10) to
add an additional section to the contact; click add another field to open the drop-down
list shown in the figure, and then pick a heading.

5. Click Save.

A selected contact shows a list of recent conversations below the information entry area
on the window. Click a listing to view the conversation.
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You Can Search for Contacts
Using Gmail Search

For those of you with hundreds of contacts, it’s nice to know the Google Search feature is
offered in Gmail! Follow these steps:

1. Click Contacts along the left side of the page.

2. Type the name or address into the search box like the example shown here.

| : Shiow search options
[yahoo.cam _![ Search Mail ] [ Search the Weh ] Create a filter
Search results foryaheo.com | FieportSpam | [ Delete | | Mare actions... v H
Select: All, Mone, Read, Unread, Starred, Unstarred

>[] Brooke, me (2) Inbox websites - Very impressive news about g

3. Click Search Contacts.

If you are having problems searching for contacts, try one of these ideas:

B Use a contact’s first or last name only

B Search by the domain name, such as @ gmail.com for contacts using Gmail

B Enter the username only to find a contact

Create Groups for Easy E-mailing

Many of you regularly e-mail correspondence to groups, whether that group is a gang you play
softball with on the weekend, a project workgroup, or family members. Take advantage of
Gmail’s Groups feature to easily address messages to a number of contacts at one time.

Create a Contact Group
There are two ways to create a Contact Group. Follow these steps to use an auto-complete
method for starting a Contact Group:

1. Click Contacts at the left side of a Gmail page to display the Contacts window.

2. Select the Groups tab and click Create Group.
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Create Group

Group name: famity emails

Add contacts: ["april and Rob", "terry dyck" , "Deena”

<gbairg@mts nets Q

[ Create Group | [ Cancel| |

FIIU{H /LN Sclect addresses from an auto-complete list.

3. Enter your contact group’s name in the Group Name field.

4. Type contacts in the Add Contacts field, separating each address with a comma. As you
type, the auto-complete feature suggests addresses from your Contacts list (Figure 9-11).
Scroll up or down using the arrow keys; click the desired address, or press <TAB> to
select a contact.

5. Click Create Group.

The second method for creating a group lets you choose addresses visually by following
these steps:

1. Click Contacts along the left side of a Gmail page to open the Contacts window.

2. Select the Frequently Mailed or All Contacts tab to display the addresses.

3. Select the check boxes next to the names of the contacts you want to include in

the group.

4. Click the Add Contact To drop-down arrow to open its menu, L STL”S o
as in the following example, and choose New group. farnily emails

5. Type a name for the new Contact Group, and click OK. F!Ei':;g'rfi];réaillu!i R

Edit an Existing Contact Group

In the Contact list, look for Contact Group names next to the contacts’ listings, like the example
shown in Figure 9-12.

‘ Deena deena b@gmail.com Acrobat pals, family emails

Hl{O{H™MPA Contact listings include Group Contact names.
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Select the check box next to the name of a contact that you want to edit, and then:
B Click the Add to Group drop-down arrow to open the menu and then choose the name of
the group to which you’d like to add your contact.

M Click the Add to Group drop-down arrow to open the menu and then choose the name of
the group from which you want to remove the contact, as shown here.

Add to group .. |
Add to group .

Acrobat pals

family emails

New group ...
Remove from

Acrobat p

family emails

Save time starting an e-mail to a group. Click Contacts to open the window and select
the Groups tab to display your list of groups. Select the check box for the group you
want to e-mail. Click Compose at the top of the window.

Adjust the Program Settings to Suit Yourself

There are many ways to configure Gmail, from choosing a language to using mail forwarding.
Click Settings at the upper right of the browser window to open the collection of tabs, shown in
Figure 9-13.

Settings
General Accounts Labels Filters Forwarding and POP Chat Web Clips

Language: Gmail display Ianguage:% English (US) -
Maximum Show|50 v |conversations per page

page size: —

Keyboard @ Keyboard shortcuts off

shortcuts: O Keyhoard shortcuts on

Learn more

My picture: Change or delete

Learn more

@ Visible to all Gmail users
O visible only to people | ¢an chat with

FlelV[{/EY Customize program features in the Settings window.
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The Settings are made up of a number of tabs. In this chapter, we’ll look at the General
tab. See how the settings on the other tabs are used to configure more advanced options
and features in Chapter 10.

Choose common features for all aspects of your Gmail program in the General tab. Your
choices include:

Language Choose your language from the drop-down list. Gmail supports many common and
popular languages and alphabets.

Page Size Click the Show drop-down arrow and choose to display 25, 50, or 100 messages per
page.

Keyboard Shortcuts  Select either to turn the shortcuts feature on or off; Off is the default value.
There are many keyboard shortcuts you can use in Gmail. In the Inbox window, try some easy-
to-remember shortcuts for moving through different categories of mail, like the ones listed next.
In each shortcut, press G (for Go) and then a letter corresponding with the view, including:

G then A Go to All Mail
G then S Go to Starred
G then C Go to Contacts
G then D Go to Drafts

G then | Go to Inbox

My Picture and My Contacts’ Pictures Choose a picture to display in your e-mail messages.
Specify whether all Gmail users can see the picture, or only those using Gmail Chat. For your
contacts, those you exchange e-mails with, choose whether to show all pictures, or only those
that you’ve chosen for your contacts.

Read about Gmail Chat in Chapter 5.

Signature The default choice is No Signature; select the option to add a signature and type the
information you want to see on outgoing messages, as shown next:

Signature: O No Signature
(appended atthe end of all @& viggey,

outgoing messages)

!We are at the Westchester Invitational.
|Dion't miss it!
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The signature is shown at the bottom of the outgoing message, separated from your message
with two dashes. You can’t specify formatting to apply each time the signature is placed in an
e-mail. If you like, add formatting to the signature in the e-mail message.

Select and delete the text to remove the signature when you don’t want to send a
message displaying the signature content.

Personal Level Indicators The default is to use No Indicators; select Show Indicators to display
arrows of different types for different message types. A single arrow (>) is found next to a
message sent to you and others; a double arrow (>>) when a message is sent to you alone; no
arrows when a message is sent to a mailing list.

Snippets Gmail displays snippets, or lines of text showing the first few words of the most
recent message. The default is to Show Snippets, like the one shown here. If you prefer, select
No Snippets to display only the e-mail subject.

Deena oh yeah here too, its snowing/ranii
Donna Baker we aren't having any rain. t
Deena tayhe that's a sign. there is some

Vacation Responder Set a vacation responder to automatically reply to incoming e-mail. Gmail
sends a reminder vacation response to any subsequent messages received from the sender after
four days following the first message.

Follow these steps to configure the Vacation Responder:

1. Type the message contents in the Subject and Message fields (Figure 9-14).

2. Specify whether to send responses only to those people listed in your Contacts, or in
response to all your e-mail.

3. Click Save Changes.

C¥acation responder off
@ vacation responder on
Subject: |l am out of the office

>

Message: iH

|
|
;I am presently out of the office, and will return late ‘
ituday (Central time). i

!I've tried to teach Daisy to respond to email but she «
Only send a response to people in my Contacts

HleU[:{HBVN Type a vacation responder message
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[*] Gmail - Inbox

[ %]

I am out of the office End now Yacation settings

Hl{OR{H/IY Notification of vacation responder on program window

If you have a personalized signature, it is attached to the end of the vacation response.

When a Vacation Responder is active, you see a banner across the top of the window
(Figure 9-15). The banner shows the subject of the vacation response. As you see in the figure,
the response can be cancelled by clicking End Now. If you want to retain the response but
change it, click Vacation Settings to reopen the Settings window.

Outgoing Message Encoding Choose one of two methods for encoding messages, either

the default text or Unicode (UTF-8) for outgoing messages. Gmail automatically selects the
appropriate encoding text based on the language of the e-mail. If your contacts are having trouble
viewing messages, switch to UTF-8, which is another type of encoding text.

Summary

In this chapter you checked out Gmail, which is a terrific e-mail client and is accessible
anywhere you can make an online connection. Gmail offers a range of e-mail activities such
as sending and receiving e-mail and managing contacts. You also learned how most program
features in Gmail—from your signature to the appearance of the text on the page—can be
customized.

In the next chapter, learn more about using sorting and filtering features in Gmail, as well as
how to integrate Google Calendar with Gmail.
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How to...

B Sort your Gmail using different features
B Use filters to automate e-mail handling
B Keep a current schedule with Google Calendar

B Share calendar events publicly

Everyone uses e-mail, but not everyone understands or uses their e-mail program to its full
potential. Along with holding existing messages, and receiving and sending messages, you
can use the program to manage the information contained in the e-mail.

Gmail offers the power of Google to search, filter, and organize the content of your e-mail.
You can also integrate other Google tools into Gmail, such as Google Chat and Google Calendar
to extend the program’s function.

Sort Your Mail

All new Gmail messages arrive in the Inbox. You are likely to find that keeping all your mail in
the Inbox isn’t convenient, nor is it easy to find a particular conversation that way.

Sort into Categories
There are several Select links, found at both at the top and bottom of the Inbox, which let you
move the content into groups (Figure 10-1).

The Select links are listed below, and include:

All This selects all the messages in the Inbox

None This deselects any selected messages

Read This selects all the messages that have been read

Unread This selects any unread messages

Starred This is used to select those messages you have flagged with a star
Unstarred This is used to select messages not sporting a star

Along with the Select links, Gmail lets you use two other features for sorting and organizing.

Archive Messages Select a message or messages in the Inbox and click Archive, shown in
Figure 10-1. The files are moved to a long term storage area, where they are still available for
searching, but no longer listed in the Inbox.

Raob, me (3)
ulia, me (4)

Add Stars Select a conversation or conversations and then click the Star icon
next to the check box, shown here.
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[Archive ] [ Feport Spam ] [ Delete ] iMDrE actions... v | Refresh
Select: All, None, Read, Unread, Starred, Unstarred

SlelUz{=B Use the default selection options to sort the mail.

Stars are a discretionary sort feature in that you can use them to identify whatever messages you
wish. You might want to assign stars to messages about a project you are working on, and then
remove the stars when the project is completed.

Sort into Folders
Although all the mail comes into the Gmail Inbox, there are several other folders that can hold
content (Figure 10-2).

For the most part, the contents of the other mail folders result from specific actions. For
example:

The Inbox holds all new mail messages that aren’t defined as Spam.

Conversations you have defined with stars are held in the Inbox, unless you also select
the message and click Archive. Select the Starred link to show only those messages
and conversations that you have applied stars to.

Chats stores conversations you have held with others using Google Chat.
Sent Mail holds copies of all the messages you have sent from Gmail.

The Drafts category holds incomplete messages. If you are writing an e-mail and need
more information, or decide to come back to it when you have more time, don’t worry—
the draft of the e-mail is saved every few seconds. If you want to save the draft yourself,
click Save Now when the button is active.

Click All Mail to show items that are listed in the Inbox, as well as Starred messages.

Inbox
Starred 38
Chats &
Sent Mail
Drafts (1}
Al hail

Spam (3)
Trash

SlelU{m(®A Mail is assigned to different folders.
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B The Spam folder holds content that is considered spam messages. Read about training
spam filters in the section “Manage Spam Automatically” later in the chapter.

B Trash holds unwanted messages and conversations. Content deleted from the Spam
folder is sent to Trash, as are any messages you select in any other window and define
as Trash.

Messages that you have listed in the Spam and Trash folders are automatically culled
by Gmail. Any message over 30 days old is deleted permanently.

Create Labels for Organizing Messages

Labels work in the same way as the personalized mail folders you may have used in other e-mail
clients. The difference is that you can assign multiple labels to the same message in Gmail. Use
labels to organize your messages, or as a search term.

Create a New Label

Follow these steps to create a new label in Gmail:

‘More actions... v
hore actions. .

1. Select the check boxes next to the message or messages you
want to label.

2. Click the More Actions drop-down arrow to open the menu i
shown here and choose New Label. ~ [—mr

. . Apply label:
3. Type the name for the new label in the field. Acrobat
4. Click OK to create the new label and apply it to the messages. lrJes?eDrr;Smups

wiork

MNew label...

Delete Message Labels
You may start out with a few labels, and then find over time that some aren’t being used, or that
other labels aren’t named correctly.

Follow these steps to remove a label from your list:

1. Click Edit Labels at the bottom of the Labels box.

2. Click Remove Label next to the label you want to delete (Figure 10-3).

3. Click OK to confirm the deletion and remove the label.
Deleting the label doesn’t affect the messages that used the label.

Rename a Label

To rename a label, click Rename next to the label to be edited. Type the new name into the
displayed text entry field and click OK. Messages previously labeled with the old name are now
categorized with the new label.
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Settings
General Accounts Labels Filters Forwa

Acrobat rEName  remove
(3 conversations)

reports rEname  remaove
(2 conversations)

User groups TENSME  FEMoVE
{5 conversations)

work rEname  remaove
{3 conversations)

Create a new label:

Note: Removing a label will not delete the
messages with that label.

SlelV[:{=|®Y Labels are listed in a block for easy access and modification.

You Can Check Your Mail
from Your Desktop

The Gmail Notifier is a downloadable application that alerts you whenever you have new
Gmail messages.

Download and install the Notifier from http://tinyurl.com/g5pcy.

After you download the Notifier, an icon like this displays in your system tray so you
don’t have to open a browser to let you know if you have unread Gmail messages.

#1of 1-2:32 PFM me
M check this out

The Notifier plays a sound to notify you when mail arrives, and shows you bits of text
from up to 30 new messages.
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Construct Filters to Sort Mail

Filters are a convenient way to organize your mail as it arrives. It takes a few minutes to set up a
filter, but saves a lot of time in the long run.

How do you know when to use a filter? Pay attention to how you deal with incoming
e-mail—if you realize you are doing the same steps with the same mail, building a filter
will save you time. For example, if you always store e-mail from the same senders as
archived mail, set up a filter to move it to the archive automatically.

Filters are designed in two parts: First you specify the variables for the filter, such as
keywords or senders. Next, define the outcome such as archiving or adding a label.
Set up a filter following these steps:

1. Click Create a Filter at the top of any Gmail page to display the filter form fields.

2. Type the filter criteria in the fields, as shown in Figure 10-4. The more fields you use, the
more precise the filter and the fewer returned results.

3. Click Test Search to apply your filter and show your results. If necessary, change the
criteria and test again.

4. When your results are satisfactory, click Next Step to display a list of actions.

5. Select the action or actions from the list shown in Figure 10-5 that you want applied to
the e-mails.

6. Click Create Filter.

You can apply a filter to messages already filtered in your Gmail. In the Create a
Filter dialog box, select the Also apply filter to x number of conversations below the
check box.

Create a Filter Hide filter options

Choose search criteria - Specify the criteria you'd like to use for determining what
to dowith a message as it arrives. Use "Test Search” to see which messages would
have been filtered using these criteria.

From: [tom carson | Has the words: |Acrobat |
To: | | Doesn't have: | |
Subject: | | [“lHas attachment

Show current filters [ Cancel | [ TestSearch | [ Next Step » |

SelUl{=|¥W Specify the criteria to use for constructing a filter.
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Create a Filter Hide filter options

Choose action - Now, select the action you'd like to take on messages that match the
criteria you specified.

When a message arrives that matches the search: from:(tom carson) Acrobat, do the
following:

[ Skip the Inbox (Archive if)
O star it
Apply the label: |

] Forward it to: Eemail address |

[ Delete it

Show current filters [ Cancel ] [ « Back ] [ Create Filter ] [¥] sls0 apply filter to 2
conversations below

Sle{U MY Seclect actions to apply to the filtered e-mail messages.

Filter Messages from Different Addresses

You can adjust your existing filters to accommodate e-mail arriving from different e-mail
addresses. Follow these steps to set up the filter:

1.
2.

3.
4.
5.

Click Create a Filter at the top of the Gmail page.

Type the e-mail addresses in the From: field. Separate the addresses by typing OR, and
add parentheses around the content in the From: field, shown in Figure 10-4.

Add the message criteria for the rest of the filter. Click Next Step.
Specify the action or actions by clicking the appropriate check boxes, shown in Figure 10-5.
Click Create Filter.

Manage Your Filter Collection

Take care of your Gmail filters in the Settings window, following these steps:

1.
2.
3.

Click Settings at the top right of a Gmail page.

Click Filters to display your list of filters.

Locate the filter you want to modify and make the changes:
B Click Delete to remove the filter from your settings.

B Click Edit and change the criteria for your filter. Click Next Step, and finally click
Update Filter.
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Manage Spam Automatically

Gmail handles spam just as it does any incoming mail—by using filters. In some systems, and
with some e-mail and mail clients, you have to train the spam filters to identify content as spam.
In Gmail, your account includes basic spam recognition that runs automatically.

If you find additional spam landing in your Inbox, select the message’s check box and click
Report Spam, shown here.

[ Archive ] [ Fieport Spam ] [ Delete ] [MDrE actions... V

Select: All, Mone, Read, Unread, Starred, Unstarred

2% Virginia Ramirez Trendy replica watches

The message is sent to the Gmail system for future reference.

If you find a message in the Spam window that is a legitimate message, select the message’s
check box in the Spam window and click Not Spam at the top of the message. The label is
removed, and the message is moved to your Inbox.

Read Web Clips

Gmail includes a display of updated information from news services, blogs, RSS and Atom
feeds, and other sources found at the top of the Gmail inbox and messages. By default, a
number of Web Clips are displayed in the program.

Follow these steps to customize your Web Clips display:

1. Click Settings at the top of a Gmail page to open the Settings window; select the
Web Clips tab.

2. Select a topic link at the left of the window.

Search for feeds by typing topics of interest or feed URLs.

3. Click Add next to the clips you want to use in your Gmail account.

A clip displays its source, when it was published, and a link to the page. Scroll through
clips by clicking the left or right arrows shown in Figure 10-6.
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Wired Mews: Top Stories - Biofuels Boom, Toudh Questions - 1 day ago Weh clip  [</[>

Sle{U | Navigate through upcoming or previous Web Clips.

Organize Your Schedule with Google Calendar

Google Calendar has become a functional and easy to use calendar that integrates neatly with
other Google tools such as Gmail. Along with the default calendar, you can create as many
custom calendars as you need to keep track of activities, hobbies, groups, work projects, and
so on. Your calendars can be privately held, shared with a select group of people, or offered for
searching and public use.

If you have a Google Account, visit the Google Calendar homepage at http://calendar.google.
com. Enter your Google Account name and password, and click Sign in.

You don’t need a Gmail account to use Google Calendar; but there are Calendar
features only available in Gmail, such as sending event invitations via Gmail or adding
events from Gmail messages to the calendar.

Getting Around in Google Calendar

You can view content in Google Calendar in a number of ways, depending on what you are doing
or looking for. For example, if you have several appointments on the same day, zoom in to see
the single day; if you are trying to decide if you can squeeze in a few days of vacation, you’ll
want to see the full month.

Viewing options include:

B Select a day or click and drag to select a range of dates in the mini-calendar (Figure 10-7).

B Use the arrow buttons at the upper left of the window to move forward or backward from
the visible date or select a tab at the upper-right corner of the page. Tabs include Day,
Next 4 Days (Customizable), Week, Month, and Agenda.

|““ May 2007 Day ‘Week Month Nextd Days Agenda

B Select the calendar from the Calendars list at the left side of the page—read about
creating new calendars and importing calendars later in the chapter. Select the check
boxes next to the calendars’ names to toggle their visibility.


http://calendar.google.com
http://calendar.google.com
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« March 2007 »

S L BT
1819 20 21 222324
25262728 1 2 3
4 5 & 7 8 210

[fliz1314 151617
18 19 20 21 233 24
25 26 27 28 29 30 31
12 3 45 617

SlelUl{=|[A Specify the date range in the mini-calendar.

You can print any calendar view you like. Click the printer button at the left of the
calendar’s view tabs. Then, click Print in the Adobe Reader or Acrobat browser
window, and then click OK to close the dialog box and print the calendar.

Setting the Calendar’s Appearance

Click Settings at the top of any Google Calendar page to open the settings window, shown next.

Calendar Settings
General Calendars HNeotifications Import Calendar

Language: | English (US) v

Country: | United States v
(choose a different country to see other timezones)

Your current | (GMT-08:00) Central Time v
time zone:

[ Display all imezanes

Date format: | 12/31/2005 v|

Time format: | 1:00pm |
Week starts | gungay v
on: :

Show ® Yes
weekends: O Mo

Default view: | Month ¥
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Take a few minutes to configure how you want to view the default calendar in the General
settings. If you always want to view the month, for example, set the default to show the month.
The options you can configure are listed here.

Language

Country

Your current time zone

Date format

Time format

Start date for week

Show weekends

Default view

Custom view (day and week options)

Location (only if country selected is United States)
Show weather (only if country selected is United States)
Show events you have declined

Add invitations to the calendar automatically

Create New Calendar Events

There are several ways in which you can add new events to your calendar. The option you
choose depends on your workflow and personal preferences. For example, a visual person may
want to drag to include several days in the calendar to block off for vacation, while someone else
may prefer to type the dates in a dialog box. Regardless of your approach, you’ll produce the
same scheduling results.

Add an Event and Invite Others

To create a new event and configure its settings, follow these steps:

1.
2.

3.

Click Create Event at the left of the Google Calendar page to display the event forms.

Add information about the event, such as its location, time, date, a description, and so on
(Figure 10-8).

Access time and calendar drop-down features by clicking either a time field (as shown
in Figure 10-8) or a date field; type in a time that isn’t on the list, such as 9:15.

Select a calendar from the Calendar drop-down list.
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What |dinner party

When 5/13/2007 |6:00pm ta
9:00pmf |5f13f200? [ Al day
9:00pm (3 hrs) |
9:30pm (3.5 hrs) epeat M
10:00pm {4 hrs T

Where i [ )

10:30pr (4.5 hrs)

Calendar |11:00pm (5 hrs) v
11:30pm (5.5 hrs) k- -

Description

SlelU{=m[®H Add details of the event in the appropriate fields.

4. To invite others, start to type the names in the Guests field; or select your invitees from

the names that pop up, as you see here. If your invitees aren’t on the contacts list, type
their addresses in full.

¥ Guests
E3 Add guests

Enter the email addresses of
guests, separated by commas

ljohnnf

Johnny Cornflakes <tdyckster@omail.coms

Guests can L invite others
see guest list

5. Specify whether guests can invite others or see the guest list.

6. Choose other options, including:
B Click the Reminder drop-down arrow and choose a reminder time.
B Specify whether the calendar is to show you as Available or Busy.

B Select a Privacy setting for the event.
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7. Click Save to save the event.

8. If you have invited others, click Send or Don’t Send in the Send Invitations pop-up
dialog box to save the event and return to the main Calendar page.

Other Ways to Create Events

There are ways to add events that are even quicker than the previous method. For example, if
you have both Gmail and Google Calendar, when you receive an e-mail message in your Inbox
that possibly contains an event, Google Calendar automatically offers the option to add it to your
calendar.

In all cases, you can access the same dialog box as that shown in Figure 10-8 to add
additional information and invitations.

Open Google Calendar and choose from these options:

B Click the date when you want to add an event to display an Event dialog box shown here.
Type the title and event time and click Create Event to publish the event to the calendar.

Tue, May 22, 2007

What: lunch meetingf |

e.g., 7pm Dinner at Pancho's

which Calendar: | Donna Baker v

Create Event | edit event details »

21 7 23 24

B Click the Day tab and choose the day; click the time block for the event and add the
information, such as “Dentist at 10:00 am.”

B Click Quick Add or type the shortcut Q to open the Quick Add field. Type the
information for the event and click (+) to add the event to the calendar.

B Use SMS to send a text message to the shortcode GVENT (48368). Include event details,
such as “Pick up dress Saturday 10 am Fluff ‘n’ Go” in the message. Google Calendar
will interpret your message and put it into your calendar.

To use SMS, in Google calendar choose Settings | Notifications and complete the
information. You need to provide the cell number, carrier, and a verification code that
Google sends to your cell phone.
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Migrate Events

You can bring calendar events from Outlook, Yahoo! Calendar, or Apple iCal into Google
Calendar. Each program offers different methods for exporting the file, but all use the same
import process in Google Calendar.

Outlook In Outlook, choose Export | Export to a File. Select Comma Separated Values
(Windows) as the export format; choose the calendar you want to export and its storage location.
Click Finished.

Apple iCal In Apple iCal, select the calendar from the list of calendars in the iCal window.
Choose File | Export to open the Export dialog box. Name the calendar and click Save.

Yahoo! Calendar Sign in to your Yahoo! Calendar account. Choose Options | Import/Export.
Click Export in the Export to Outlook section. Name and save the file to a storage location.

In order to use the calendar file, you have to add hard returns before the beginning

quote on each event in a text program such as Notepad.

Once your calendar file is exported, follow these steps in Google Calendar to import the file:

In Google Calendar, choose Settings | Import Calendar.
Click Browse and select the calendar file. Click Open.

From the drop-down menu, select the calendar to use for displaying the imported events.

PONA

Click Import.

Files exported from Yahoo! Calendar and Outlook don’t include recurring events;
instances of the event that fall between the selected dates are included.

Share Your Calendars

You can share your calendars in a number of ways. If you want to publicize an event such as a
community garden visit, share the calendar publicly. If you are planning a garden tour, share the
calendar with those in your garden club.

Follow these steps to share calendars:

1. Click the drop-down arrow next to the calendar you want to distribute and select Share
This Calendar to open the settings.

2. Specity a selection option, shown in Figure 10-9:
B Share all information on this calendar with everyone.
B Share only my free/busy information (hide details).

B Type the e-mail address of those you want to receive a copy of the calendar, and
choose a permission level.

3. Click Add.
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Art Details

Calendar Details Share this calendar

Share with & Dio not share with everyone
everyone: O share all information on this calendar with everyone
Learn mare ) Share nnly my free / hiisy infarmatinn (hide details)
Share with PERSON HAS PERMISSION TO DELETE
specific people:
Share with other Denna Baker Iake changes AND manage sharing
people or edit who ~ <denna.bakergigmail.com>
has access
dshnny Cornflakes | See free/busy information (no details) v | it

<tdyckster@gmail.com>

ADD A NEW PERSON:

| See all event details v

A

« Back to Calendar

Fl{O2{=WE:N Calendars can be shared with a select group, or the whole world.

For a public calendar, the information can now be used in Google searches; for a shared
calendar, those listed in your recipients list are sent an e-mail invitation to view the calendar.

Add Additional Calendars

Google Calendar offers four types of calendars, including personal, public, friends, and holiday
calendars.

Add Personal Calendars for Different Schedules

Google Calendars includes one default personal calendar, but many of us have different activities
that are easier to manage if they are on different calendars. For example, a schedule of action
items and due dates for work is easier to understand (and achieve!) when separated from
orthodontist appointments and piano lessons.

Follow these steps to add another calendar:

1. Choose Settings | Calendars | Create new calendar, or click (+) next to My Calendars to
show the Create New Calendar form.

2. Add information about the calendar.

You must name the calendar, but any other settings can be left at default values or blank.
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3. Click Create Calendar to add the new calendar and return to the main Calendar page.

4. The new calendar is listed along with your other calendars. To configure its settings,
click the drop-down arrow to the right of the calendar’s name and select a command. You
can also change the color for the calendar as shown here.

w Calendars
My Calendars ]

O S =
Display anly this Calendar
Other Calendars Calendar settings

Create event on this calendar
Share this calendar

Manage calendars

Track Down Public Calendars

Suppose you are an avid theatre-goer or like to attend gallery openings. Check to see if your
favorite venues offer public calendars that you can add to Google Calendars.
To find and add public calendars to Google Calendars, follow these steps:

1. Click the (+) button following Other Calendars in your Calendars list to open the Add
Other Calendar form.

2. On the default Search Public Calendars tab, enter keywords or other data as search terms.
You can

B Use a keyword as a search term.
B Type a URL for the calendar.
B Enter an e-mail address in the search box.

3. Click Search. The results are shown in a list view by default, select one of the tabs to
view the results on a calendar page.

You may not find results for a calendar. If not, Google asks if you want to search for
events. Check out the next section to see how that’s done.

4. Look through the results for the correct calendar. Select the calendar and click Add
Calendar, as shown next.



5. The dialog box closes, and the new calendar is listed under Other Calendars on the left
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Results: 1-10 of 200 calendars found matching "New York Public Library"
CALENDAR

= Somers Library Add Calendar
Matchning events on this calendar
20U 7-U3-12 - Computer Classes
Computer classes for beginners. Call 232 3717 for
details.

2007-04-19 : Litcrary Scminar
Nisrussinn nf Henrik lhsen's A Nnll's Hoose annd
Hedda Gabler.

NN7-N2-28 - "Ne-Chifter Ne-Siress"
Learn how to eliminate clutter in your home and in
your life.

Prewview

™ Events Around Town Add Calendar

Matching cvents on this calcndar

2007-03-16 : Drandy Library- Tribeca- Tasting
Fridays

hittp:Ahanarr branckylibrary . comdsectionsécalendar hirm
Tasting

2007-03-17 : Brandy Library- Tribeca- Single Malt
Saturday

hitp: e brandylibrary comfsectionsfcalendar htm
Single

Ereviemw

side of the window.

If you have a calendar in iCal or XML format, type the file name in the Public Calendar

Address tab and click Add to load the file.

Share Friends’ Calendars

You can share a calendar with your friend—whether a fishing buddy or a second cousin helping

you organize your family reunion.
Follow these steps:

1.

2.

3.

The calendar displays automatically in the recipients’ Google Calendar in the Other Calendars

listing.

In Google Calendar, click the drop-down arrow next to the appropriate calendar to
display the list of options and then choose Share this calendar.

Type the names of the e-mail addresses for recipients in the Share with Specific Users

section, select a permission level, and then click Add User (Figure 10-10).

Once the calendar is specified as shared, notices are sent to those whose e-mail addresses

were entered in the previous step.
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DOG SHOWS Details
Calendar Details Share this calendar

Share with {51 Do nat share with everyone
everyone: O Share all information on this calendar with everyane
Learn mare O Share only my free / busy information (hide details)
Share with PERSON HAS PERMISSION TO DELETE
specific people:
Share with other Donna Baker Make changes AND manage sharing
people or editwho  <donna.bakerg@gmail.com>
has acCess.
ADD A NEW PERSON:
dee haker [ Make changes AND manage sharing |~ | i
Johnny Comflakes | See all event details v i
| See all event details |

Add Person

HlelV[x{=[/&[)] Specify who should share your calendar, and what they are allowed to do.

Include Holiday Calendars

Add holiday calendars to your Google Calendar to keep track of national holidays, both for your
country’s holidays, and for other countries, where you have contacts or conduct business. If your
calendar shows that the Thai New Year, Songkran, is celebrated this year from April 12 to April 15,
you won’t bother trying to reach business contacts on those days.

To add a holiday calendar, click (+) next to Other Calendars to open the settings. Select the
Browse Calendars tab. Scroll through the list to find the appropriate calendar and click Add
Calendar. The calendar is included in the Calendars list, and dates are color-coded on your
calendar (Figure 10-11).

Day wWeek Month Nexts Days Agenda
Thu
4

11

Fl{U MMk Calendar events are added automatically for holidays or other events.
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You can move events from one calendar to another. Select the event on the calendar
that you want to move, and choose Edit Event Details. Click the drop-down menu in
the Calendar section and choose the calendar where you want to display the event.
Click Save.

Add Events from the Web

Use Google Calendar to search for events you want to attend or view, and add them to your
Google Calendar.
For example, to find a list of blues festivals in August, follow these steps:

1. Type an event and a location in the Search field on Google Calendar and click Search
Public Events.
2. Select an event listing in the search results, shown in Figure 10-12.

3. Check out the information, including a map of where the venue is located and details of
the event.

GOL)g«[e |b|UESfEStival |[ Search Public Events ]

Calandar City or Town {e.0. MNew vork, MY) When (e.g. Today)
!august |

My Calendar > Search results
List view Day Week Month
Fesults 1 - 30 of 35 fo

EBoundary Waters Blues Festival

Festivals, Music events, Outdoor

Since 2000, The Annual Boundary Yaters Blues Festival, 3-days of blues music in
.. This intimate music festival hosts high quality, world famous, blues music acts,
Kore than 2 ratching times at Falls Lake at the Longbranch, Winton, ki

Sunflower River Blues and Gospel Festival

Music events, Outdoor

Features local and nationally known blues and gospel artists, lectures, seminars
More than 2 matching times at Downtown Clarksdale, Clarksdale, MS

Eayfront Blues Festival

Alr shows, Family events, Festivals, Hobbyw/Special Interest shows

Since 1989 this annual festival is one of the largest outdoor music festivals in
More than 3 matching times at Bayfront Festival Park, Duluth, kr

SlelV2 =™ P] Read about events in the search results.
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4. Click on the event time and choose Copy to My Calendar, as shown here.

My Calendar » Search results » Event details
Event Details

Sunflower River Blues and Gospel Festival

Event tvr\,,. RAnsmin siiambes Mocksda s

Feature [%] ‘ncessions.
Sunflower River Blues and Gospel Festival
Sun, Aug 12

Venue Downtown Clarksdale
Do’ 300 John Lee Hooker Lane, Clarksdale, MS 38669, United States (map) g

Map || Sateiite
300 CDEY to my calendar I"

Uni. )
Eri, Aug” .
Sat, A 11

Sun, Aug 12

Websit,

MEE

A)
= W, 20 SHIFEEE i '
':Rwrr'.cn Clarksdale

o)

i aa
1S Wis

S

Use the mini-calendar gadget for Google Desktop to view your events without opening
the browser. The Google Calendar gadget can sit on your desktop or you can dock

it in the Desktop Sidebar. You can also add the Google Calendar gadget to your
personalized home page. Read how to personalize your homepage and desktop in
Chapter 8.

Show Your Weather Forecast

If you live in the United States you can attach a weather forecast to your Google Calendar. That
way, not only can you keep track of activities, but you’ll also know if you need an umbrella.

Follow these steps to activate the weather feature, showing a four-day forecast and
temperature highs and lows:

1. Click Settings at the top of Google Calendar to display the Calendar Settings window;
the General tab is selected by default.

2. Scroll down to the Location section and enter your location.

3. Select the temperature scale to use in the Show Weather Based on My Location section.

4. Click Save to store the settings and return to your calendar view.

On your calendar, look for the forecast icon at the upper left EX - Y
. = g
of each date’s calendar block. Move your mouse over the icon to
display the location and temperature high and low for the specific
date as you see next.

|Mostlv Sunny in Mew York, MY (14° | 420
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The weather is available only for US locations. In the General settings, unless United
States is selected the location fields aren’t available.

Share and Publish Events

Suppose your art group’s website offers ongoing and changing art shows, or your baseball team
posts its schedule to a common website. Perhaps your business offers client appointments or
reservations. If any of these situations apply, there are Google Calendar features you can use on
your website.

To make it easier for users to find your events, ensure the title and descriptions are
complete and include the full address.

Promote Events to the Public
If you have a public event that you would like to promote, make it accessible to others doing a

Google Calendar search.
Follow these steps to specify the calendar’s settings as Public:

1.

2.

Select the calendar in the Calendars list at the left of the Calendar window, and choose
Share This Calendar from the drop-down list.

In the Share This Calendar form, shown in Figure 10-13, click Share All Information on
this calendar with everyone.

You’ll see a Google Calendar button display on the window as shown in Figure 10-13;
see how to use it in the next section.

Click Save to store the new permissions and return to the main calendar page.

DOG SHOWS Details
Calendar Details Share this calendar

Learn more @ share all information on this

Share with everyone: O Do not share with everyone Google Galendar

Use this button on your site to let others

s B subscribe to this calendar. Get the code

O share only my free / busy
information (hide details)

Hlcl0{=[Mk] Specify that a calendar can be shared publicly.
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Copy and paste the following code into your website to create a button that will allow
users to subscribe to your calendar:

SlelU:{=R/FY Copy the selected code to create a button for users to subscribe to your calendar.

Link to a Google Calendar

Instead of leaving your event to be found as a search result, offer your site visitors the option to
subscribe to your calendar, or add your calendar as a web page to your site or blog.

Use a Subscription Button

Add a button to your web page that lets the visitor subscribe automatically to your calendar. In
the previous section, you saw how a button displays on the Calendar settings when the option
is selected to share the calendar. Click the button or “Get the Code” to display a dialog box
containing the code (Figure 10-14).

Display a Calendar on Your Site

Each calendar has a unique URL that you can locate and use for sharing.
Follow these steps to find the address:

1. Click the drop-down arrow to the right of the calendar and choose Calendar settings.

2. In the Calendar Address or Private Address section, click HTML, one of the file format
icons, shown here.

Calendar Address: | XML JICAL
Learn more This is the address for your calendar. Mo ong

Change sharing settings made your calendar public.

Private Address: | XML JICAL| Reset Private URLs
Learr rore This is the private address for this calendar.

unless you want them to see all the events o

3. View the calendar’s URL in the Calendar Address pop up window, shown in Figure 10-15.
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Calendar Address

Please use the following address to access your calendar in any web browser.

http:étwnin goole comdcalendar/embed?sre=k2i0chSe68m0amusvt4c3aihikss400roup calendar qoogle .com

You can embed Google Calendar in your webksite or bleg. Use our configuratien teeol te generate the HTML you need.

SlelVl:{=k&I] The URL for the calendar is shown in the window.

4. Click the link for the configuration tool on the pop up box. The Google Embeddable
Calendar Helper window will open.

5. Choose settings for the calendar, including a title, the types of controls for the window,
its size, color, and so on. Each setting offers a description of your options.

6. Scroll down the page. The code for the calendar is shown in a text frame to copy and
paste into your web page.

7. At the bottom of the page, preview the calendar as it will appear on your site (Figure 10-16).

8. Close the browser tab or window. Click OK to close the pop up window showing the
page’s URL.

Gouglg Daisy's

Calendar

Appearances
War 2007

[ ] > ] Month  Agenda

Sun Mon Tue MWed Thu  Fri Sat
28 26 27 28 1 2 3

4 a & 7 g 9 10
i 12 13 14 18 16 17
18 19 20 21 22 23 24

25 26 2¥ 28 29 30 A

Timezone: Central Time
Powered By Google Calendar: Subscribe

HlelV[3{=|W ™[] Choose settings and preview the calendar’s appearance.
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Take care advertising and distributing your calendar publicly—you may find you

have more invitations on your calendar than you could possibly imagine. Show only
events you've either created or accepted: In the General tab of the Calendar Settings,
choose No, Only Show Invitations to Which I Have Responded in the Automatically Add
Invitations to My Calendar area. Choose No in the Show Events You Have Declined
section.

Summary

In this chapter, you discovered how some of Gmail’s features are used to sort, organize, and
categorize mail. You learned how to construct filters to help organize yourself even further. From
Gmail we looked at using Google Calendar, a separate program that works hand-in-hand with
Gmail. There are many ways to configure calendars and add events—you can even add national
holidays or phases of the moon automatically. Finally, you learned how to share events for public
promotion and searching.

In the next chapter, see how you can work with documents online using Google Docs &
Spreadsheets.



Chapter 11

Create and Manage Documents Online
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How to...

B Create documents from scratch or use with uploaded files
Send e-mail invitations to others to edit or view your files
Publish files as web pages or blog postings

Save, sort, and manage your files online, including previous versions

Export documents in a number of different formats

S 7 ou don’t have to spend a lot of money to use programs that perform much of what we do
with a document on a regular basis. Instead, you can check out Google’s Documents &
Spreadsheets program.

You’ll learn how to work with the Documents part of the program in this chapter, and
will follow up with the Spreadsheets portion in Chapter 12.

How much work can you do with a program that’s free and available online whenever you
need to use it? As you’ll learn in this chapter—you can do a lot!

Get Ready to Use Docs & Spreadsheets

Make sure your browser is ready to handle the program before you start. You can use Google
Docs & Spreadsheets in most browsers, including Firefox, Netscape, Internet Explorer, and
Opera. Docs & Spreadsheets is also now supported on Linux. Regardless of the browser you are
using, you must have cookies and JavaScript enabled for it to work.

At the time of writing, Google Docs & Spreadsheets wasn’t available for Safari
browsers. The program works on Mac using Camino 1.0al or higher, FireFox 1.0.5 or
higher, or Mozilla 1.5 or higher.

Check Your Browser Settings

Cookies are files stored on your hard drive that contain information on the settings and
preferences you use in the Docs & Spreadsheets program. JavaScript is a programming language
used to run online applications like Google Docs & Spreadsheets. Unless the browser is reading
and processing the JavaScript, you won’t be able to use the program.

To make sure you have the browser features enabled, check for these settings in your browser
of choice:

Check Firefox Settings Open Firefox and choose Tools | Options | Privacy to open the Privacy
tab of the Options dialog box. Ensure that the Accept Cookies from Sites check box is selected.
Click Content to display settings for choosing active page features, and choose the Enable
JavaScript check box. Click OK to close the dialog box.
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Specify IE Settings In either Version 6 or 7 of Internet Explorer, choose Tools | Internet Options |
Security to display the Security tab of the Internet Options dialog box. Click Custom Level to
display the Security Settings dialog box; scroll down to the Scripting section, shown here (it’s a
long way down!) and click Enable. Click OK to close the dialog box.

Security Settings - Internet Zone E|

Settings

() Disable
(& Enable
) Prompt
& | Scripting
=g} octive scripting
() Disablz
() Enable
) Prompt
= | Allaw Programmatic clipboard access
() Disable
() Enable
&) Prompt
;3'. Allovs skatus bar updates via script
(%) Disable 5
() Enable

= Allcia maheitacs ba mearank For infFarmakion ocinn eovinkad minds

< | >

[

Select Privacy to display options for choosing how cookies are handled, adjust the slider to the
Medium setting, and then click OK to close the dialog box.

Check Your Account
Now all you need to start working with Google Docs & Spreadsheets is a Google Account. Sign
up for a Google Account at https://www.google.com/accounts/NewAccount.

If you already have a Google Account, go to http://docs.google.com/ and sign in.

If you are using Gmail, you already have a Google account.

Be Aware of File Size and Type

When working with your computer, the numbers and sizes of files are limited only by your
software and hardware; however, you do have definite limits working in Google Docs &
Spreadsheets. The restrictions for both document and spreadsheets are

B One document can contain up to 500K of formatted text, and can include another 2MB
of images. You can keep up to 1000 documents and 1000 images.

B A spreadsheet can’t exceed a specific size, which is one of: 20 sheets, 50,000 cells, 10,000
rows, or 256 columns. You can store up to 200 spreadsheets online, and each file you
upload can be up to IMB in size. You can have up to 20 spreadsheets open at one time.
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Your Files Have Special Security

Working with a spreadsheet or document online isn’t the same as working on your personal
desktop. Documents and spreadsheets aren’t indexed for searching by robots or spiders
unless you publish the file or share them online. In addition, you have to reference the
document’s URL from another web page in order to have it indexed for searching.

Your Google Account username is used to control access to the files, and you decide
whether you want to share the information. Google offers an extensive privacy policy,
including a pledge to protect your personal information. Read the privacy policy at
http://tinyurl.com/ytfeye.

Many types of files can be used in Google Docs & Spreadsheets. The document formats include:

HTML TXT DOC (Microsoft Word)
RTF (Rich Text) ODT (OpenDocument Text) SXW (StarOffice)

Spreadsheet files formats include:

XLS (Excel format)  CSV (comma-separated values) TSV (tab-separated values)
TXT (text) TSB (tab-separated) ODS (OpenDocument Spreadsheet)

Check Out the Program and Files

Use the features on the Google Docs & Spreadsheets homepage to manage your document and
spreadsheet files, as shown in Figure 11-1.

In the Docs list, each file shows an icon that identifies it as either a document or a
spreadsheet.

Use Folders to Manage Your Documents

One recent introduction to the Docs & Spreadsheets program is a folder system. You can use
the Docs & Spreadsheets folders to organize your work online the same as you do your desktop
folder system.

One file can be stored in multiple folders. You may want to use this feature if you have
multiple projects on the go and use a common document for all, such as a cover sheet.


http://tinyurl.com/ytfeye
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Create Upload Type a Document
new items existing files search term commands Docs list

GOO lew precipitation 2 |[ Search Docs ][ Search the Web ]

g7 |y Search for all items containing 'precipitation’ |

Docs &
Spreadsheets

= New~ 0 upload | = Add to folder = m Delete Maore actiors =
Jil _Allitems L | | 5% | Name | Folders / Sharing | Date
& Created by me TORAY i
PR [0 1% @ chapter example01 book me 12:46 Donna.l
arre |
_ EARLIER THIS MONTH

@ Bin Jm weather on the lake Published me 28 Jun Danna
= £ Al folders 1 kg Address Yerification Form 20 Jun

¢ Items notin folders, | EARLIER THIS YEAR

& hook (2 items) | 1 Jun

& draft (2 items) O & 3-19-07 just chapters me 17 May Donnz =

& sample (2 items) O B} Hart of Glass Studio Inventory  Published me, Salyw 24 Apr Donna

| tofc_wdia.3 me, Wdsanders, Wilie 8 Feb Donna.
= fterms by type | \ i = AT
| [ .8 Fwd: ISBN Prefix Application me 2 Feb Daonna.
‘@ Document y [0 ¥% @ elements sample, draft me 2 Feb Donna.
A | :

Spreadsheet [ 3% & formo1 sample, hook, draft w2 Feh Donna.
B shared with [ & document/spreadsheet... me, Deena.b, Tcarson 1 Feb Donna. ||

&l Bilthater (1 terny| B R me 1 Feh Donna.

@ Calumet (1 ftermy | B O & Picasa me 11/10/06 Doni

Select All 15, None Showing items 1-15 of 15
Program contents  Items list Spreadsheet and Folder locations

document files

HlelV[:{=WEMB Home page for the Google Docs & Spreadsheets program.

To add a new folder, follow these steps:

1. Click New on the homepage toolbar to open its drop-down menu, and then choose
Folder. A new folder icon displays at the top of the Docs list.

2. Type a name for the folder, such as Example Docs.

3. Click the Add Description/Status link to display a text field where you can type optional
information about the folder.

You don’t need to add a description for the folder. If you are assembling a big project
with multiple files and collaborators, you may find using descriptions such as dates or
the contributor helps keep you organized.
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Once you have constructed a folder, click its name in the Items list to display the contents in
the Docs list.

Move Content Within Your Folders

New items imported into Google Docs & Spreadsheets are not placed in a folder automatically.
Instead, they are included in the Items Not In Folders list in the All Folders category. The list acts
as a “holding” location.

To move a file from the Items Not In Folders list, or from within one folder to another, select
the folder from the Items list to display its contents in the Docs list. Drag the file you want to
move from the Docs list and drop it on the appropriate folder in the Items list (Figure 11-2).

Manage Your Folders

The Google Docs & Spreadsheets folders can be managed in a number of ways. You can change
the folders’ names and descriptions, or you can delete them entirely.

Your folder structure is uniquely yours and isn’t shared with collaborators.

Add or Edit Description/Status  To edit a folder’s description or status, click the existing text to
activate a text field and then replace or type new text.

You can also click Folder Actions and choose Edit Description/Status from the drop-
down menu to activate the folder’s description text field. Why bother? You can save
yourself a couple of steps by simply clicking the text to activate the field.

Rename Folders If you want to change the name of a folder, select the folder in the Items list to
display its contents in the Docs list. Click the existing name of the folder to activate a text field
and type a new name.

D New-D Upload %= Addtofolder» e Remove from folder i Dl

# 1Al items B samples
Ard description/status

= & Al folders
¢ Items not in folders items  Folder actions =
& book (2 items) Name

& oraft (2 items) EARLIER THIS YEAR

& sample (2 items)
| samples (1 item)

HleV[:{=Kk® B Drag and drop a file from one folder to another.
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To delete a folder when you no longer need it, click All Folders in the Items list

to display the list of folders in the Docs list at the right of the program window. Select the check
box to the left of the folder you want to delete. Click Remove Folder on the toolbar, shown here.

# New~ [ Upload | % Addtofolder~
= L Al items = Name
YESTERDAY
# Created by me TE
4 ¥ 1 [ Example Docs
57 Starred
) EARLIER THIS MONTH
@ Bin Ll E7 sample
1= Al folders " (M| = draft
£ tems not in folders, | Al s
& book (2 items) O = samples
& draft (2 items)

%3 Remove folder

Be sure to move any of the files you want to keep before deleting a folder. Fortunately,
as long as you haven’t emptied the trash, you’ll be able to recover your files.

Add and Delete Files

Google Docs & Spreadsheets offers several ways to use files from the program’s home page.

Your options include:

B Click New | New Document to open a blank document for editing.

B Click New | New Spreadsheet to open a blank spreadsheet for editing (read about

spreadsheets in Chapter 12).

B Click Upload to locate and select files to import into your program.

The Editing section later in the chapter shows you how to use new document files, but first,

see how you can use existing files from different sources.

Upload a File from Your Computer

You can bring some of your files into Google Docs &
Spreadsheets to work with online, when you are away from
your own desk, traveling, while you are on vacation...any
time can be work time.

To upload files to your Google Docs & Spreadsheet
program, follow these steps:

1. Click Upload on the home page to open the Upload
a File browser window that offers different choices
for uploading files; the first option is locating a file
on your computer, as you see here.

&

« Back to Docs & Spreadsheets
Upload a File

Browse your computer to select a file to
upload:

iC:\acroB oﬁ'lce\chm_source\ci[ Browse.. |

Or enter the url of a file on the weh:

What do you want to call it? (if different
than the file name)

|f0rmD1 |
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2. Click Browse to open your folders to locate and select the file to upload. The Browse
dialog box closes, and the name of the file is shown on the browser window.

3. Enter another name for the file in the What Do You Want to Call It? field if you like.

4. Click Upload File to transfer the file from your computer to your program online.

E-mail a File to Yourself

Your Google Account stores a unique e-mail address assigned to your Google Docs &
Spreadsheets program. Instead of uploading documents one file at a time through the Upload a
File browser window, use your personal e-mail to send one or more files for storage online.

At the time of this writing only documents could be uploaded.

Once you send an e-mail to Google Docs & Spreadsheets the unique address is stored in your
e-mail program’s address book. In the future you can address uploads directly from your e-mail
program.

Follow these steps:

1. Click Upload on the main Google Docs & Spreadsheet window to open the window that
offers different choices for uploading files. Scroll down the page to find the E-mail In
Your Documents and Files area.

= Upload a File B

~
Email-in Your Documents and Files

Y¥ou can start new online documents (spreadshests coming
s000) by emailing them directly to this email address:

MsD-dhhdz87 x-Ahmgrfsd@prod.writely com

To try it, start 3 new email to the address shown above and:
* Enter some text and send the message.
< >

2. Copy the unique e-mail address shown on the page.

If you look at the e-mail address closely, you’ll see the address starts with your public
name (I'm MsD, for example) and the files are stored at writely.com. Google Docs &
Spreadsheets was developed from a program originally named “Writely.”

3. Open your e-mail program—whether Gmail or another e-mail client—and paste the
address into the To field.
4. Attach one or more document files.

5. Send the e-mail.
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Use Even More E-Mail
Time-Saving Shortcuts

Suppose you and some colleagues or friends are getting a collection of files together for a
group project—work, a school assignment, wedding plans, sports team—anything where a
group of people are working on a similar goal. Designate someone in the group to coordinate
the information, and share the unique e-mail address for that person’s e-mail upload. Anyone in
the group can send an e-mail using the storage address and the file is available for all involved.

There are other ways in which you can put the power of your unique e-mail address to
good use. Try any or all of these methods:

B Type (or copy and paste) content into a new e-mail message or forward an existing
e-mail to the unique e-mail address for your account; the contents of the message
become the document and the e-mail message’s subject becomes the file’s name.

B If you plan to send an e-mail and want a copy as a document in Google Docs &
Spreadsheets, include your unique e-mail address in the list of recipients to save time.

B Add as many files as you like to the e-mail before sending it; you will receive a
separate confirmation e-mail for each file you upload.

When you check the Inbox for the e-mail address you have listed in your Google
Account, you’ll find an e-mail notice for each item you import into Google Docs &
Spreadsheets, along with a link to the new file.

Delete a File

Are you finished with a file or files? To get rid of old files, follow these steps:

1. Select the check box to the left of a file’s name in the Google Docs & Spreadsheets
home page.

2. Click the Delete button on the toolbar to move the file to the trash.

3. To empty the trash, click Bin in the Items list to open the list of deleted files, shown in
Figure 11-3.

4. If you decide to keep a file, select its check box and click Undelete to restore the file to
its previous folder location.

Check over the listed files to be sure you want to delete them—once they are gone, they
are gone!
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S New~ [§ Upload | @ Empiybin @ Undeiete
= _ Alliterns 2 | || Name |
| YESTERDAY 4]

Created by me = -
4 oy L i T article

Starred
? 5 EARLIER THIS YEAR
LBIn, +7 ¥ Hart of Glass Studio Inventory [
5 & Al folders . Hart of Glass Studio Inventory

] ltems not in folders

& book (2 items)

& draft (2 items) v downloads.htmi @
Select: All 8, None Showing items 1-8 of 9

Slel8l:{=kkBl Deleted files are stored in the Bin.

5. To permanently delete files, select their check boxes and click Empty Trash. If you move
a document that is shared to the Trash, it is still available to others with rights to use your
files until you actually empty the trash.

If you have a large number of files to select, click the Select All n link below the list of
files: n=the number of files in your collection.

Search and Sort Your Google Docs in Different Ways

As you might expect from a tool with “Google” in its name, it’s easy to search for content in
your files. In addition to searching for content, you can use one of several different features to
sort and locate your files.

Search for a Phrase or Term

Perform a search in Google Docs & Spreadsheets just like other types of Google searches, by
following these steps:

Type a term, phrase, or string of words in the Google search field.

Click Search Docs to look for files that contain the search terms in your documents.

The files that contain the term or terms are shown in the Docs list.

P ON A

Click a file name to open the document in a separate window.

Use Other Sort Features for Easy File Access

The Docs & Spreadsheets home page offers several other sorting mechanisms. Any file you have
stored in the program, regardless of its status or folder location, is shown when you select the All
Items heading in the Items list.
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Sort in Different Ways

Other sorting functions include:

B Click Created by Me in the Items list to open a list of the files that you created or
uploaded in the Docs list. This is useful if you have a number of projects on the go and
are working with several collaborators.

B Click Items by Type in the Items list to open the heading and select either the Documents
or Spreadsheets item to show a list of the selected type of file in the Docs list.

B Click Shared With to open a list of all the collaborators you have shared your files with;
select a name from the list to display the shared files in the Docs list.

Starred Files

Personalize the way your files are sorted using stars. Click the star image between a file’s check
box and its name in the file list as shown here; click the star image again to deselect the option.
To view the starred files in your collection, click Starred in the All Items list, also shown here.

2 L1 all items 2 Name
TODAY

2 Created by me
4 Y [] ¥% @& chapter example01

77 Starred

o EARLIER THIS YEAR

[0 Bin O & Fwd: ISBN Prefix Application
[0 ¥ & elements
O %% @ formo1

Edit 2a Document Online

Although documents and spreadsheets are uploaded, deleted, stored, and managed the same
way, editing each type of file is different. Regardless of whether you open a document you’ve
imported from elsewhere, or start with a new file, you do the editing in the Editing window. An
existing document is shown in Figure 11-4.

Tips for Using Edit Tools

As mentioned, the tools on the Edit toolbar are commonly found in any program that lets you
process text. Here are a few pointers to make it simpler to get up to speed:
M Use the Format text tools to apply custom fonts, colors, sizes, and faces to selected text.

B Select a block of text and apply commands such as paragraph justification or indents and
outdents.

B Select a block of text and apply commands to generate a bulleted or numbered list.
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Handling

File commands Edit toolbar options Save options

| }

optimizing elements duitcd on July 3, 2007 2 56 M byMle Save |[Save & tinsr | | Distard changes

File~ | Edit Insert | Revisions EditHTML [& Preview & Print [= Email mm

oo A BR B IU FaT Ghe=s SisE

]
il
L]
i

bontrol the scthings for optrmizing document clements i scveral arcas, which include

= I |5tyle-| Change~ |4— —
A

n Images
n Fonts
n Transparency

n Objccta N
n Document information and metadata

b
Selert the cherk how nest to the headings i the dialog to display the panel ssttings

Information About Information
The wformation for a selected review 13 shown in the nght pane of the Eeview Tracker. & shared review shows a

areat deal of mformation, or me about the review.
Tnlilee rewviews mn the past, a shared review can be sent and distnibuted any way you lilke. When you set up a shared

nt. Add collaborators Check spalling v

Share rights to edit the document

Change
settings

Default
styles

Hl{U =N Use common editing tools

B Apply a blockquote to set off a block of text. Click the Quote button to indent selected
text from both left and right sides, and outline it with a faint gray box as you see here.

s A B@ BZU FT B, ISis=E= ===T |Style- |Changs
SLLILIULL 7 LIS AL AL L3 150 LGP P S 1Ly Ui, § Ut it 9% A Uk il i ey e ¢

canyons in Google Earth.
Want to know how far is the train station from your heme? Click on the
"Tfeasure" tool located under the Tools menu. You can even change the units

of measurement.

InGoogle Earth Fro, you can measure the radius, perimeter and area (important for

B Select a block of text on the page and click Remove Formatting to restore the
original text.

B Insert a link from your file to another location, such as a web page or file (read about

using links later in the chapter).
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Google Docs & Spreadsheets uses output for a variety of file formats, ranging from Word
documents to web pages. To make these different formats logical, the file is structured using a

standard hierarchy of styles.

Apply a Style

To apply a style, select the text on the page. Then, click the Style

button on the Edit toolbar to open its menu, and choose a style. As

you see, there are several paragraph and text formatting options.
Page spacing, as noted in the menu, is managed in the Document

settings dialog box.

To remove a text formatting style, select the text, and
click Remove Formatting on the Edit toolbar rather than
opening the menu again.

Define the Document’s Settings

New documents use default settings. You can use the defaults, or
modify them following these steps:

1. Click the File button and choose Document Settings to open
the Document Settings dialog box shown in Figure 11-5.

Style =
Paragraph:
¥ Mormal paragraph
Header 1 (huge)
Header 2 (big)
Header 3 (standard){b
Justify text
Right-to-Left
Page spacing:
(see Document settings)
Text formatting:
Strikeout
Superscript
Subscript

2. Make your selections in the dialog box. As you change settings you can see the new

appearance in the Preview area. You can:

B Click the Font Name drop-down arrow and choose a font from a preconfigured list.

Click the Size drop-down arrow and choose a text size.

Click the Line-spacing drop-down arrow and choose a spacing option.
Select Right-to-Left to use page alignments for writing Hebrew or Arabic.

Click the Document Background Color number to activate the field and type

another hex value to change the color for the page—the default, #{fffff, is a white

background.

B Click the Turn Off All Styles radio button to use default Google Docs &

Spreadsheets styles.

If you find you repeatedly open the Document Settings dialog box and make the same
changes, select the check box to make the settings you choose the default for new

documents.

3. Click Save Settings to close the dialog box and return to the program in the browser
window. The options selected in the dialog box are applied to the open file.
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Document Settings [x]

© uUse my font and line spacing settings, below O Turn Off All Styles

Font: Preview:

_ Textwithout The quick brown fox

| 12pt v | formatting will be in jumps over the lazy
~ this font and size. dog. The quick
brown fox jurnps
Line-spacing: e N
[Normal 9]

Right-to-left:

[ make the page text align right-to-left
{for Hebrew and Arahic docurments)

Document Background Color:

it |

[ save settings | [ cancel |

[IMake these the default settings for all new documents

HlelU[:{=kEY Choose appearance settings for new and existing documents.

Check for Errors

Are you the sort of person that can’t imagine finishing a task without checking your spelling? If

so0, fear not—Google Docs & Spreadsheets has a spell checker. Follow these steps to check your
document’s contents:

1. Click the Spellcheck command at the bottom right of your document’s window. The
document is processed, and all misspelled words are highlighted in yellow.

2. Right-click a highlighted word to display a list of suggestions, like the list shown here.

check mark
check-mark
checkmate
pockrmark

checkbook

Homeowners: | Add to Dictionary g the time to full out our survey today.
Please place a checkmgtk in the box that corresponds to your best answer.
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Take a Shortcut

Like files you work with in programs on your desktop, Google Docs & Spreadsheets offers
some common shortcuts to save time as you edit your file. The list includes:

CTRL-A to select all content CTRL-B to apply bold face CTRL-C to copy

CTRL-E to center align CTRL-H to replace CTRL-I to italicize

CTRL-J to full justify CTRL-K to insert a link CTRL-L to left align

CTRL-M to insert a comment CTRL-P to print the file CTRL-R to right align a paragraph

CTRL-S to save the file CTRL-U to underline CTRL-V to paste content copied to
the system clipboard

CTRL-X to cut CTRL-Y to redo an action CTRL-Z to undo an action

CTRL-END to go to the end of CTRL-HOME to go to the

the document start of the document

3. Click the correct spelling, select Add to Dictionary to include your word, or click off the
list to close it and type an alternative word.

4. If you decide not to make a change, click Done to remove the yellow highlights.

An initial spell-check is done once in a file. After you have finished the first spell-check,
click Recheck to check again at any time.

If you need to know the number of words in a document, select File | Count words.

Insert Special Features

You aren’t restricted to using basic text paragraphs and lists in your Google document. Click the
Insert tab to display the contents of your document in that window. The Insert tab offers several
other tools, shown in Figure 11-6.

File=| Edit Insert Revisions Edit HTML [&, Preview & Print [ Email
| Image Link [} Comment El Table Bookmark Separator v Special character

Hl{U{=WEEF Include content like images and tables in your document.
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Insert Image

Browse your computer for the image file to upload:
|CADocuments and Setiings\danns|_Rrowse |

B Hide imaye uplivns

Size:

iv|

Position:
i Left-aligned | Wrap text around image

[ licking this image links to the original image file

Hl{O{=WEWA [ ocate and upload images to insert in a document.

Insert an Image

You can use images of up to 2MB in one document. To upload and insert images into your
document files follow these steps:

1.
2.

Click the document where you want to position the image.

On the Insert tab, click Image to open the dialog box; click More Image Options to
expand the dialog box as shown in Figure 11-7.

Click Browse to open a dialog box to locate and select an image file from your computer.
The file’s name is listed on the dialog box.

Click More Image Options to display the additional features, and specify these options
for the image:

B Click the Size drop-down arrow and choose a setting, ranging from the original file
size, to the page width, to a custom width.

B Click the Position drop-down arrow and choose a position for aligning the image on
the page.

B If you choose either a Left-Aligned or Right-Aligned placement, you can select the
Wrap Text Around Image option to position the image within your text.

B Select Clicking This Image Links To The Original Image File if you want to link the
image to its source.

Click OK to upload the file and place it on the page according to your chosen settings.
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6. To reposition or resize the image, click to display the resize handles, and then drag a
corner to resize proportionally, as you see here. Drag a side handle to resize the width or
height of the image.

O O =

See how to optimize your images for use online using Picasa2 in Chapter 6.

Link to Other Content

Google Docs & Spreadsheets offers ways to link to a web page, e-mail address, another file, or
even a specific location in another file. Follow these steps to insert a link into a document:

1. Click the document location where you want to insert the link. You can either use a blank
space or preselect document text.

2. Click Link on either the Edit or Insert tabs’ toolbars to display the Link window, shown
in Figure 11-8.

3. Select a link type from the Link To options, including the E-mail address option, also
shown in Figure 11-8.

4. Type the information in the Link To fields. All types of links let you use the same Link
Display options to show both link text and flyover text. The other options vary according
to the type of link you are creating.

Link to URL Type in the URL information, including the http:// or ftp:// prefix. Select the check
box Open Link in New Window if you don’t want the linked file opening in the same browser
window.

Link to Document/Spreadsheet Click the Document drop-down arrow to open a list of your
files. Select the file. Again, select the check box Open Link in New Window if you don’t want
the linked file opening in the same browser window.
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Insert Link [x]

Link Te

O UrRL O Document © Bookmark ® E mail address
C-mail to: o cool@gmail com
Link Dispiay

Text  [e-mail
The hyper-linked text, like Click me for the best loan rates!

Fiyover: [arnp a ine and say nil
The T|‘,"ﬂ\|"F!r Appears When the YIEWer's mnlse cursor s over e link

| Ok Cancel I

SleU[:{=kEN Choose settings for a link inserted in the document

Link to Bookmark Select an existing bookmark from the Bookmark drop-down list in the
current document to use as an internal link. If there are no bookmarks in your document,
logically you can’t select a bookmark.

Follow these steps to add a bookmark link:

1. Type text in the Link Display field; if you selected text before opening the dialog box,
the preselected text is shown in the Text field.

2. Type text in the Flyover field if you like. The text is shown when the user moves their
mouse over the link.

3. Click OK to close the dialog box and complete the link.

You can’t test the link from the Google Docs &
Spreadsheets program window. To check out your
links, click Preview (found above the toolbar, as
shown in Figure 11-4). The file opens in a blank

browser window. Now you can test the links and see Contact us by E""' Go to our web site
the flyover text. h
Use Bookmark Shortcuts

If you have ever created a table of contents in a document, you have worked with bookmarks.
A bookmark is a shortcut to a specific place in a document that saves time scrolling through the
document pages looking for a specific topic.
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Bookmarks in a document aren’t the same as the bookmarks (or Favorites in Internet
Explorer) that you use to store the location of a web page.

To create a bookmark in your document, follow these steps:

1. Click the location on the page where you want to place the bookmark.

2. Click Bookmark on the Insert tab to open the dialog box shown here.

Insert Bookmark ]
Mew Baokmark®: |Conelusian| |
Erter & descriptive name far this bookmark.
Other Bookmarks: Fart1
Introduction
Part2

* Quyr bookmarks are shortcuts to specific places within the document t=elf. You
might use them when creating an index or Tahle of Contents.

3. Type a name for the bookmark in the New Bookmark field.
4. Click OK to close the dialog box.
Once you have entered your new bookmarks, follow the steps in the section “Link to Other

Content” to create links in your document from a specified location to your named bookmark
locations by selecting a bookmark from the drop-down list.

Add Text Comments
Use comments to add information about the contents of a document, either for your own benefit,
or to share with others. Add a comment following these steps:

1. Click the document page where you want to insert the comment.

2. Click Comment on the Insert tab to add the comment field to the document. As you see,
the comment is stamped with the date and username.

contact you: Canwe link this contact info to the database? |-MsD 2107 a:11

3. Start typing; click off the field when you are finished.
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If you want to change a comment, click it to display a pop-up list. You can change the color,
add the text of the comment into your document, or delete the comment. If you change the color,
a Comment Settings dialog box opens, asking if you want to use your custom color choice as the
new program default, or for all comments in the document. How considerate!

Anyone added as a viewer or collaborator can see a document’s comments. Comments
are only internal to the file. That is, you won’t see them when the document is
published, printed, or posted to a blog or web page.

Format Text in Tables

If you want to use data tables in a document, click Table from the Insert tab’s toolbar to open the
Insert Table dialog box, as shown in Figure 11-9.
Choose these options for the table’s appearance:

Size Type values to specify the size of the table in horizontal rows and vertical columns. Define
the width and height based on the cell contents, use the full width of the document page, or
define the width in pixels or a percentage of the full width.

Layout Define the appearance of the table layout by typing values for the Padding and Spacing
in pixels. Select an alignment for the cells’ contents from the Align drop-down list, and choose
Left or Right if you’d like the columns to float to one side of the page.

Insert Table %]
Size

Rows: I4 | Columns: iﬁ |
wiidth: | Percent: | a0 |
Height. | Pixels: v| |z |
Layout

Padding: |2 | Align: | Center v|
Spacing: |5 | Float |Left v|
Border

Size: |_4 | Color:

Background

Color:

Hle]U2{=WEE:N Configure the structure and appearance of an inserted table
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Color Choose options for the border and background of the table. Type a value in the Border
Size field and click the Color field to open a palette of color swatches. Select the color and the
palette closes. You’ll see the color and its Hex value shown on the dialog box. Add a color for the
Background using the same method.

If you want to create the appearance of columns of text on a page, use a table with
several columns and one row. Set padding to space out the columns. When the file is
published, you don’t see any borders—just your tidy column layout.

Once you’ve chosen the settings, click OK to close the dialog box and display the table in
the page, like the one shown in Figure 11-10. If you want to make any changes, click the Change
button above the toolbar to open the menu (this is also shown in the figure) and choose from the
context-sensitive commands.

As you are making changes to different features in the document, click the Changes
button to see what options are displayed. You can also access a shortcut menu by right-
clicking an object on the page.

Separate Content into Sections

Use one of the Separation options to visually space content areas in your document. Click
Separator on the Insert toolbar to open a menu. Choose one of two options:

B Choose Page break to manually start a new page in the document

B Choose Horizontal line to insert a separator line

Change ~
Resture ur rermuve exlrd blank lines
Chane Table.
Change row. ..

—— Change column...

Change cell...
Delete table

Delete row

Delete column

SlelUI{=MEM[)] Adjust the settings used for a table added to a document
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Add Special Characters

Add special characters such as punctuation or copyright symbols into your document easily.
Click Special Characters on the Insert toolbar to open a dialog box.

Next, choose from special characters, such as accented letters, Asian characters, and
Advanced. Select the character to close the dialog box and insert it on the page. The Advanced
option lets you enter the Unicode value for a character. Type the value and then click Insert in
document to close the dialog box and add the content to the page.

Share Files with Others

One document can be shared among multiple users who can work on the file simultaneously.
Two or more people can work from the same document and read or actively edit the content,
based on the rights granted.

There are three categories of user for documents.

Owner An owner has ultimate control over the file. An owner can edit the file and invite
collaborators and viewers. The owner can delete the file, removing access for the other categories
of users.

Collaborator A collaborator is given rights to edit a document or spreadsheet. A collaborator
can invite more collaborators and viewers.

Viewer A viewer can read the current version of a file, but can’t make changes or edits.

Invite Participants

You don’t add collaborators and viewers at the same time. Follow these steps to add collaborators
to your editing group, and repeat to add viewers to your editing group:

1. Click the Share tab at the upper right of the program window to display its options.
If you prefer, click Add Collaborators at the bottom of the open document window to
display the Share tab.

2. Add the e-mail addresses for those you want to invite to collaborate and click Invite
Collaborators (Figure 11-11).

3. The addresses display in an e-mail window. Add a personal message in the e-mail if you
like, and click Invite Collaborators.

4. Your collaborators are listed in the Share tab.

Google can refer to your Gmail contacts list if you click Choose from Contacts. Names
from your contacts list will display after you type the first few letters; select the name to
autofill the invitation.
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Fie~| Edit Insert Revisions Edit HTML [& Preview @& Print [ Email

Share this document

Invite people This document is not shared.
© as collaborators O as viewers Preview document as a viewer
Terry <tdavis@higguy.coms, view RSS feed of document changes

Joe <jharvey@gojo.coms
Collaborators (0)

Collaborators may edit the docurment and
Separate email addresses with commas, invite more people.

Choose from contacts
[ : Viewers (0)

| Invite collaborators | ‘iewers may see the document but not
edit it.

Advanced permissions

Collaborators may invite others
Only the owner may change this

[] Invitations may be used by anyone
Allows mailing lists  Learn mare

SO {MEMEN I[nvite different levels of participation from others

Here are some tips to keep in mind as you work with collaborators and viewers:

If you want to remove yourself from a document’s list, open the file, select the Share tab,
and click Remove next to your name on the Collaborator’s list.

If you and a collaborator are editing a document at the same time, you’ll see a small box
at the bottom of the screen displaying the name of the collaborators or viewers working
on the file.

Each document can be shared with up to 50 people, including the owner, viewers, and
editors.

You can see an RSS feed of changes to an individual document by selecting the option
on the Share tab’s settings. You are taken to a new browser window with two choices:
Either add the feed to your iGoogle page, or add it to Google Reader.

Choose advanced options, which allow collaborators to invite others, or offer invitations
to anyone to use, like a mailing list.

Read more about collaboration at http://tinyurl.com/yv5s9x.
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Troubleshoot Viewing Problems

Here are some of the issues that might be preventing you from accessing your document or
spreadsheet:

You Are Using E-mail Forwarding Your invitation may be sent to the original e-mail address,
or to the one where you are receiving the mail. In that case, you have to find out which
e-mail address is actually invited to participate in the collaboration. Sign into http://docs
.google.com with the correct e-mail address.

You Don’t Have a Google Account  You have to use a Google Account to access the files

and participate in the collaboration. Create a Google Account at https://www.google.com/
accounts/NewAccount. You need to use the same e-mail address as that used to send you the
invitation.

You Have a Google Account and Multiple E-mail Addresses Ask the document owner to
invite you again using the e-mail address you prefer to use for working with Google Docs &
Spreadsheets.

You Have Logged In With a Different Google Account A collaboration invitation is sent to

a particular e-mail address as listed in a particular Google Account. If you can’t see the
document using one Google Account, log out and then log in using the Google Account used
for the invitation.

Publish Documents Online

The Google Docs & Spreadsheets program can automatically produce a web page, including a
link, from a document you have been working with. If you like, send the file to your blog. Either
way, it’s a quick and convenient way to get content online.

Review the Page for Accuracy

Whether you plan to use a document as a web page or a blog entry, you can preview it from the
Google Docs & Spreadsheets program. Use either of two methods, depending on your expertise
and needs:


https://www.google.com/accounts/NewAccount
https://www.google.com/accounts/NewAccount
http://docs.google.com
http://docs.google.com

View as HTML Each document and spreadsheet has an HTML counterpart. Click the Edit HTML
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tab to view the page’s code, like the sample shown here.

If you are familiar with HTML coding, you can edit directly from the HTML view, which is

File: = Insert Revisions Edit HTML B Praview Print £ Email

« Back to editing the document
<table horder="1" bordercolor="#000000" cellpadding="2" cell
<ol width="195"> <col width="1Z1"> <col width="371"=>
<ttt walign="TOP":>
<td bgeolor="#000000" width="195":>
<p Style="MARGIN-LEFT:O0in; MARGIN-TOP:0.051in; page-hreak
<font face="Airial Narrow Bold, sans-serif'><font sig
Element</font></font>
</px
</ftd>
<td bgoolor="#000000" widch="1Z1">
<p style="MARGIN-LEFT:0in; MARGIN-TOP:0.051in; page-hbreak
<font face="Arial Narrow Bold, sans-serif"><font sig

then reflected in your document view.

Preview Page Active content such as a link isn’t functional from the document view. Click
Preview, which is one of the links above the document area in the program. The page opens in a
separate browser window. Once you’ve checked out the features, close the window to return to

the program window.

Generate a Web Page

To publish a document as a web page, follow these steps:

1.
2.

Select the Publish tab on the Documents Edit page to show the Publish settings.

Click Publish Document. A confirmation dialog opens, asking if you are sure you want
to make the file available online. Click Yes. Google publishes the file as a web page and
then lists the URL, just like you see here.

This decument is published on the web.

Yourdocument is publicly viewahle at: hitp:ddocs gooogle comiiew?docid=dhhdzd7x S1%dhbm

FPublished on February 1, 2007 10:49 P

Re-publish document | | Stop publishing

3. Send the URL to those you’d like to view the document.
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You can make changes to the published material. For instance:

B After you have made edits to a document that has been published, select the Publish tab,
and click Republish document. The content of the web page is changed automatically.

M Click Stop publishing to remove the document from its publicly-available location.

Publish a Page to Your Blog

What a convenient feature! You can post a document directly from Google Docs & Spreadsheets
to your blog. Google Docs & Spreadsheets supports posting documents to most of the popular
blog sites, as well as to any blog that supports the Blogger, metaWeblog, or MovableType APIs.
To accomplish this, follow these steps:

1. Open the document you want to publish, and then select the Publish tab to display the
settings.

2. Click the Set Your Blog Site Settings link to open the Blog Site Settings dialog box,
shown in Figure 11-12. The figure shows the default settings, which are for a Hosted
provider.

Blog Site Settings (]

Existing Blog Service
& Hosted provider {like Blogger, ete) O My own server/ custom

FProvider: IBlugger.cnm vi

Existing Blog Settings

i : = :
User Name: |name | Password: |essssses |

Blog IDiTitle: |My Big Blog] |

Optional. If you don't specify one, we'll uge the first blog
we find, and you can change it later

Options
Include the docurment tite when posting (f supported)

To automatically categorize your blog posts, just tag yvour documents
with & category name you already use on your blog site.

Hle{U{MEMP) Specify settings for automatically posting content to your blog.
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If you are using a custom server, choose the My Own Server/Custom option in the Blog
Site Settings dialog box. Select the API (Application Program Interface) that powers
your blog, and type the URL to the PHP file in the URL field.

4. Insert information about your blog, including the type of service, the name and password
to access the blog’s administration area, and your blog’s ID or title.

5. Click Test to have Google Docs & Spreadsheets test the connection to your blog.

Be sure to take a few seconds and test the connection. It’s simpler to tweak the settings
as you are setting up the system than to have to troubleshoot later. You'll be glad you
did.

6. Click OK to close the dialog box and return to the Publish tab.

7. Click Post to blog. The document is published to your blog, and time stamped with the
time and date of the posting.

Be sure the document has been saved. Otherwise, you’ll receive an error message and
the posting can’t be completed.

Print and Export

If you don’t want to publish a document online, you can use one of several different formats for
saving your files to your hard drive. Not sure which version of a file you want to download or
print? Not to worry, Google Docs & Spreadsheets has that covered, too, with a slick revision
management system.

Print a Document or Spreadsheet

Printing a file is one-click easy. Open a document from the Google Docs & Spreadsheets home
page. While you are working in any of the tabs, click the Print button on the window above
the tabs.

Click to open your system’s Print dialog box. Choose your printer and configure its settings.
Click Print to print the content.

Save and Reuse Different Revisions

Google Docs & Spreadsheets stores information about your files automatically. Each time you
make changes and save the file, a new version is added to the file, called a revision.

Suppose you are polishing up a cover letter to accompany your résumé and made changes
to reflect the details of the position you are applying for. Now it’s the next day, and you find
another listing for a position you would like to apply for, but the previous version of the letter
was more targeted to the position.
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« Back to Revision History  Shewing revision #3 | « Older || Newer » || Revert to this one

Bonjour!

1. Just the Facts: Preparing Source Files for PDOF = ISBN 978-0-9782771-0-9

SlelV]: kK] View an earlier version of a file

Recreate a Former File Version

You can use the Google Docs & Spreadsheets revision feature to recreate your former version
following these steps:

1.

Click the document’s link on the Google Docs & Spreadsheets home page to open the
file in the Edit window.

Click the Revisions tab to display the list of edited versions of the file.
Click the revision’s link to open it for viewing in the Revision tab (Figure 11-13).

To restore an earlier revision to the active version of the document, click Revert to this one.

From this window, you can:

View a series of revisions by clicking the Older or Newer buttons, also shown in Figure 11-13.
Click Back to Revision History to return to the list of revisions.

Click Back to Editing to return to the Edit tab.

Click Close Document to close the Revision tab and return to the Docs & Spreadsheets
home page.

You can access the Back to Editing and Close Document links from any display in the
Revisions tab.

Compare Multiple File Revisions

From the Revisions tab, select check boxes for two revisions for comparison and click Compare
Checked to load the file into the Revisions tab, as shown here.

form01 edited on Cebruary 1, 2007 10:31 PM by MsD « Back to editing || Close document |
Fie~| Edit Insert | Revisions Edit HTML [§ Preview & Print £ Email m
« Back to Revision History  Showing document revision #1 vs. #30 Authors:

Homeowners: We appreciate you taking the time to full out our survey today.

Do you:

P bt
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The changes made, and the collaborator involved in making the changes, are shown in
highlighted text.

Export Files

Docs & Spreadsheets offers a number of ways to save your files. Depending on how you need to
use the document later, you can export your document file as:
B HTML (in a zip file)
Word DOC
OpenOffice ODT
PDF
RTF
Text

Follow these steps to export a document:

-

Open the file you want to save.

2. Click File to open its menu, and choose one of the listed file formats to open the File
Download dialog box.

3. Click Open to download the file and open it automatically in the associated program;
click Save to download the file to a storage location on your computer, or click Cancel to
close the dialog box.

Summary

Who knew there was so much you could create and construct, share and collaborate, using
Google Docs & Spreadsheets? In this chapter, you saw how to use files from your computer as
online documents, and how to start new files in the program. You explored different tools Docs
& Spreadsheets offers for sorting and managing your online files, from folders to stars. You saw
how editing and formatting documents online is similar to working on your desktop. To make the
content even more useful, you saw how documents could be shared as web pages or posted as
blogs.

In the next chapter, you’ll see how the spreadsheets part of Google Docs & Spreadsheets
works.



This page intentionally left blank



Chapter 12

Handle Spreadsheets Online




346 How to Do Everything with Google Tools

How to...

B Create spreadsheets from scratch or use uploaded files
Edit and format spreadsheets
Use charts to display spreadsheet information

Apply and use formulas and calculations

Export spreadsheets in a number of different formats

Aspreadsheet isn’t all that different from a document. Both can be formatted in different ways,
shared and viewed in different ways, and saved in different ways. The “spreadsheet” part of
Google Docs & Spreadsheets lets you perform most of the common types of activities you’d do
with a spreadsheet.

Please refer to Chapter 11 “Create and Manage Documents Online” for details on
features that are common to both documents and spreadsheets, such as uploading files
from your computer and managing them in the Items list.

Open a Spreadsheet

Just like with documents, you can start a new spreadsheet, or open an existing one. To start a new
spreadsheet, click New from the Google Docs & Spreadsheets home page and choose Spreadsheet.

Upload a File from Your Computer

If you prefer to upload and use an existing spreadsheet, click Upload on the Docs & Spreadsheets
home page to open another browser window. Click Browse to open a Choose File dialog box to
locate and select files from your computer.

You can use files in these formats:

M CSV (comma-separated values) M TSV (tab-separated value)
B XLS (Microsoft Excel) B TXT (text)
B ODS (OpenDocument Spreadsheets) B TSB (tab-separated)

Once your files are uploaded, click the name to open an existing spreadsheet in the Docs list
on the Google Docs & Spreadsheets home page. Note that the icon to the left of the spreadsheet’s
name looks like a spreadsheet.

B LAl items Name
@& EARLIER THIS YEAR
AllIOEES O 7} Hart of Glass Studio Inventory

= itemns by type B tofc_wdia3

e =

@ Document

7 spreadsheet
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— Rows  Active row Number options Positioning options Columns
Filex| "Edit |Sort Formulas/” Revisions [&, Preview Print Collaborat
oo ¥ Byl B Format~| B 7 u F 1 Ty & T ‘_&'ti_gn ~| |Insert~ | | Delete | [ wrap Text :-:-.ge_:—.-:.u:-::'
Ay B B ] E F G H 1 J 14 L b
1 Wrcc‘ipitaﬁon o]
2 Rainfall {mm) 0.3 0.3 8.8 198 476 941
4 Bnowiall {om) 2B 4y 241 11.4 22 u
4 Precipitation
> (mrn) 222 173 30 30 43.8 941
5
Extreme
8 Snnw Depth
{cm) 53 53 5 57 8 0 B
7 Date
{yyyyidd) 1974730+ 1974/01+ 197403+ 1979705 1979/11+ 1972101+
Days with
3 Maximurn
Temperature
9 |<=0°C 293 24 16.7 3.2 0.1 0
10 |>0"C 1.7 4.3 14.3 26.8 30.9 30
= 10°C 0 0 0.65 107 245 30
12 |>20°C 0 0 0 14 8.9 18.2
13 =TT n n n n na 17 bt
14 | >
Add Sheet 5"'9911' : F‘lec‘ipiiatlonA W11 T
@ Done .[ .[ ® Intemet
Sheet name Content of active row

He{8{=WPAN Spreadsheet layout and options

If you have a lot of files, click Items By Type in the Items list to display only the
spreadsheets.

Tour the Spreadsheet Program

On the program window, you see the spreadsheet arranged in a grid of horizontal rows and
vertical columns, like the example in Figure 12-1. Rows are always numbered, columns are
always named alphabetically.

Edit the Appearance for Easy Reading

One of the great things about spreadsheets is how easily they can be configured to produce a
neat and attractive appearance, while still performing calculations and displaying data using

the correct formats. Google Docs & Spreadsheets offers a sizable range of features to let you
produce good-looking data.
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Resize the Cells

Change the dimensions of a cell by resizing the height of rows and/or width of columns. When
you move your cursor over the line dividing rows or columns you see a double-ended arrow. For
a row, drag upward to decrease the height, and downward to increase the height of a cell.

To change the size of a column, click and drag left to decrease the width, or right to increase
the width of the column to the left of your cursor.

Of course, you use more than one row or column in a spreadsheet (otherwise it would be a
document!) and making adjustments cell by cell is time-consuming. Instead, follow these steps

using rows:
1. Drag to select the rows you want to resize.

2. Move the cursor over one row divider until you see the double-arrow cursor, and drag
downward to increase the row to the right height (see Figure 12-2).

3. Release the mouse, and the other rows are resized to the same height.

Don’t spend a lot of time trying to select noncontiguous rows or columns to resize—the
program doesn’t allow for it.

Add Text to a Field -

To add some text to a field, click the cell to display a cursor and then 4 ltype text]
type. As you see in the example, the text entry field overlays the cell. 5
When you click off the cell, the text is dropped into the cell’s boundaries.

To activate the existing text in a cell, double-click on the cell or click the cell and press
ENTER or click the cell and press F2.

Hle{U2{=|WPB®A Row height defines height for the selection.
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Modify Cell Layout for Correct
Text Display

If the text is wider than the width of the cell, try one of these options:

B Select the Wrap Text check box at the upper right of the Edit window. You can apply
text wrapping to the entire spreadsheet, or just selected cells.

B Type the text, and then, wherever you want to break the content, press ALT-ENTER Or
CONTROL-ENTER to wrap the text to the next line.

Each method produces a different look, as you can see.

8] E F

Mary had
fary had a a little lamb,
little lamb, its  its fleece
fleece was was white

Mary had a little white as snow | as snow.

text anly wrapped text  forced breaks

Change Text Appearance and Format
Modify the text in the spreadsheet in the same way as text in a document. That is, select the text,
and then apply the edit choices for fonts, colors, faces, and so on. Text in a spreadsheet can be
formatted according to its purpose, such as calculating complex data like rate exchanges.

To apply formatting, follow these steps:

1. Select the rows, columns, or cells you want to format.

2. Click Format to display the drop-down menu shown in Figure 12-3.

3. Choose the type of formatting to apply. The figure shows four named examples. The
screen is updated and shows the new layout.

Add Visual Details

Along with resizing the height and width of the cells, you can also apply background colors and
borders to emphasize information like headings.
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Forrmat-| B £ O F- 7+ Ty BB L

Marmal E F G H
1,000 Rounded | PErcent % rounded  currency  financial
1,000.12 2 Decimals 45.22 4522% 54522 4522
— 44 4400% §44.00 44.00
(1 ,DDD] Financial rounded 27 2200% £22.00 2200
{1,000.12) Financial 93.876 G055% F99.88 99 &8
$1 ,DDD Curraney
F1.000.12 Currancy
More cumencies »
10% Percent rounded
10.12% Fercant
372472006 Date
24-Mar-2006 Date
3:52:00 Time
372472006 3:59:00 Date time
|
Plain text -

FlelV]x{=kPE]Y Configure layout based on display and calculation requirements.

Insert Backgrounds B
Select the content you want to change. Click Background Color on the Edit _ .
] |
toolbar, and choose a color from the color swatches as seen here. I |
{p-
Apply Borders '
If you want to add a border, select the cells to receive the border and then click --==

the Borders tool to display the border options. The selected option is applied to
the cells automatically.

Don’t select a row or column. Instead, be sure to select the group of cells only.
Otherwise, there you will find that long borders are drawn across your document when
the spreadsheet is posted or printed.

Adjust Cell Alignment to Match the Contents

The alignment of the cell contents varies with its purpose. Sometimes you’ll want the content of
a cell to be centered, such as headings. You usually want strings of text used for calculations to
be right-aligned, and you may want to add numbers or text that is left-aligned.
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Choose an Alignment

To change the alignment, select the cells and then click Align to open the menu. Choose from
Left, Center, or Right justifications. In addition, you can align the contents vertically using
Upper, Middle, or Lower choices from the second row of the menu.

Merge Cells for Headings

There’s one more type of alignment that you often see for displaying headings across a number
of columns.
Here’s how you do it:

1. Select the cells across the spreadsheet that you want to combine.

2. Click Merge Across.

3. The cells are now merged into one cell, and the heading can be centered across all
columns. Here you see the first heading has been merged, while the second is still
waiting for some attention.

A -] C D E t G
Precipitation

[W:dd] 19747 30+ 1974701+ 1974703+ 197905 1979/11+ 1972501+

Days

with

Maximur

Temperz

Rearrange Cells and Contents

What happens if you forget to put in a column at the start of your spreadsheet to hold numbers?
You don’t have to waste time moving content from cells, or copying and pasting to add the
column. Instead, use menu commands and shortcuts to move, add, and delete content.

Insert Additional Columns or Rows

Click Insert and choose an option to add rows or columns surrounding the selected content. The
options available vary according to what is selected on the spreadsheet. If more than one column
or row is selected, the number of selected items is offered as a choice. For example, choosing
seven columns offers the command to Insert 7 Columns left or right.

Delete Extra Columns or Rows

Use the Delete menu in much the same way as the Insert menu. Click Delete to display the menu
and choose what you want to remove based on what you selected before opening the menu.

The choices shown in Figure 12-4 are to delete a named rows or columns based on the group of
selected cells.
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LR B | Format~ | B £ U F-1T Ty & I | Align~ | | Insert~ | | Delste ~ Wrap Te
A B I B = E (] H Delete rows 1 -5
Delete columns € - H

Clear selection

SlelU[:{=P® N The Delete options are based on your selections.

Rather than selecting and using menus, try selecting and right-clicking the content to
see what pops up in the shortcut menu. For example, if you select a row, the shortcut
menu offers choices for both inserting and deleting rows.

Check Your Progress

Now that you have your layout and the appearance in order, check out how the spreadsheet will
look. Click Preview on the program window above the toolbar and tabs. The spreadsheet opens in
another browser window as shown in Figure 12-5. Close the window when you’ve checked it out.

It’s easier to have the column and row layouts finished first. Once you get involved in
calculations you can lose your way if the structure is reordered.

Sort the Contents in a Spreadsheet

You sort things all the time. Any time you hunt for a gadget on eBay and sort by auction closing
time, product name, or price you are using the same kind of sorting you can perform in a Google
spreadsheet.

Sometimes it is simpler to find things, see what might be missing, or keep track of detail
when a list is sorted. Spreadsheets, including the Google spreadsheet, offer a way to freeze the
display of the headings on the page so you don’t loose track of what you are viewing. It’s not
hard to keep numbers straight when you have five or six columns, but very confusing when there
are thirty or forty columns.
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Precipitation

Rainfall
[mm) 0.3 0.3 2.8 19.8 A7 .6 Q4.1
Snowfall
[cm) 2i .6 21.4 241 11.4 2.2 0
Precipitation
{mm) 22.2 17.3 0 0 49.8 94.1
Extreme
Snow Depth
{cm) 53 53 56 57 8 0
Date
[y dd) 1974430+ 1974001+ 1974403+ 1979405 1979711+ 1972/01+

Days with Maximum Temperature
<=0"°C 29.3 24 16.7 3.2 0.1 0
e 1.f 4.3 14.3 26,8 30,9 30
>10 °C o 0 0.65 10.7 24.5 30
2200 [y Q0 o 1.4 8.9 18.2
>30°C 0 0 0 0 0.3 1.2
>35°C ) V) 0 L1} 003 0.1
< >

Hlel8):{=WPAY Check the appearance in a preview.

Freeze Headings to Keep Track of the Contents
Here’s how to keep track of what’s what in your spreadsheet:

1.
2.

Click the Sort tab to display the options.

If you are using column headings, click Freeze Header Rows to open the menu, and
choose the number of rows you want to freeze, which means the contents of the rows
won’t be included in the sorting and won’t be scrolled out of view.

You can freeze up to five rows. In many spreadsheets, you’ll want to freeze one row
containing the headings.

Click the first cell you want to use to begin sorting. In Figure 12-6, for example, the A2
cell is the first one included in the sort.

Select the A->Z (ascending sort order, used in the example) or Z-> A (descending sort
order) button.

The rows are sorted according to the column you selected.

You can select a range of cells rather than the entire spreadsheet.
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Edit Sort Formulas Revisions
Sort sheet by Column & A->Z_Z->A 1 ro\n_\rimzenv
s B C (3]
name ‘hringing what? adults? kids?
z betty | plzza bltes 2 22
? erin seafood dip 1 1
4 sam crudite 2 3
2 terry nachos 2 0
§ zack macaroni salad 2 1
HlelV]:{=PE:] Specify the cell to start the sort.
. . |
Manage Sheets in the File Delete
Your spreadsheet doesn’t have to contain a single page, which | Gl
is the Google Docs & Spreadsheets default. You can use < eveed
several sheets, as you see in the example. < Move right »
Select the sheet’s name, and then use these tips to manage | Add Sheet| sheetl | examplesy | eq02

a selected sheet in your file:

B Click the sheet’s name to display the pop-up menu. Click Delete to remove the page,
after confirming the deletion.

B Click the sheet’s name to display the pop-up menu. Click Move Left or Move Right to
move the sheet in the spreadsheet.

B Click Add Sheet to insert another blank sheet into the spreadsheet.

When you receive an e-mail in Gmail that includes a spreadsheet attachment in either
XLS or CSV format, look for links beside the attached file’s name on the e-mail. Click
Open as a Google Spreadsheet to view and edit the file online.

Use Formulas to Calculate Results

Spreadsheets are used for calculating information. Sometimes you might want the information
to be managed manually, such as when sorting lists. Sometimes you don’t want to do the work
yourself. Fortunately, you don’t have to!
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Add a Simple Formula

To add a formula to your spreadsheet, follow these steps:

1.
2.

Click Formula to open the Formula tab.

Click an empty cell to make it active. You see the number of the cell shown at the upper
left of the Formulas toolbar. In Figure 12-7, the H25 cell is selected.

Click one of the calculation options at the right of the Formula tab. A few common
calculations are listed on the tab, including Average, which is used in the example.

Click the first cell to include in the calculation. You see the cell name appear in the cell
used for the calculation, in the example, cell B25.

Click the last cell to include in the calculation to include that cell name in the calculation,
G25 in the example.

Press ENTER to finish the calculation. The formula is replaced by the results of the
calculation. In the example, the wind speeds are averaged, and return a result of 12.2kph.

If you want to review your calculation, click the cell containing the result. The formula
is displayed at the upper left of the Formulas tab.

Use a Complex Formula
There are far more than the six formulas listed on the Formulas tab. Click More, shown in
Figure 12-7, to open the Insert a Function dialog box (Figure 12-8).

Here are some tips for using the features in the Insert a Function dialog box:

B Choose a category from the left column, and select a function from the right column.
B You see the variables for the function listed below the table on the dialog box.
B Click to select the function and insert it in the cell on your spreadsheet.
fie~| Edic  Sort Formulas Revislons YR =TT Disvuss | Cullaburate
H25= Sum Count Awerage Min Max Product mores
A B c D E F L= H I J K
21 | Wind &
o Speed =Average(B25,525)
{km/sh) 11.8 1.4 12.1 12.5 12.6 12.6
PADST
7 Freguent
Direclivn M MiAT WA M ] SE

Fle]V[3{=_PAA Sclect calculations and cell ranges
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Insert a Function Cloge
ath ERROR.TYPE A
Financial [SBLANK
Logical ISERR
Deta ISERROR
Lok ISEVEN

- ISLOGICAL
Statistical ISNA
Tot ISMONTEXT =
It ISMUMBER
Google =000
| Lo | s g V
=ERROR.TYPE(..) mores

HlelV]{=kPEY Choose from dozens of functions in a spreadsheet

B Click More to open a page at the Google Docs & Spreadsheets Help Center outlining the
functions in detail.

B Click Close when you are finished to close the dialog box.

The function categories and examples of their use are listed in Table 12-1.

Function Examples of Use

Math Returns values ranging from tangents to degrees and square roots

Financial Produces accounting values such accrued interest or asset depreciation

Logical Generate complex calculations using If(), and(), not(), or(), and TRUE() or
FALSE() functions

Date Numbers of days, computer system date and time

Lookup Searches for a value referenced from adjacent cells in the spreadsheet

Statistical Returns values such as correlation coefficients and standard deviations

Text Converts numbers to currency, capitalizes the text in a string, uses a fixed
number of characters

Info Produces values about the content of a cell, such as whether it is blank or if the
contents are text or numbers

Google GoogleFinance and GoogleLookup—specialized functions for displaying

TABLE 12-1

financial and other data

Function categories in Google Spreadsheets
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You Can Rename Your
Spreadsheet’s Contents

Some people simply find it difficult to equate their content with the cell addresses, such as A20
or F3. If you have a complex spreadsheet, it’s often hard to keep track of areas by cell ranges.
Follow these steps to divide your spreadsheet into named areas:

1. Select the cells on the spreadsheet you want to name and click Range Names on the
Formulas tab to open a drop-down menu.

2. Choose Define new to open the Range Names dialog box shown below.

Range names X
A F (]
1 Nickrigme, Help |
precipitation AlGE
2
Rainfall (mm]) Save || Cancel 476 94.1
a
Snonfall [om) Favs i}
4
Pracipitation [mm] 449 5 4.1
g
Exlreme Sniow Cepth (om) o (1]
& Date [yyyy/dd) AR 1972/011
v +4dd another
g «=0"C 0.1 0
Done
9 {>0°C 30.9 30

3. Type a nickname for the cell range, which is listed automatically. In the example, the
range is named Precipitation and the range is A1:G6.

4. Click Save to store the information about the cell range; click Done to close the
dialog box.

Your stored ranges are listed on the Range Names drop-down menu for future
selection. If you want to name more ranges, click Add Another on the Range Names
dialog box to display blank nickname and cell range fields. Type the name and the
cell range and click Save.

If you don’t want to type the range values manually, close the dialog
box and select the cells on the spreadsheet. Then, click the Range
Names button on the Formulas tab and select Define New again.
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For in-depth information on the formulas you can use, visit http://tinyurl.com/2r4slm

Produce Charts to Display Your Data

You can display your spreadsheet data visually in Docs & Spreadsheets as different types of
charts. When you publish a spreadsheet to view online it will include your charts. In addition,
anyone you add as a collaborator can work with your charts. The program also lets you export an
image of your chart to use offline or place into a document.

The charting feature is available only if you use either Firefox 1.5 and above or Internet
Explorer 5.5 and above browser versions. Charts are displayed as images in other
browsers, and aren’t editable.

Create a Chart

Choose one of five different types of chart displays, and several subtypes. If you wish, add
column and row headings to serve as labels on the chart.
Follow these steps to create a chart:

P ON

Open the spreadsheet, and click the Edit tab.

Select the cell range to include in the chart.

Click the Chart button on the toolbar to display the Create Chart dialog box (see Figure 12-9).
Select the chart type to create. Your choices include columns, bars, lines, pie, or scatter

charts.

Choose the different chart types and subtypes to see the range of options available for
data display. There are quite a few variations!

Type labels for the chart in the fields. The choices vary according to the type of chart
selected, and can include:

B Chart Title, which displays the title of your chart, such as Inventory by Artist.
B Horizontal Axis, which displays a label for the chart’s horizontal axis.
B Vertical Axis, which displays a label for the chart’s vertical axis.

B Click the Legend drop-down arrow and choose a location for the labels on the chart.

Check the data range shown in the What Data? section of the dialog box to be sure it is correct.

Click Save Chart to close the dialog box and display the chart on
your spreadsheet. You can click a segment on the chart to display the
values represented on the chart, as you see here.

B

http: ffwaaee. goole. com
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GO ngl-e More published formats

Docs &
Spreadsheets

Add parameters to customize the URL. Use this tool or gee the full
Google Docs & Spreadsheets AP| Docurnentation on Google Code.

File format: | HTHL to embed inawebpage Vi
What sheets? | Sheet"sheetl" only Vi
What cells? Lot —

Example: C13, &1:05

Generate URL ;

Here's the code:

Paste this inta any HTML page to embed your spreadzsheet on that page.
<iframe width='500" height='"' framsborder='0"
src="http:/“spreadshests. google . com /pub?key=p
cwizgluzFeGFubinivicEAioutput=htnléigid=0&=ing
le=strusdwvidget=true' :< iframe:

FlelV]:{=PE:] Configure the chart appearance in the dialog box.

The first row and column of your selected range are listed as options for labels. In the
example shown in Figure 12-9, the options are to use row 7 or column A as labels,
because the selected cell range is A7:B18.

Edit the Chart’s Contents
Once you have finished a chart, you can modify its contents and appearance following these steps:
1. Click the chart image to make it active and display the Chart drop-down menu at the
upper left of the chart image.

2. Select Edit Chart to open the Edit Chart dialog box, which is identical to the Create Chart
dialog box. Make changes to the chart, including the type, labels, or data range.

3. Click OK to apply the changes and replace the chart on the spreadsheet.

Make Other Chart Edits

Once you have inserted a chart on your spreadsheet, you can edit other features, including:
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Chart~

Edit chart | Inventory by Artist
e ——
Delete chart [ TAMKS

Save image

Sally YWilS0n p—

Jochy Hart p—
0 5 10 15 20 25 30

Inventory pieces

r,

Hle[S[x{=WPAL] Relocate or resize the chart on the page as desired.

Move the Chart on the Page Click the chart to select it on the spreadsheet. Move your cursor
into the gray area around the image, shown in Figure 12-10, and drag to the desired area of your
spreadsheet.

Resize the Chart Move the cursor over a corner of the chart image until you see a two-ended
arrow (shown in Figure 12-10). Press CTRL-SHIFT and drag from the corner to resize the chart
larger or smaller.

Delete a Chart Double-click the chart you want to remove and select Delete Chart from the
drop-down menu.

Export a Chart from Google Docs & Spreadsheets

You can’t embed a chart directly into a Google Doc. However, you can export the chart as an
image and then place it in your document. Click the chart to make it active and choose Save
Image from the Chart drop-down menu. Select Save to Disk in the dialog box that displays. Click
OK to download the chart as a .png image to store on your computer.

To insert the saved chart image into a Google Doc, refer to the section “Insert Special
Features” in Chapter 11.

Move and Share Content
There are some Google Docs & Spreadsheets features unique to spreadsheets. These features are
used for online activity, and include:
M Inserting links in a spreadsheet
B Publishing content from a spreadsheet in HTML and other formats
B Using the Discuss option
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Please refer to Chapter 11 for general information on collaborating and publishing in
Google Docs & Spreadsheets.

Produce Active Links from a Spreadsheet

There are different approaches to using links in a spreadsheet, depending on how you want the
viewer to see the link.

Insert the URL in a Cell

The simplest way to do this is to type the URL in the cell. When the spreadsheet cell is active,
an icon displays to the left of the cell. Click the icon to open a browser window that displays the
linked page.

Use Text Links in a Cell

Instead of viewing the hyperlink itself, attach the link to some text using a hyperlink formula.
Select the cell you want to contain the link, and type:

=hyperlink (“www.address”, “Text for display”)
Here’s an example:

=hyperlink ("www.google.com", "Search for it!")

Only the text linking to the URL displays in the cell, A1 = hyperlink™www google.com”,"Search for 1117
as you can see here. Click the text to show the pop-up A
icon, which is linked to the URL entered in the formula. @
I{b Search for lt!

Publish Content as HTML

You can embed a spreadsheet in your blog or Web page by using the URL Generator tool.

Specify Publish Settings

Follow these steps to choose publishing settings:

1. Click Publish on the spreadsheet edit window and then click Publish Now on the tab to
publish the material.

2. Choose the options from the Publish This Spreadsheet dialog box shown here. Select
the check box to have the spreadsheet republished automatically when you make
changes. Decide what parts you want to use, and whether or not to include all sheets in
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a multipage spreadsheet or only selected sheets by choosing an option from the What
Parts? drop-down menu.

Discuss | share | Publish |

Publish this spreadsheet

This document is published on
the web.

Your document can be viewed at
hitp:spreadshests google.com/pub?h
Cu 7 5OJUEFZES W C 28 LUA

Fublished on 28 Jun 2007 11:36:09 C
(CA)

| Stop publishing |

[l autamatically republish when
changes are made

What parts?

|AII sheets bt

Subscripe &
More publishing options

%

3. If the spreadsheet was published previously, click Re-publish.

Choose Additional Publish Features

If you want to define the output further, such as choosing different file formats, follow these steps:

1. Click More Publishing Options at the bottom of  [File format: [ HTHL 0 embed in a web page | ¥ |
the Publish This Spreadsheet dialog box to open | HTML

the More Published Formats window, shown in "‘t':' Sl e el pede
Figure 12-11. [TAT
|oDs
2. Choose File Formats to open the drop-down ;i?gm
menu show here. 'Rss

XS

3. To generate code that lets you place the file in a
Web page, choose File Format | HTML to Embed in a Web page.

4. Select the spreadsheet content you want to embed. Choose from the entire spreadsheet, a
specific sheet, or a range of cells.
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GO L)gle More published formats

Docs &
Spreadsheets

Add parameters to customize the URL. Use this tool or see the full
Google Docs & Spreadsheets AP Documentation on Google Code.

File format: | HTHL to embed in awebpage v|
What sheets? | Sheet "sheet]" only V|
What cells? [All Cels |

Example: ©13, 8105

:;r_Generate URL ;

Here's the code:

Paste this into any HTML page to embed your spreadshest on that page.
<i1frame width='500"' height='"' {frameborder='0"
=zrc="http: ~“spreadsheets  google . conspub?key=p
cw?sgJuxFzGFubOnivicEAtoutput=htmlégid=0&=sing

le=trushwidget=true' ><- i1frams;

FlelV]:{=PAL| Produce output in numerous formats.

5. Click Generate URL. The code required to view the
spreadsheet information is displayed.

6. Copy and paste the code into your web page or blog.
You see the content the next time you view the page
online.

Chat Directly from a Spreadsheet

Google Spreadsheets offers online chat for spreadsheet users.
Log in to your Chat via Gmail (refer to Chapter 5 to see

how that’s done). Click the Discuss tab in Google Docs &
Spreadsheets to see a list of your colleagues that are currently
online.

e

Chat about this spreadsheet [

Viewing now:
donna. baker
terry.davis

me: | would prefer to round the
averages to just 2 decimal places.
td: Sure. Fine with me

Praze enler to sond your meseage
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Summary

In this chapter, you saw how the spreadsheets part of Google Docs & Spreadsheets works.
The program offers many features commonly used in desktop-based software, and lets you
upload your existing spreadsheets or start new ones. You can configure the appearance of the
spreadsheet, and rearrange content. The program offers many formulas to add functionality
to your work. You can also export the content in a variety of formats for different purposes,
including online use.

Coming up next, expand your presence online using Google Page Creator to build web pages.
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How to...

B Start a Page Creator site
B Insert and customize pages, text, links, and images
B Publish and unpublish content for your website

B Create and store multiple websites on Google servers

One promising program coming from Google Labs is the Page Creator, an easy-to-use web
page design program. Page Creator is used online. Although there are some restrictions on
the numbers of pages and types of content you can use, the available features are plenty for most
of us who are interested in designing a simple site. Since it’s a beta lab product, Google Page
Creator isn't fully compatible with Google products, such as Blogger, and Picasa.

Start a Site

It’s easy to start a new site, as long as you have a Gmail account and a current browser. Your
browser needs to have JavaScript and cookies enabled.

You can read about testing and enabling your browser in Chapter 8.

Sign Up for the Google Service

To add the Google Page Creator service to your Google Account, follow these steps:

1. Sign into your Google Account at https://www.google.com/accounts/Login. If you are
already signed in, click More at the top of a Google page.

2. Scroll down the More Google Products page and click Labs to open the Google Labs page.
Go directly to http://labs.google.com if you prefer.

3. Scroll down the page, and choose Google Page Creator.

Google Page Creator automatically creates an internet address for your site, written as:
http://(gmail name) .googlepages.com/

using your Gmail account name. A home page is automatically created for you when you open
Google Page Creator, shown in Figure 13-1.

Design the Site Quickly Using Program Options
Choose the page layout and visual appearance before starting a new page, for a new site, or any
time you are editing an existing page. You can change both the layout and the look of the pages.


https://www.google.com/accounts/Login
http://labs.google.com
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Publish | | More Actions ..

A
Sort: by pagd name | by most recent edits

Create a new
page...

L]

O
Park Rules

Publish, share, delete options

O

0O

¥ | Select; All, None

D Winter Actwvities

Contact
Infurinativn

O

Miew as; Grid | List

1j ‘Welcnmel

Existing pages

Experimental Specify site
Site URL features active details
Coog]e Page Creator l donna.bakerggmail.com | Send feedback on expslirxsntal features | Discusg| | Help | Sign out
Site Manager: = ;
Ch ther site...
hitp://donna.baker.qooglepages.com/ QEan snaion ale x v
Site setlings

Pages willy unpullisied
changes: 4
Publish all changes

w* Uploaded stuff
File

nstructions pdf
winter shnshs jpo
winter sunset |pg
winter tracks fog

[upload

Size

List of uploaded content

SlelO{=WEEN Google Page Creator displays the Site Manager window by default.

Display the Page Correctly

If you can’t see the entire web page, scroll bars, or menu items check your screen resolution.
The default size for Google Page Creator is 1152 X 864dpi or higher. Many of us use
resolutions of 1024 X 768dpi, or even as low as 800 x 600dpi.
Instead of changing to a lower resolution screen to see the content more clearly, press Fit
to hide the menus and browser interface, giving you more usable screen space. The screen
displays only the page and the browser’s Navigation toolbar, which may show everything

you need to see.
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Publish || More Actions . |

E Create a hew page...
Page name / Status Web Addres
Contact Information unpublishe f__!:: el

YWielcomel unp

Pa|Click to edit this page e

Winter Activities un

oo o|oa

HleV]{WEk®A Site pages shown in List view

Choose a Layout for the Page

One of the first choices to make is the page layout. When the new site is started, Google Page
Creator opens a dialog asking you to choose a page layout. In subsequent pages, you can make
changes from the Page Editor window or in the Site Manager.

To choose a layout, follow these steps:

1. Click the page’s listing in the Site Manager window (Figure 13-2) to open the Page
Editor window.

The site’s page is shown in the Grid view in Figure 13-1; the layout in
Figure 13-2 shows the List view: Click Grid or List to toggle the view.

2. Click Change Layout at the upper right of the Page Editor window to display the Choose
Layout window.

3. Select a layout for the page from the choices shown in Figure 13-3. Choose from:
B 1 Column Left to give you a page with a title area and a single area for content.

B 2 Columns Left to display a title area, and split the body area into content and
navigation column at the left.

B 2 Columns Right to display a title area, and a split body area with the narrower
column at the right.

B 3 Columns to display a title area, and the body area split into three columns of equal
width.
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2 Columns - Left 2 Columns - Right

Google Page Creator
©8 ¢ Choose Layout

« Back to Page Editor - Select by clicking below.

1 Column - Left —»

3 Columns ——»

Hlel0/s{=WkEY Choose a page layout

The layout is applied to the page and you see it in the Page Editor window, as shown here.
The rectangles represent the parts of the page that you can edit.

iCJ‘:'Ck here to enter your sidebar © [Click here to enter your page's main content.
rontent. This is 2 great place o'

E\".fr.rk to any other pages you

create,

If you choose another layout having fewer columns than your original, your text may
seem to disappear. It hasn’t really disappeared: Return to the original layout and you
see the text. Copy and paste the text to the modified location in the new layout.
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Choose a Color Scheme and Look for the Site

Your website doesn’t have to remain as simple blocks of text on a white page. Google Page

Creator offers a collection of different looks that you can apply to your page. Follow these steps:
1. Click Change Look at the upper right of the Page Editor window.

2. A gallery of options displays in the browser window. Scroll through the list, part of
which is shown here.

Micro Enlighten hicro Cookies Wicro Blueprint

OREM 1751 W DOLOR 51T AMET LCREW [PSUN DOLOR SIT AMET,
L CONSECTETUR

Preview Preview Preview

Yictoria Yinyl Wictoria Arpeggio Yictaria Desert

LM TP

Preview Preview P review

3. When you find the right look, click Select.

At any time, click Preview to open a full-size version of a thumbnail.

4. The appearance is applied to the page and you return to the Page Editor where you see
the modified page, as in Figure 13-4.

Add Pages to the Site

Aside from the homepage, which is added automatically to a new site, it’s up to you to add more
pages. Follow these steps:
1. In the Site Manager, click Create a New Page.

2. An active field displays, with the default text “Your Page’s Title” displayed. Type the
name for the new page.

3. Click Create and Edit. The new page is saved and opens in the Page Editor.
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” il s o bl asterd sibtla ol

EO‘Ir‘J( here to enter your sidehar | ilick here to entar your page’s main mntent.
:wn{en{. This is o greaf place (o fink |
Eaﬂ any ather pages you create, ;

£ b

SlelU{=ME®N A look applied to a page

The new page uses the layout and look you selected; the title is shown as the page’s main
heading.

If you are working in the Page Editor, click Create new page at the top left corner to
start another page.

Save Your Pages

There’s nothing to it! Google Page Creator automatically saves the changes

you make every few minutes. When there are unsaved changes, you’ll see the Unsaved 3:24pm
command for saving your progress, as well as a notation saying that there are [save now]
unsaved changes at the right edge of the Page Editor toolbar. You can click

the Save Now link to store the changes in your file manually.

Your googlepages site can use up to 100MB of space and up to 500 pages. An uploaded
file must be less than 10MB.

Insert and Edit Page Contents

In the Site Manager, click the name of the page you want to work with to open it in the Page
Editor (Figure 13-5).

Google Page Creator lets you add special content to pages called gadgets, which are
preconfigured objects ranging from clocks to the joke of the day to horoscopes. Read
how gadgets work in Chapter 8, “Create a Custom Interface.”
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Return to  Insert Change text
file list image file Add links ~ appearance Choose heading levels
M .
« Back to Site Manager PIIMISI/Preview / \ﬁ Change Look [ Chanae Layout
Und@erin # |mage Link || B|| | == | Tg| FFont ~|| T Size ~||=|= = || Heading ~ s .1._._3"”0.‘__1
-~
- -
Click here to enter your page's subtitie {optiona).
Er’_‘!ﬁck here ta enter your sidehar ' | itlick here ta enter your page's main content.
:wn{emf. This is o greal place (o firk |
;ta any ather pages you creata. ;
H ' M
4 >

Hl{U{WEEY Page Editor window

Change the Program View

Is your Page Editor window different from the one shown in Figure 13-5? There is a simple
reason for that: The images and descriptions in this chapter are written using the Google
Page Creator’s experimental features.

The experimental features show the toolbar across the browser window above the page
layout. If you haven’t enabled the experimental features, the toolbar is shown along the
left side of the browser window. You use the same tools and the same buttons—merely a
different layout.

I find the toolbar across the top to be more efficient. Read about the experimental
features in the “Check Site Settings” section later in the chapter.
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Add and Configure Text

Your page is configured when you choose a Layout. That is, a large heading style is assigned to

the text at the top of the page, like the title shown in Figure 13-5, and body text is used in other
areas of the page, like the columns shown in Figure 13-5. Choosing a Look for the page defines
the characteristics for the text, such as the font, size, and color. In the example, the main heading
is white and other text on the page is dark blue.

Select the text you want to change on the web page and then use the commands shown in
Figure 13-5 to modify the default text:

Click Bold to apply a bold face to the text for strong emphasis.

Click Italics to apply an italic face to the text for emphasis. il

Click Bulleted List to start a bulleted list. >

Click Text Color to open a palette of color swatches and select the
new color to apply to your text.

Click the Font drop-down arrow and choose a font for the page. You
can choose from one of several fonts, shown here.

Mormal

Tines Mew Eoman

Arial

Courier New

Georgia
Trebuchet
Verdana

You can only use the fonts included in the Font list. The set of fonts are those commonly

used in web pages, and all display online appropriately.

Click the Size drop-down arrow and choose a size for the text. You can
choose from Small, Normal, Large, and Huge.

Consider using headings for changing sizes of heading text, rather than

using the Size options. Use the Size settings to increase the overall size of

the paragraph text, or decrease text to use as an image caption.

Click Left, Center, or Right buttons to set the text alignment.

Click Heading and choose a heading size from the drop-down list. As you
see here, the choices are shown as they appear on the page. What you see
in the Heading list varies according to what is selected on the web page.

If you haven’t saved the file and you want to revert to an earlier setting,
click Undo/Redo at the upper left of the Page Editor’s toolbar:

Insert Images from External Sources

The Google Page Creator offers two methods for adding images to your web page. You can
either upload an image from your computer, or insert an image from a web page.

Heading

Aa

Heading

Aa
Subheading

Aa
Mormal

v
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Upload and Insert an Image
To add an image from your computer to your page, follow these steps:

1. Click Image on the Page Editor toolbar. The Add an Image dialog box opens, shown in
Figure 13-6.

2. Click Browse to display a Choose File dialog box. Locate and select the file or files you
want to upload, and click Open.

3. Select the image to insert—you see a pale frame around the selected image.

4. Click Add Image to insert the image and close the dialog box.

Whether you use the Add an Image method in the Page Editor window or from the Site
Manager window, uploaded files are shown in the dialog box.

Add an Online Image
The other image source you can tap into is online images. Follow these steps to locate and import
an image:

1. Click Image on the Page Editor toolbar to open the Add an Image dialog box.

2. Click Web Address (URL).

3. Type the address for the image in the Image URL field, shown in Figure 13-7.

4. Click Add Image to close the dialog box and insert the image on the page.

Add an Image

& Uploaded images
(O Weh address (URL)

Upload an image | |[ Browse... |

l Add Image J ’ Cancel ]

Hle{U2{=WEk®:Y Options for adding images to the site
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Add an Image
ImagelJRL_ﬁﬂp:HHTDEhookdhakerguugbpagescunﬂhaupg| 1
OUQ|DEE|EE| images ————————————
(%) Web address (URL)
Femember Uszsing others images on the web without their permiszsion may be bad manners, or
worse, copyright infringement.
Add Image l[ Cancel l

Hle{8[x{=Mk®&A Locate an online image to insert on a page

Instead of working in the Page Editor window to upload one image at a time, use
the Uploaded Stuff feature on the Site Manager window, shown in Figure 13-1. Click
Upload to open a Browse window; select your file or files, and upload them all at once.

Not All Images Are Free
for the Taking

Use the image upload feature in Google Page Creator at your own risk. Your images are your
own—including your own photos, illustrations, or drawings on your website is hassle-free.
Images that are hosted on someone else’s site aren’t yours for the taking, however, and they
are subject to copyright law.

If you want to use an image that belongs to someone else, e-mail the owner for
permission to use the picture or drawing. You may be requested to display a notice granting
you the rights to display the image or acknowledge the owner.

The same advice applies to images you find on an image bank or stock photo site. Check
to see what restrictions are attached. You may have to pay a royalty fee to use the image, for
example. An image displaying a copyright notice, such as:

Copyright © Donna L. Baker 2007, All rights reserved

is protected as intellectual property of the owner. Don’t use the image without discussing
it with the owner, and be prepared for the fact that they may refuse permission or request
royalties.

Whether or not an image displays a copyright notice, the owner still holds the copyright.
When in doubt, don’t use the material.



376

How to Do Everything with Google Tools

[ow 8 trow 9 ¢ [ Fomosim )

p P Show more tools: Rrightness, Mashup and more..

Hle{U{WEEY Modify inserted images

Edit Images in Page Creator

Google Page Creator includes a nifty dialog box used for editing images that you have placed on
your pages. When you insert the image on the page, the dialog box displays automatically; you
can also click the image on the page to display the dialog box shown in Figure 13-8.

Basic Image Edits

Using the basic tools on the toolbar, you can:

Click the left drop-down arrow to display options for sizing the image; Large is shown
in Figure 13-8. Changing sizes is handy when your image isn’t the exact size needed for
your page layout.

Click Crop to display a cropping
frame on the image. Drag the resize
handles to resize the cropped area, or
drag the entire frame to reposition it
over the image. As you see here, you
can click Crop to Selection to apply

. . Drag the interior of the box to maove it or the handles to resize
the Crop; or click Cancel CYOP to close it; double-click it or press the button below to crop.

the cropping view and return to the [ Crop To Seloction | [ Cancel Crap |

regular image view and the edit dialog

box. You might want to crop an image to remove background detail, making the image
fit into a specific location on a page rather than changing the size.

Click the Left or Right rotate buttons to rotate the image 90 degrees counterclockwise or
clockwise, respectively.

Click Remove image to delete the image from the page.
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¥ Hide more tools: grightness, Mashup and more...

O
Brightness

fdash-Up
Enhance
Reduce Colors
Sharpen
Rewert Edits

HlclO{=WEE] Use more editing tools

Access More Edit Tools

On the image editing dialog box, click Show More Tools to display the drop-down menu. To
apply the advanced editing features, follow these steps:

1. Click the drop-down arrow to display the choices, shown in Figure 13-9.
2. Select the command from the drop-down list.

3. Drag the slider to make the changes in the image.

Here’s how to use the different commands:

Brightness Drag the slider to the left to
darken the image, or to the right to lighten it,
as you see here. The example is much lighter
than the original shown in Figure 13-8.

Mash-Up Google Page Creator offers a
collection of image overlays you can apply to an image. Click the right arrow to advance through
the list of image choices. Drag the slider to the right to increase the opacity of the overlay.

lne 8] trom D O

¥ Hide mota tools: Brightiness, Mashup and niore...

fash-Up bl F‘. h-ﬂ‘
e/
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Enhance Drag the slider to the right to adjust the contrast in the image, which makes the
features stand out in contrast in the image. Images online use a lower resolution, and have less
detail than those you print. You might find using the Enhance or Brightness tools help to clarify
the objects in your image.

Reduce Colors Drag the slider to the right to decrease the amount of color in the image.
Dragging the slider to the far right replaces all color with shades of gray.

Sharpen The contrast between light and dark at the edges of objects is increased, enhancing the
sharpness. Try this tool if your image doesn’t look as clear as it might.

Revert Edits Return to the original image appearance before adding the special edits. Changes
made using the basic editing tools (such as the size, cropping, and rotating the image) are not
reversed.

If your final image isn’t as you hoped, delete the existing copy, and reinsert the image.

Add Links for Different Uses

There are several different types of link you can use in your pages. In the Page Editor, select the
text to use for the link. Click Link to open the dialog box shown in Figure 13-10.

Edit Link

Text ta display: iF‘ark Rules

Link to: |1 contact Infarmatian
@ Your pages %] park Rules
O Your files %] winter Activities

(O Web address
() Email address

Create new page: |Park Rules ![ Add Page ]

S0k [] Link to different types of content
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Choose one of these options to create a link:

Your Pages Select Your Pages and choose one of the existing pages in your site. The Your
Pages option is shown in Figure 13-10. Click OK. Linking between pages is the basis of using
a navigation system in your site.

External File To link to a file, select Your Files to Text to display: [Download instructions

open a list of uploaded files and then choose the file _

you want to link from the list, like the one shown Lidige. (=] winter_shrubs.jpg

next. When a viewer clicks the link on your page, St 2] winter_sunset jog

a dialog box opens asking if they would like to @ Yourfiles ) winter_tracks jpg
O Web address =) Instructions. pdf

download or view your file.

If you need to upload the file, click Browse to D) Emailidices
open the Choose File dialog box. Locate and select
the file, click Open to close the dialog box and upload the file.

Web Address If you want to link to a page on another website, click Web Address. Type the
address of the page you want to link to, and then click OK.

E-Mail Address Select Email Address and type the e-mail address to be linked. Click OK to
complete the link. When your viewer clicks the link when the site is published, their default
e-mail program is launched, displaying a new preaddressed e-mail message.

Manage Your Site(s)

[TPELN

Yes, that’s “site” with an “s”: You can have up to five different websites in Google Page Creator.
Separate your interests, projects, and activities into separate sites. That way, when you post
photos of your vacation on your family site you can send an e-mail to that group of people to let
them know the pictures are ready, and won’t unwittingly send e-mail notices to colleagues who
are working on a team project.

Check out the discussion in Chapter 10 on how to extend Gmail using features such
as groups.

Add Additional Sites

To add a new site, follow these steps:

1. Click the Create Another Site link on the Site Manager.

2. Type an address for your new site in the Choose an Address field.

There are literally hundreds of thousands of googlepages online. Be sure to use
something original in the site’s name to prevent wasting a lot of time finding an
available name.
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3. Click Check Availability! to search the site name in googlepages.

4. Select a starting layout if you like, or add one later using the options described in the
section “Choose a Layout for the Page.”

5. Select a starting look or choose one later using the options described in the section
“Choose a Color Scheme and Look for the Site.”

6. Click Create Site to add the site to your googlepages collection.

Whether you have one site or five, be sure to check the site settings, then preview and test
the site before posting the pages to the world.

Check Site Settings

Your site uses a number of default settings that you can change at any time. Click Site Settings
at the upper right corner of the Site Manager to open the Settings window (Figure 13-11). When
you are finished, click Back to Site Manager to return to the main Google Page Creator window.

« Back to Site Manager

Site name

Spruce Hills Park |

Site URL
http: AHTDEbook. dbaker googlepages. comd

Image Upload
Optimize the size of uploaded images

Experimental features

| Enable experimental features |

Adult content

[] The content on my pages may be unsuitable for minors

Hide this site
[[] Make pages in this site unavailable to the public.

« Back to Site Managyer

SIeI0{=kER/El Choose features for the overall site
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In the Settings window, you can do all of the following tasks.

Change the Site Name Type the name you want to display at the top of the web page after the
site is published. The names of googlepages sites are fairly complex. Use a site name that’s easy
to read.

Review the Site URL The URL is defined in the Site Manager, and listed on the Settings window
for reference. You can’t change the URL, but if you have your full complement of five sites, it
helps to keep track of which site you are working with.

Optimize Images Select the Image Upload check mark to optimize the size of uploaded images.
Google Page Creator checks the files as they are uploaded, and decreases the resolution of your
images if necessary for quick loading online. You don’t have to remember to check and change
the resolution of your images (and find the low resolution copies!) if you use the Optimize
Images feature.

Participate in Experiments Click Enable Experimental Features to display the product features
currently in development. As described early in the chapter, the screen shots are taken using the
Experimental features which show the Page Editor toolbar across the page, rather than down the
left side of the window.

If you click the Enable Experimental Features button, it displays an information dialog
that explains how the experimental features work and offers you the choice to continue
or return to the Settings window without using the features.

Identify Adult Content Specify whether your site contains adult content by selecting the
check box. The terms and conditions for the use of Google Page Creator include provisions for
identifying your content.

Hide This Site Select the Hide This Site check box to hide the site’s pages. You can still access
them as the owner, but it’s a good feature to use if your site is undergoing some changes that you
want to check, or aren’t ready to make public.

Preview and Publish Pages

Once your pages are in order, it’s time to test and publish your website. Here are some tips:

B At any time, click Preview at the top of the Page Editor window to see how a page will

look online. You need to use the Preview to test some features on a site, such as the links.

B Once you’ve finished editing your page, click the Publish button at the top of the Site
Manager or Page Editor pages.
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Site settings

Pages with unpublished
changes: 4
Publish all changes

FlelVlx{=kkE&P Notification of unpublished content

B You can safely close your browser without losing your work if you aren’t ready to
publish your files. The next time you open Google Page Creator, the Site Manager shows
what site content is unpublished (Figure 13-12).

B If you open a web page that hasn’t been published, the program very politely informs
you of your error, as you see here.

Sorry...
_but that beautiful web page you're looking for isn't hare yet. Stay tuned!
Yours,

The Google Page Creator Team

Is this your page?

If you're looking for a page that you created in Google Page Creator, please remember to
press the Publish button. We can't wait to see your pages.

There are a few additional options on the Site Manager to handle your sites’ pages. Follow
these steps to use the commands:
1. Select the check box for the page or pages you want to modify.

2. Click the More Actions drop-down arrow at either the top or bottom of the Site Manager
to open the list shown here.

More Actions .. S

hore Actions ...

Tell your friends

Lizcard unpublished changes
Unpiihlish

Duplicate

Delete
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You Can Participate in
a Discussion Group

Google Page Creator comes complete with a discussion group. Check it out for tips,
information on using the program, and see what other users are building. The Google Page
Creator discussion group is at http://tinyurl.com/eg44m.

3. Choose from the following actions:

Tell Your Friends to open an e-mail message that you can send to your associates to
let them know of your new site.

Discard Unpublished Changes to delete everything from the site’s pages that hasn’t
been published publicly.

Unpublish to remove the content of a page that was previously published.

Duplicate to create a copy of an existing page or pages you can modify for more
content.

Delete to remove the selected pages from your website.

Your unpublished page doesn’t automatically disappear from the internet—it takes time
for Google’s search robots to scan your pages and update the content.

Summary

In this chapter, you saw how Google Page Creator helps you build up to five websites that
are stored in the googlepages servers. You create new sites and manage their pages in the Site
Manager. Add and configure text in the Page Editor. Insert images and other content, and
use editing tools to tweak your images. Google Page Creator offers a number of features for
publishing and managing your sites and pages.

In the next chapter, see how to establish an online presence using Blogger, Google’s blog
design and management program.

383


http://tinyurl.com/eg44m

This page intentionally left blank



Chapter 14

Blog with Blogger
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How to...

Start a new blog

Create and publish a blog post

Use Dashboard to manage the blog

Add features to blog postings

Choose a layout and template

Customize the appearance of your blog
Manage the blog posts

Use and configure AdWords to your blog

blog is a specialized type of web page designed for easy updating and expansion. The term

“blog” is short for web log. Blogs have become an important subset of the Internet and are
a popular way of communicating thoughts and ideas.

In this chapter, see how the Google program Blogger is used for building your own blog site.
Blogger has been a beta release since its launch in 1999, but is now a full-fledged product.

Start Your Blog

To get your blogging experience underway, open the main Blogger page at www.blogger.com/start.
A Blogger blog is a service like other Google services. You can use your Google account to get
started, or you can transfer an older beta Blogger site to the new program.

On the introductory page, you’ll see several sections, including a sign in option, a tour, and
a search feature. You’ll also see an Explore feature, where you can check out the thousands of
blogs listed at Blogger.

Take the Tour

Scroll down the page to the tour area, shown in Figure 14-1.

What's a blog? e r) Createablogin3
easy steps:
@ o Create an account
e Marme your lilong
Publish Get Post Go .
thoughts feedback photos mobile o Chooss @ termplate

& blog 1s ynur pasy-ta-use web site, where ynu can quickly

CREATL YOUR BLOG NOW _

post thoughts, intaract with peopla, and more. All for FREE,

H[e{V[x{=RP®N Take an introductory tour of Blogger and blogging.


www.blogger.com/start
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Click Take a Quick Tour to open the first of several web pages, each describing the content
and processes. Once you’ve read the page, click Continue to view the next topic. On the tour,
read how and why blogs have become so popular. The tour also explains how blogs serve
as a communication forum. You’ll read an overview of templates and other features you can
incorporate into your blog.

The final page of the tour states that the best way to understand blogging is to try it out, as
you see here. Click Create a Blog to end the tour.

Al 2 & 88
Getstarted

The fastest way to understand blogging is to try it out, YWe've worked really
hard to make it really easy for you, Just click the link below, and you can be
part of the phenomenon that's transforming web and media to a
participatory activity in less than five minutes. Seriously,

What will happen then? Who knows, 1t might be fun, though,

And remember: Blogger is totally free, and if you have trouble, just click the
Help button from any screen, and you can find the answer you're looking
for—or even ask our dedicated support staff,

Configure Your Blog Site

The Create a Blog link is shown on the last page of the tour, and is also available from any of the
tour pages, or on the main Blogger page. Starting a blog includes three steps that are shown on
your browser window in a series of pages.

Create the Account

If you don’t have a Google account, follow the instructions on the page to create an account and
accept the terms of service. If you have a Google account, sign into your account, using the link
on the page.

Once you have created or signed into your account, the second window of the creation
process displays.
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Name Your Blog

Naming the blog and picking an address requires a bit of creativity. Click the Help icons to the
left of the form entries for the title and address shown here to open a Help window explaining
how and where the information is used.

CRealE accoun| O @3 NAME BLOG

o Name your blog

Blog title B MsDiells astory Enter a title for your
blog.
@ http://donna baker blogspot.com  You and others will
Blog address (URL}) Check Availability use this to read and

link toyour blog,

Word Verification
Type the characters
you saa in the

pictura,
&

If you want to host your blog on another server, click Advanced Blog Setup at the
bottom of the screen to open further forms and information pages on configuring the
blog for your server.

Follow these steps to complete the form:

1. Type the name for your blog. Although anyone can name a blog using the same name,
the blog address has to be unique. The name is shown at the top of your blog page, on the
Blogger Dashboard used to manage your blog, as well as in other listings.

2. Type the name you want to use for the blog. Click Check Availability. If the name you
entered isn’t available, Blogger offers some suggestions, as you see here.

http: // donnabaker .blogspot.com
c

A Sorry, this blog address is not available
Please consider one of the following:

» msd-donnabaker

* donnabaker-msd

- rnsdtellsastony

o msd-msdtellsastony
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There’s a Name for Those Wavy
Letters You Are Asked to Type

The device used to control access to the blog address is called a CAPTCHA, and is shown
in the example you see here. It ensures that a human is actually applying for the site,
because a robot can’t distinguish the wavy characters as alphanumeric characters the way
humans can. CAPTCHA is an acronym for “Completely Automated Public Turing Test to
tell Computers and Humans Apart.” The device was created and trademarked by Carnegie

Mellon University.

05aVg

|osacvo

&

Type the characters you see in the picture

above.

3. Click one of the suggested names to automatically insert it in the address field. If you
don’t like the suggestions, keep trying until you have a name that you can use.

4. Type the verification text to confirm that you are applying for the address.
5. Click Continue to open the Choose a template page.

Select a Template

Scroll down the page and click a thumbnail to select one of several templates listed (Figure 14-2).
Any of the templates can be modified later and you can also choose a different one. If you want
to see a full-page sample, click Preview Template below the thumbnail to open a new window
showing the layout. Click Continue when you’ve settled on the one you want.

Read about choosing and configuring templates in the section “Define Your Blog’s

Layouts.”

The final screen explains that your blog has been created, and that you can start posting or

customize its appearance. Click Start Posting to write your first post.

Your blog’s address is http://[yourname].blogspot.com.
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MAME BLOG "%f,l CHOOSE TEMPLATE

o Choose a template

e
........ ®
QO Dats © Son of Moto 7
Created by: Douglas Bowman Created by: Jeffrey Zeldman
preview template preview template

Sl{U{=EP®A Choose a template for the blog’s appearance.

Make Your First Blog Post

The new page for posting opens with a set of four tabs across the top, as shown next. You’ll
return to this set of pages whenever you log into your blog construction area through the
Dashboard (the control window for your blog). Read about the Dashboard later in the “Use
Dashboard to Manage Your Blog” section.

donna.baker@zmail.com | Dashboard  Help | Sizn out

B8 MsD Tells a Story

Scttings Template

The Posting tab is active when your page opens. You'll see there are three sections of
the page offering features for creating your post, including Create, Edit Posts, and Moderate
Comments.

Create and Publish the Post Content

Creating your blog post is as simple as typing text in a document processor. Along with text, you
can add items like links and images, which are described in the following section.
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Title: |_This is Whara \We Live
Link: |

Font vt b ¢ Ty @

é

Edit Html | | Compose

Z YV e & Preview

|>

Last year hubby and I moved to our present location. 4s we approach our first anniversary in cur lake shore
abode, T am amazed at how beautiful it is. Of course, living on a lake shore is always nice. Thadn't realized

how nice.

Ewvery day is different, the scenery is spectacular. It doesn’t matter whether it's a howling snowstorm, a hot
surntner day, or in the midst of spring thaw as it is now—it is beautiful.

We built cur house sevaral hundred miles away from here and had it trucked in several piaces and assemblad —
on site. The house is designad to take full advantage of tha light and faces south-scutheast.

I'm glad to be a morning person
For the first sevaral months I found myself awake at sunrize. It's a magical site to sea the first break of pink

light ower the big lake, fingers of light extending over the marsh, and then starting to twinkle on the bay that
malas up cur back yard.

v

Labels for this post: - e
b Post Options &.g, scooters, vacation, fall birds, geese, gimli, home, lake | show all

Shortcuts: prass Cérl with: 8 = Beld, | = Italic, P = Publish, O = Draft more

SAVE AS DRAFT

Fl{U{=WP BN Add and configure the text for the post in the Create window.

Follow these steps to write and publish your basic blog post:

1. Type your title’s text in the Title field. This is the heading that shows in the posting.

2. Type the text in the text area on the page. You can type the information directly, or copy
and paste text from other sources into the page.

3. Once you have finished adding the text, use the tools on the Compose window to
customize the appearance of the text, as you can see in the example in Figure 14-3.

4. Sclect the text you want to modify and then click a tool or select an option from the
drop-down lists provided for the text and text color. You can:

B Change the font characteristics, including choosing an alternate font from the drop-
down list, choosing a larger or smaller size, adding bold or italic face, or changing
the color.

B Add a hyperlink to another web page.

B Configure text appearances, including paragraph justification, numbered or bulleted
lists, or the addition of blockquotes.
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B Perform a spell check. As you see here, when you click the Spellcheck icon, the text

is scanned. Any errors are highlighted on the page; click the text to show a drop-
down box listing alternate spellings.

e Y oal

Done spelicheckin

location. As we come up to our first ann:
tis. Of course, living on a lakeshore is alv
e scenery isspectacular..  |zpe shore

lst of spring thaw asitisn ek

ay from here and had it~ Lakisha
vantage of thelightand f | b

B Insert an image on the page.

B Remove formatting applied to selected text on the page.

Blogger doesn’t include options for choosing headings as you see in Google Page
Creator. Read how to build web pages in Chapter 13.

Save some time writing your posts. Along with the shortcuts shown on the Compose
page, there are others you can use, including the list in Table 14-1.

Click Preview to open a preview window showing the content of your post in the blog
page layout (Figure 14-4).

6. Click Hide Preview to return to the Compose window.

If you want to see the HTML behind the page’s layout (or add some of your own), click
Edit HTML; click Compose to return to the regular view.

Keystrokes Command

CTRL-B Bold

CTRL-I Italic

CTRL-L Blockquote (in HTML-mode)

CTRL-Z Undo

CTRL-Y Redo

CTRL/SHIFT-A Link

CTRL/SHIFT-P Hide/Reveal Preview

CTRL-D Save as Draft

CTRL-S Publish Post

I CHEPRE Keyboard Shortcuts to Use in Blogger.
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PUBLISH POST SAVE AS DRAFT

This is Where We Live

I've spent years traveling here and traveling there. Sometimes with an urge to live
there forever (like on the shores of Lake Peten Itza in Guatemala) and sometimes
perfectly happy to leave (like the Canadian Morth: It’s interesting, but not for me,
although I do miss the wildness sometimes ).

Lucky me

Last year hubby and I moved to our present location. As we approach our first
anniversary in our lake shore abode, T am amazed at how beautiful it is. Of course,
living on a lake shore iz always nice. I hadn't realized how nice.

Ewvery day iz different, the scenery is spectacular. It dossn’t matter whether it’s a
howling snowstormm, a hot surnmer day, or in the midst of spring thaw as it iz now—it
iz beautiful.

H{U[{=_P®N View a preview of your page before posting.

7. At the bottom of the Compose window, click Post Options to open a setting for allowing

10.

or disallowing Reader Comments, Backlinks, and the time and date display, shown next.

Labels for this post:

¥ Post Options &.g. scooters, vacation, fall | | show all
Reader Comments Back links Post time and date

© Allow © Allow [7noj7 | [Fzopm |
O Don't allov O Don't allov

Shortcuts: press Cérl with: 8 = Bold, /= Italie, F = Publish, 5 = Save, O = Draft more

PUBLISH POST SAVE NOW

Add labels to the post if you like. Use the labels to categorize or search your postings
later.

Click Publish Post to publish the post to your new blog. The time and date are included
with the posting.

If you aren’t ready, you can click Save Now instead and return to it later to finish.
Blogger automatically saves the draft for you every few minutes.

The window displays a note saying the post was published successfully. Click View Blog
to display the posting in a new browser window. The page includes two links to edit the
post, or to create another new post. There are more items to add to the posting, that’s next.
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Check the Text You Paste
to a Blog Post

If you aren’t familiar with XHTML or HTML you may not be interested in this tidbit. If, on
the other hand, you are like me and have a need for squeaky clean code at all times, watch
out for where you’re getting the text you’re copying and pasting into a posting. Check out
this example:

I'wve zpent years traveling here and trawveling there. Sometimes with an urge to live A

<stl:placensme st="on">Itza</stl:PlaceName> in <stl:country-region st="on"»<stl:place

st="on">Guatemala</stl:place></stlicountry-region>) and sowetimes perfectly happy to
leswe (like the Canadian North: It's interesting, but not for me, although I do miss
the wildness somwetimes). <p class="MsoNormeal"s<span style="color: rgb(5l, 102, 102);

font-family: lucida grande;font-size:130%;" ><span style="font-weight: bold; "sLucky
me</span></span>

You can see strange bits of code such as <stl:placetype st="on"> and <p

class="MsoNormal "> that are actually styles transported along with the text from
Microsoft Word. In this case, original text in the blog posting was written in Word. There’s
nothing wrong with this extra code, and it certainly doesn’t affect the look or function of
your blog, but it doesn’t belong. To fix the problem, remove the code fragments manually, or
type your content in a text editor like Notepad.

Add More Content to the Blog Page

The basic blog page contains text, some of which has been modified using font and text color
options. There are other features to include in the blog page, including links and images.

To return to the editing window following the path described here, click Edit Post on the

window that displayed when your post was published successfully. You can also edit a post from
a link on the Dashboard, described in the next section. The Edit Posts screen displays, which is
identical to the Compose Screen.

Link to Other Pages or Sites

Use the linking feature in Blogger to link to other sites on your own or on other pages. The links
are automatically built to open the linked content in another browser window.

Follow these steps to link to another page:

1. Open another browser window and locate the page that you want to link to. Copy the
address in the URL displayed in the browser’s navigation toolbar.
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v|TTv b T-@ == ==

i+ ®m—=+ HE
e T

The page at http://www?2. blogger.com says:

ent years traveling
ISal.alce Paten Ttza

it bt (7} Enter aURL:
eresting, but not for

!http:,l',l'www.mayan-traveler.com,l'casadavid.htm |

[ [a]4 ] ’ Cancel

Hle]U]3{=KVEY Paste a copied URL to form the link.

2. Select the text to use for the link on your page.
3. Click Link on the toolbar to open the dialog box shown in Figure 14-5.
4. Paste the URL into the field on the dialog box and click OK.

You can click Preview to open the formatted page in a window, but don’t click your new
link because it will replace the edited page in the browser window, causing you to lose
your edits. Instead, wait until you are finished and have saved the edits.

Insert Images on the Blog Post

Long gone are the days when a web page might feature just one image, and more often was
simply a page of text. You can upload one image at a time and specify its placement before
uploading by clicking the page location to place the image. Or, as described here, pick several
images and then arrange them on the post.

It’s easy to add one or more images to the page, following these steps:

1. Click the location on the page where you want to add an image, and click Add Image
on the toolbar to open a separate browser window, shown in Figure 14-6. You can use
images from your computer, or from another location on the Web.

Images on other websites aren’t yours for the taking. Click Learn More to open an
information window describing fair use and how images may be copyrighted or owned
by others. If you want to use an image that you have rights to use, type the URL in the

field, and click Add Another Image to add a subsequent field for the URL of the next
image.

2. Click Browse to open a dialog on your desktop to locate an image. Click Select to
transfer the location to the Add an Image from your computer field.
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© http:/Awww2. blogger.com - Blogger: Upload Images - Mozilla Firefox

Add an image from your computer Or add an image from the web
Add another image Add another image

\CADocuments and Settir|[ Browse. . ] URL I:I

We accopt jpe, gif, bmp and png images, 8 MB

’ : Learn more about using web images
maximurn size

ChiDocuments and Settit| Browse.. ]
\CADocurnents and Settit| Browse.. | |

Choose a layout.

Image size:
. O Small
e i P 1 @ Medium
@ MNone O Center O Large

Use this layout every
time?

CANCEL § UPLOAD IMAGE

Done @ Open Motebook |

Sl{U{=WP®Y Seclect the images to use and specify their layout and size.

Click Add Another Image to activate a second Browse button. Click the button and
repeat the location and selection process. Continue with as many images as you want to
display on the page.

Choose a layout from the set of options on the page. If you aren’t sure of the placement,

or if you may want to use more than one placement option, select None so that you can
easily position them once they are added to your blog page.

If you place images the same way on your pages, select the Use This Layout Every Time
check box to place the images uniformly and save mouse clicks.

Specify a size for the images. The default size is Medium.

Click Upload Image. When the images have been transferred to Blogger, a message

displays in the window, showing you thumbnails, as you see here. Click Done to close
the browser window.
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Your image has been added.

After clicking "Done" vou can change vour post and publish to vour blog.

8. The image or images are added to your post in the Edit Post browser window.

Alter the Images on the Page

Imported images are placed at the top of the page. You can change the size, placement, and
justification of the images once they are added to the Compose window.

Change the Image Size Click an image to display the
resize handles on the edges as you see here.

Drag a corner handle to resize the image larger or
smaller proportionally and release the mouse.

Adjust the Image Placement You can move the image
vertically on the page by dragging it. If you prefer,
select the image and press DELETE or CTRL-X to cut the
image and place it on the clipboard. Then, move the
page and position the cursor where you want to place 4 o
the image. Press CTRL-V to paste it to its new location.

Modify the Image Layout Your images use whatever horizontal layout you specified at the time
of import. If you imported them using the None Placement option, make sure the image is on a
line by itself, and choose a justification from the toolbar (Figure 14-7). The image can be placed
at the left side, centered, or at the right of the page.

If you don’t want an image on a line by itself, you need to change the justification in
the HTML view. Click Edit HTML and include align="1eft", align="right" or
align= "center" within the <img> tag. If editing HTML seems like a daunting task,
delete the image and upload it again.

397



398 How to Do Everything with Google Tools

B
B
I
1]
1]
1]

d miles away from here and had it truc
ble full advantage of the lisht and faces

He{V[{=_P®A Usec the justification tools to place the images horizontally on the page.

Republish the Post

If you have finished importing and organizing images, and have added all the links you need, you
can click Preview to take a last look at the page. Click Publish to republish the page, complete
with images and links (Figure 14-8).

You can return to a posting at any time and make edits as required.

TULCSDAY, MARCII 27, 2007

L] This is Where We Live

I've spent years traveling here and traveling there.
Sometimes with an urge to live there forever (like on the
shores of Lake Peter Itza In Guatemala) and sometimes
perfectly happy to l¢ave (ke the Canadian North: IT's
Interesung, but not for me, although | do miss the wildness
sometimes).

Lucky me

Hle{U[:{=kV'®:] Republish the page with the added images and links.
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Use Dashboard to Manage Your Blog

Log in to your blog using any of the Google account dialog boxes on programs such as Gmail, at
www.google.com/accounts, or at www?2.blogger.com/home. The Dashboard page opens, shown
in Figure 14-9.

To log into your blog you can use the basic URL at www.blogger.com. This URL will
automatically redirect you to your blog.

From the Dashboard, you can
B Change the details of your account or edit your profile.

Create a new blog or find help on using Blogger.

Click New Post to open the Create window and design a new posting.

Manage your posts, including editing existing posts, discussed in the previous section.
You can also configure settings for your blog, and modify the layout.

Modify Your Profile

Like other programs in the Google repertoire, you can manage your Google account settings
from Blogger. Click My Account to modify your account settings, or click the Language drop-
down arrow to select an alternate language for the program.

Create new blogs

donna.baker@gmail.com Dashboard Help @ Sign out
& Blogger =

Dashboard MsD
Mo photo available,

Manage Your Blogs Create aBlog | H
g g EGatir 3 Blop] el « Edit Profile (or Wiew)
dsD Tells a Story View Blog & * My Account
3 Posts, last published on Mar 27, 2007 * Language:
oF Hew Post &/ ?—.-".fge: Posts, Settings, Layout English 4
Add a new post Control your blog’s Manage information

structure and content

Fl{U{=WPEN Control the features and content of your blog from the Dashboard.

399


www.google.com/accounts
www2.blogger.com/home
www.blogger.com

400

How to Do Everything with Google Tools

Blogger offers a profile feature so that your blog readers can find out
more about you. To configure your profile, click Edit Profile to open the Edit
User Profile window.

Add as much or as little personal information as you like. The only
required information is your username and display name, which you chose
when you created the blog. You can include everything from your e-mail
address to your birth date, from your photograph to your hobbies. Choose
from a long list, a portion of which is shown here.

Click Save Profile at the bottom of the window to store the profile
information. Click Dashboard at the top of the browser window to return to
the Dashboard interface.

There are many ways you can configure the settings you use in Blogger,
either for an individual blog or globally for any number of blogs you have
created. On the Dashboard, click one of the Manage links to open the
appropriate window to configure your blog.

There are three aspects to managing your blog. You can configure the
settings, define the layout, and manage your site.

Configure the Blog Basics

Click the Settings tab to display the configuration tabs. The Basic tab is
shown by default (Figure 14-10).

Gender:

Birthday

Homepage URL

Wishlist URL

IM Username:

Location
City/Town
Region/State

Country

Work
Industry

Occupation

[ a Blogger: MsD Tells a Story - Basic... G [

& MsD Tells a Story

| Posting Settings Template |
Basic | Publishing Formatting Comments Archiving Site Feed Ernail
Title

-MSD Tells a Story

Description
P This blog chronicles the choice we made to say goodbye to

donna.baker@gmail.com Dashboard

Permissions

rural liwving on the prairies, and say hello to lakeside rural

Help | Sign out

SleiV[:{=kFAL)] Configure settings for your blog in the collection of tabs.
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Setting Description
Title Your blog title is listed as you created it; you can change its title
Description As you see in Figure 14-10, you can type a description for the

blog of up to 500 characters.

Add Your Blog to Our Listings? Choose Yes or No to add your blog to the Blogger listings. The
blog is public by default; choose No to make it private.

Show Quick Editing on Your By default, quick edits are active so you can edit posts with a

Blog? single click, as described in the section “Add Custom Content to
the Blog Page.”

Show E-mail Post Links? Choose Yes to let visitors e-mail your posts to others. The option

is set to No by default.
gy-\:]HKV®B Choose Features for the Selected Blog.

Configure Settings for Your Blogs

There are both blog-specific and global settings to choose on the Basic tab. You can have many
blogs, provided you have the time to keep up with all of them! For each blog, look for these
settings and options, listed in Table 14-2.

The page also includes Global Settings, applied to all your blogs. There are a couple of
choices here.

Choose Compose Mode for All Your Blogs You’ll want to leave this setting as Yes, because it
allows you to create your blogs visually, using toolbar buttons and commands.

Show Transliteration Button for Your Posts Choose Yes if you want to add a button to the toolbar
to convert text from English to Hindi script.

If you decide you no longer need your blog, scroll to the bottom of the page to the Delete
Your Blog area. Click Delete This Blog, but be sure you are deleting the right blog! When you
have finished configuring the settings, click Save Settings.

Specify Publishing Details

Click the Publishing tab to open the page. On this tab, you see details of how your blog is
published that were specified when you created the blog. You can switch to your own domain
from the blogspot.com domain, which is the default for the Blogger program. Also, you see your
blog’s name in the Blog*Spot address field shown here.

Blog"Spot http: £/ Falesofmsd blogspot.com

Address

Subject to availability,

If you decide to change the blog’s name, you’ll have to experiment to find another available
name, just as you did when the site was created.
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sh p—
S 7 | posts ¥ | on the main page.

If Day??ﬁl&d, a limit of up to 999 pasts will be enforced.

Hle{S[:{=_P®El Define whether to use days or posts as a guide for content on the main page.

One option that may or may not be visible in your version of Blogger is the option to
Send Pings, which is active by default. Pings are notifications made to weblogs.com.
Each time you make a new posting or update an existing post, a notification is sent and
distributed to those services that track blogs.

Indicate Format Features

So far, all the blog images have shown the default formatting. However, there are quite a few
options you can choose to enhance and change the way the blog’s content is displayed. Click the
Formatting tab, and choose from these configuration options.

Number of Posts Choose the number of posts or days to show on the main page (Figure 14-11).
By default, the blog will show seven posts on your main page. If you are a very prolific blogger,
or dates are important (such as a countdown to a major family or business event) choose the date
option instead.

Times and Dates Choose from several options for configuring the dates shown and used in your
blog as seen here.

Date Header

Wednesday, March 28, 2007 | |—@
Format

Archive Index Date

Warch 2007 v
Format l—@

Timestamp Format —
imestamp Format  [3p8/2007 01 3500PM . 9]

Time Z
UL [UTC-05:00] Central Daylight Time

Specify the format of the date shown in the header, the way that the index date is shown,
or the timestamp format used to show the time of a blog post. Specify your time zone and the
language used for the blog.
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Offer Links with the Link Field

The Link field is a handy feature to offer your blog viewers if you often make postings
that reference other postings. If you choose to show the Link field, it is displayed on the
Compose window below the Title field, shown earlier in Figure 14-3.

Using the Link feature requires copying and pasting several lines of code into your
template’s code view. You can read about using links between posts in the Blogger help at
http://tinyurl.com/3e3ums.

Visual Features There are four features you can choose for configuring the appearance of
content on the blog post, including the following:

B You can substitute a manual line break in the Compose window with a <br /> HTML
tag, or substitute two manual line breaks with two <br /> tags. The default is to convert
the line breaks, which produces the appearance of a new paragraph on your post, shown
in Figure 14-12.

B You can choose Yes or No to display the Title field, which is shown by default.

You can choose Yes or No to show the Link field, which is shown by default.

B You can choose Yes or No for enabling float alignments. In XHTML, a <div> tag
can be placed around an object allowing you to specify how the object is displayed
horizontally on the page. The default is No.

I hadn’t realized how stmilar the sounds of o huge marsh waking up =
to the sounds of a jungle waking up in the morning.
Single break
Double break
Even more striking is the sound. We don’t have jaguars or monkeys here, which iz
OFK. Wolves and coyotes are fine substitutes for the vicious carnivore category. I'm

(U {=MPB/P] Use breaks to divide content on your blog post.
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Manage Viewer Comments

Comments are replies that viewers make to your posts. Some can be very entertaining, but
unfortunately there are a lot of spam comments as well, many of which simply list dozens of
URLSs to other real or fictitious locations, like the example shown next.

12, | Disney Cruise wrote:
20 Mar 2007 17:52:34

Hi! Mice site! http://phentermine. webb
http://soma.webblogg.ses > Buy Soma <
http:/fadipexowebblogg.sel ] Buy Adipe

13, | John wrote:
21 Mar 2007 11:21:59

Weny nice site!
<@ href="http://c. lasphost.com/topfa. ..

If you want your viewers to add comments, you can provide a template for the
appearance of their comments that is included in your blog’s code view. Read how to
use a template at http://tinyurl.com/2vue6h.

For most people, using the comment defaults provided by Blogger is sufficient. To write
a comment, click the Comments link at the bottom of the posting to open the Comment Input
window. You’ll see any existing comments listed at the left; type in the Leave Your Comment
field to add a new comment (Figure 14-13).

Of course, you can change the way comments behave and appear. Return to the Dashboard,
and click Settings. Select the Comments tab and choose from these features:

B Specify whether to Show or Hide comments. By default comments can be viewed.

B Decide who can comment. Click the Who Can Comment? drop-down list and then
choose from Only Registered Users (anyone with a Blogger or Google account), Anyone,
or Only Members of This Blog to restrict commenting to a selected group.

B Set a default for whether new posts have commenting or not. By default, comments are
allowed.

B Choose whether to show or hide Backlinks, which display another hyperlink on your
page. Also, specify whether new posts should have Backlinks or not.

Backlinks are used to keep track of other blogs that are linked to your posts. If someone
references a post on your blog, the backlink offers a way for readers to find out how
other posters have referenced your blog post.


http://tinyurl.com/2vue6h
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“This is Where We Live"

3 Comments - Show Original Post
Collapse comments

Pow said...

Wfhat a beautiful place! Can | move into your
guest room? :)

March 28, 2007 417 PM
1
Samsaid...

Wifhere did you have your house built? Was it
hard to move?

farch 28, 2007 4:18 PM
i)

pu

Léf' Leave vour comment

Type the comment that you would like
to leswve for the blogger in this
area.

Yfou can use some HTML tags, such as
<b>, «i>, <a>

This blog does not allow anenymous

comments.

Comment moderation has been enabled. All
comments must be approved by the blog
author.

Yfou're currently posting as MsD
Use a different account
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Hle{U{=WP ™! Review existing comments and add new ones in the window.

B Choose a Comments Timestamp Format from the drop-down list.

B Select Yes or No to show your comments in a pop-up window, like the example seen in
Figure 14-14. By default, pop-ups are set to No.

Many people have pop-up windows disabled on their computers and won’t see your
comments or the window for inserting a new comment.

One final group of Comment tools helps you block comment spam. Look for these settings:

B Enable Comment Moderation to have comments held in your Blogger site until you
review them. Type your e-mail address to receive copies of these comments, which you
can then accept or reject.

B Choose Yes or No for the Show Word Verification for Comments option, which requires
the user to type text seen on the screen in order to submit their comment.
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) https:/iwww2.blogger.com, - ... [._|

1 Comment Close this window

deena said...

Those are great pictures Auntie D!
You have such a knack for all things
artistic!

-Ceena
March 28, 2007 4:17 P

i)

Leave yvour comment i.ﬂ

You can use some HTML tags, such as

<k >, < , <Az
i@ 1 commentst

o this post #

unshine, winter

| <€

< >

Sl{U{=_PRY] Comments can be read and written in a pop-up window.

B Choose Yes or No for the Show Profile Images on Comments setting to display an image
of someone who has commented; the default is Yes.

B Type an e-mail address in the Comment Notification Address field to have comments
sent to you by e-mail so you can monitor them for spam.

Archive Older Postings

Click the Archiving tab on the Settings window to display the options. There are only two
options for archiving, or storing your older postings. The default frequency for Blogger is
Monthly. Click the Archive Frequency drop-down arrow and choose to archive Daily, Weekly, or
Never if you prefer.

The second archiving feature deals with Post Pages, which are enabled by default. Each of
your blog postings is given a complete URL, known as a permalink, rather than being included in
a single archive page. The post page includes comments.

Be sure to leave the Post Pages feature active if you reference pages on your blog often.
That way, your readers can easily locate the information you are referring to.
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The page names are composed of the site, date, and page title. For example, http://
talesofmsd.blogspot.com/2007/03/this-is-where-we-live.html refers to the post made in March
entitled “This is Where we Live.”

To see the permalink for a page, click its name in the archive listing on your blog page and
read the address in the Navigation bar at the top of the browser window.

Specify Site Feeds

A feed is way of distributing content from your postings to other websites and tools. Feeds are
syndicated, meaning that the published blog post automatically generates machine-readable
content that is picked up by syndication tools such as newsreaders or aggregators.

A visitor to your site can click the Subscribe To: Posts (Atom) link at the bottom of your
posts. Read more about syndication and newsreaders in Chapter 5.

Click the Site Feed link from the Settings tab of the Dashboard to display the options. The
default shows the Basic Mode. Click the Allow Blog Feed drop-down arrow and choose an
option for the amount of your content inserted into the blog feed. You can choose Full, which
syndicates the entire content, Short to syndicate the first 255 characters or first paragraph, or
None to not include content aside from the link information.

You can also move into an Advanced Mode to define feeds for the posts, comments, and the
number of comments as separate items.

If you are operating a commercial blog, consider using a Feed Item Footer. The footer
is text that is attached to each post in your Site Feed. The content can include contact
or advertising information, AdSense for Feeds, or other advertising. Type the text in the
Feed Item Footer, or paste code for an advertising feed program.

Manage E-mail

There are two types of e-mail to configure in Blogger. You can specify that an e-mail message is
sent to you every time a post is published on your blog, or configure an address to automatically
send posts to your blog via e-mail. Click the E-mail link on the Dashboard’s Settings tab to
display the options.

Suppose you are working on a team project and have three or four members, all of whom are
posting to the blog. To prevent duplication and save time, consider the BlogSend feature. Type an
e-mail address in the BlogSend Address field that is used to forward a copy of your blog to you
whenever you have published a post.

The Mail-to-Blogger Address feature is a handy way to keep your posts up to date. If you are
traveling, you might have time to work on your e-mail every few days, but it’s harder to make
the effort to log into a blog account, too. Send postings to your blog automatically.

The address used to send e-mail directly to your blog includes a longer address string
(Figure 14-15). It’s important to maintain the privacy of the address to prevent anyone from
posting to your blog.
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Mail-to-Blogger

donna.baker.u .Ioad Eblogger.com
Address i | L

This is an address by which you can post to your blog via email.
Publish

Hle{V[3{=_P™IJ Expand your basic address to include a confidential component for blogging
from your e-mail.

Mail-to-Blogger does not support images or other attachments. Blogger mobile
supports images from camera phones. Read about Blogger Mobile at http://tinyurl
.com/zvdyh.

Select Publish to automatically publish the posts. If you deselect the check box, your posts
are saved in your Blogger account, but you have to log into Blogger to publish them.

When you use the Mail-to-Blogger feature, the subject of the e-mail is the title, and the body
of the e-mail is the actual post.

Many e-mail programs attach advertising or other content at the end of the message.
To make sure that doesn’t show up on your blog, when you finish the post type #. When
Blogger transfers the content to your blog, it stops when it sees the # sign.

Set Permissions for Authoring and Reading

The Permissions tab includes two settings that are tailor-made for different types of work (or
play). You can either add more authors, or specify a list of readers for your blog.

If you are attending a conference with some colleagues and want to keep your coworkers
apprised of the goings on, add additional authors to the blog. You can do this by following these

1. Click Add Authors to open a text field.

2. Type the e-mail address of the person or persons you want to add.

3. Click Invite to send e-mail invitations and close the Invite field.

4. On the Permissions tab, you now see an open invitation, like the one shown in Figure 14-16.

There are many instances in which you might not want the contents of your blog read by the
public at large. For example, you might be at the aforementioned conference, but have insights
for your colleagues that you don’t want your competitors to get wind of. On the fun side of

things, you might be off on your honeymoon, and want a select group of friends and family to be
able to read your posts.


http://tinyurl.com/zvdyh
http://tinyurl.com/zvdyh
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Permissions |

Q Blog Authors

1 Author can post to this blog

donna.baker@gmail.com

MsD

adrmin
1 Open invitation

tdycksternagmail.com sent /2807 invite again | remove

% Blog Readers

Who can view this blog?
O Anybody © Only people | choose © Only blog authors

" ADD READERS |

H[CIV{=RVE[5 Invite others to author posts to the blog.

To restrict access to the blog by specifying blog readers, follow these steps:

1. Click Only People I Choose in the Who can View this Blog? choice (shown in Figure 14-16).

2. Click Add Readers to open a text field.
3. Type the e-mail addresses of those you want to read the blog and click Invite to close the
text field and return to the Permissions tab.

4. Those you have invited are shown in the Blog Readers section of the tab.

Define Your Blog’s Layouts

When you start a blog you are required to choose one of a small list of templates. Your page is
laid out in a single way, with only Archive and About Me elements displayed on the blog. You
are given a specific set of colors to use. That’s fine when you are a newbie, but over time you’ll
likely want to customize the appearance of your blog.

409
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The Template tab offers four categories of features you can use for configuring your blog,
shown here. These include adding page elements, choosing fonts and colors, editing the HTML,
and picking a template.

Posting | 5ettings

Page Elements Fonts and Colors Edit HTARL Pick New Template

Pick a Template
It’s easiest to pick a template first, and then look at color _
schemes and page elements. Click Pick New Template on the

Template tab to open a window containing templates similar
to those you chose from when you originally built your blog
site. Many of the templates have color and font variations

like the example shown here. Click the buttons below each e
template to see the alternate templates.

Once you have made your choice, click Save Template © Rounders
to apply it to your blog. (@) e
You can find dozens of templates and other page O Rounders 3

elements at blogger-templates.blogspot.com/ € Do

Created by: Douglas Bowman

Add and Adjust Page Elements
Click the Page Elements link to open the tab. Page elements

preview template

are features that are added to the page to provide more tools and resources for you and your
readers. The default page layout elements include the Blog Archive list and the About Me
features.

If you change from one template to another, the page elements are maintained, although their
layout may be different on the page. Click the different fields on the page layout to open choices
for configuring the contents (Figure 14-17).

Keep these tips in mind as you configure the layout on the page:

Add Specific Content You can add specific types of content to different areas of the page
according to the selected template. For example, the template shown in Figure 14-17 shows the
margin elements such as the archive and labels at the right, and the blog posts at the left. The
example used earlier in the chapter uses a reverse layout with the posts at the right and page
elements at the left.

Insert Additional Elements You don’t have to add any more elements to the page if you prefer
the clean look of the basic templates. If you want to add more content (such as the Labels
element shown in Figure 14-17), click Add a Page Element to open the Choose a New Page
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l Posting T Settings TTemplate

Page Elements | Fonts and Colors | Edit HTML Pick New Template |
Add and Arrange Page Elements
Click and drag to rearrange page elements on your blog. PREVIEW §l CLEAR EDITS
. MNavbar Edil
MsD Tells a Story (Header)
Edit
Blog Posts Add a Page Element
Labels
& Edit
Blog Archive
Edit
About Me
Edit
» Edit
""""""""""""""""""""""""""" Add aPage Element |
_________________________________________________________________ A
List
Edit
Click to edit Click to add Drag to an
the layout more content alternate location

Hle{O{=|WV /Y] Specify the elements and features on your blog page.

Element window. You can add many features, listed in Table 14-3. Click Add To Blog to include
the new element.

Edit Page Elements Each element on the page can be edited. Click Edit to open a pop-up
window that offers choices depending on your selection. Figure 14-18 shows the Edit window
for the blog posts. You see a list of items that can be selected or deselected to display on
the page.

At the bottom of the window, you can drag some of the elements to reorder the display on the
page, also shown in Figure 14-18.
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Page Element How to Use It

AdSense Display ads on your blog page using the AdSense program (see the sidebar
“How To: Insert AdSense Ads on Your Blog”)

Blog Archive Links to older posts, added by default

Feed Add content from an Atom or RSS feed to your blog

HTML/JavaScript Insert third-party scripts and code to your blog

Labels Show the labels used in your posts (Labels are mentioned in the section “Edit
and Search Post Lists™)

Link List Include lists of links to your favorite sites, references, and so on

List Include lists of items of all types, such as movies or books

Logo Add a Blogger logo to your blog

Newsreel Current headlines from Google News are added to the blog (read about Google
News in the section “Use Google News to Manage Newsworthy Information”
in Chapter 5).

Page Header The blog title and description, added by default

Picture Include a picture uploaded from your computer or an online source

Poll Add a survey feature

Profile Information inserted into the About Me section on the page, added by default

Text Insert additional text on the blog page like a welcome message or other

description of your blog

Video Bar Lets visitors view YouTube and Google Video clips directly from the blog page
gV IN=E VBl  You Can Include Different Features on Your Blog Pages.

Choose Fonts and Colors

Click the Fonts and Colors link to display the palettes. The color palettes include the set of colors
from your template, as well as another set of colors that match your blog, handy for those who have
difficulties with color choices. If you prefer, choose another color from the More colors palette.

) http: ffwwnw 2 blogger.com - Blogger: Fonts and Colors - Mozilla Firefox

—— ~| Cheose a color for Taxt Color

! Colers from your blog More colors .
lﬁlngTirIp Crlar H EEEREE = Fdlt_c_glo[ hex code
£4b6320|
D Blog Description Calor gﬁl"" that match your ol
=] 11 B Revert to templat
B8l Post Title Color “ W . il = CppEEEEE L Rt
LI P - () SRS S i default
ENEEEEE TS e

i SAVE (.H.'\NGE:!: Shuffle blog ealars  Pop-in -
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Number of posts on main page: |? | Pasts v

Select Items

\.'I'“Hursc.i.ay,“l\aiarch.éé, EDD?V|

[Posted by |msD

ot | 3pop007os3sioAM v
5 |comrments |

O [Links tothis post |
Wl photos, vacation
Show Quick Editing &

|l Show Ernail Post Links [=]

Arrange Items
Thursday, March 29, 2007

Post Title

Post Body
Lorem ipsum wim ut utroque mandamus intellegebat, ut eam omittam
ancillae sadipscing, per et eius soluta veritus,

[Posted by MsD|[at 3/29/2007 08:3...| @

|Labels: photos, [ 0 LE cq_:?!ments

Hle{U{=WPMF Configure the layout of the page elements, such as blog posts.

Insert AdSense Ads on Your Blog

You can use AdSense advertising to help make money for your website, as described in
Chapter 7. Blogger lets you use the same technology to insert Google AdSense ads on
your blog.
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Here’s how you do it:

1. From the Dashboard, click your blog’s name to open its settings tabs and then click
Template | Page Elements to display the page layout.

2. Click Add a Page Element to open the window showing the options listed in Table 14-3.

3. Click the AdSense element’s Add to Blog button to open a window. Here you can
create a new AdSense account by simply typing your e-mail address in the E-mail
Address field. Click Continue.

Click Sign In to sign into your existing account. Refer to Chapter 7 to
learn how to create and configure a new account.

4. The Configure AdSense window opens next. As you see here, you can choose the
Format and Colors for the ads from their respective drop-down boxes. The colors
are based on the color palette currently chosen for your blog. The Preview shows
a sample of the chosen Format using the chosen color scheme.

Format
[ 180 x 150 Small Rectangle V-
Colors
Blend Template v
Customize Colors Tip: What color
Border I T ':.D{mcombinations are best for
Background [ MMM ]jercceec |moite?
Text W AN [#92bad7 |
e W [MMMMENN o
url W (WEEEE  [bscast |
Preview
Ads by Goooooogle
Apartment Search
Advanced

Your ads are currently serving with publisher |D ca-pub-1062727937561296 |
Switch to a different publisher ID.
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5. When you have made your selections, click Save Changes to close the window,
returning you to the Page Elements page.

6. Reposition your AdSense element as desired on the page.

7. Click Preview to open another browser window, showing the page and the ads
(Figure 14-19).

8. Close the Preview browser window to return to the Page Elements window. Once
you are finished, click Save to include the AdSense feature in your blog.

9. Check the e-mail inbox for the address specified in your AdSense application and
follow the instructions in the e-mail.

10. When your blog has been approved, your ads will start to show on your blog posts.

Unlike ads inserted on your web page using AdSense, you can only
insert one ad unit in Blogger.

If you need a color to match another element, such as your logo, open your file in your
image editing or illustration program and sample the color you want to match. Find
the color hex code in your program’s color palette and type it in the Edit Color Hex
Code field.

Scroll down the list at the left of the palette to display the font elements on your page, and
click an element you want to change. The palette changes to a set of font features, including the
family, size, and style (Figure 14-20).

When you have finished modifying the colors and fonts, click Save Changes to incorporate
the changes into your template.

The Fonts and Colors palettes can be popped out of the page. By default, the palettes
are nested above your blog page so you can view your color changes. Click Pop-Out to
separate the palettes from the window.

lilake Your Donation Today
Help Rebuild Lives & Cuormmunilies in Hurricdne Afecled Slales.
Public Service Ads by Google

Hle{U]:{=kVAL] Review the placement, layout, and color scheme for the ads.
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' Posting T Settings T Template

Page Elements | Fonts and Colors Edit HTML | Pick Mew Template |

A3 Tesct Font #| Choose a font for Blog Title Font
Sidsbar Titls Font Faet Family Fontstyle
O Arial O Courier Bold [ ttatic
Blog Title Font bl ® ceorgic  © Times
@‘ Blog Description Font | O Trebuchet  © werdana Font Size

<Smaller Larger >
SAVE CHANGES. o

SEARCH BLOG  =FLAG BLOG  Next Blogs  donna.baker@gmail.c

MsD Tells a Story

HeIO{=RV L) Specify the characteristics for the text on your blog.

Edit the HTML

If you aren’t content with the features on the blog template, and are comfortable using HTML
and CSS, click Edit the HTML to display the page, shown in Figure 14-21.

On the Edit the HTML page, you can

B Download a copy of the blog’s template.
Upload your own template.

Edit the content in the template.

Find and replace code in the blog template (such as the background image pointed out in
Figure 14-21).

B Open the templates that are included for widgets, the features added to the blog.

If you make changes to the template, be sure to preview and save the changes. Of course, if
you don’t like the results, you can always reapply the template.

Hand coding isn’t for the faint of heart. Click Learn More to open a Help window at
http://tinyurl.com/295vg5 that explains how the templates are coded.

Manage Posts

The final group of tasks is used for managing your posts. Click Manage: Posts on the Dashboard,
or click the Posting tab in the tabs to display three panes, including Create, Edit Posts, and
Moderate Comments.


http://tinyurl.com/295vg5
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Variables configurable on
the Fonts and Colors page

View templates for
added elements

Backup f Restore Template

Before editing your template, yod may want to save a copy of it, Download Full Template

Upload a template from a filz’on your hard drive: |[ Browse... ] pload
Edit Template
Edit the contents of your template, Learn more. \j
[ Expand Widget Templates
»
<Wariable name="pageTitleFont" description="EBlog Title Font" o
type="font"

default="normal bhold 200% Helwvetica,Arial,Verdana, 'Trebuchet M3',
Jans-serif” wvalue="normwal bold 200% Helvetica,Arial,Verdana, 'Trebuchet M3 ',
Sans-gerif>

<Variable name="blogDescriptionFont” description="BElog Description Font"”
type="font"
default="normal normal 80% Helwvetica,Arial,Verdana, 'Trebuchet M3',
Sans-serif” walue="norwal normal 80% Helwvetica,Arial,Verdana, 'Trebuchet M3',
Sans-gerif”>

o

#* global

body
margin: 0;
text-align: center;
min-width: 7&0px;
background: #9dced? url (http://wnm.bloghlog. com/thisaway green/bg body.gif)

Revert widget templates to default

repeat-x left top; A
‘cLEAR EDITS || PrEVIEW | SAVE TEMPLATE

color: ftextColor:
Background image Start of page styles

Sle{Us{=WP'®E| Edit the template manually.

Create a New Post

Click the Create tab to open the same input page as shown in Figure 14-3, and described in the
section “Create and Publish the Post Content.”

Edit and Search Post Lists

Your Blogger posts aren’t static items. That is, you can edit, review, or delete any of your posts at

any time on the Edit Posts tab, shown in Figure 14-22.
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You Can Edit Features Right

from a Blog Page

On a blog page, click the tool icon below an element on the page to open settings for editing
and configuring the object, such as the Archive or About Me objects.

put Me

Post status

Posting T Settings Template
Create Edit Posts | Moderate Comments
NEW POST | SE&RCH Posts Per Page | 28 &
Labels r 1 v
Lahel Actions... || Select: All, Hone Your Posts: All, Drafts, Published 1-30f3
All
birds {1) [ Edit P Spring, at Last! home, lake  draft by MsD 11:41:00 A Delete
g%m [ Edit View P This is Where We Live birds, 2comments by MsD  3/27/07 Delete
:M[% geese, gimli, home, lake
ome (2]
lake (3) [ Edit View P On the Lake, January 2007 1comment by MsD 3716707 Delete
sunshine (1) lake, sunshine, winter
winter (1) s
= - = 3

Filter options

Labels assigned to posts

Reader comments  Posts arranged by date

Sle{O{=|WIV®y] Work with your blog’s posts.
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Here are some maintenance and organizing tasks you can use:

M Edit, view, or delete an existing post.
Open a draft to complete its editing, or delete it.

Sort posts by All (default), Drafts, or Published status.

Add, change, or remove labels that can be used for sorting or locating content in your
posts.

B Type a term in the Search field and click Search to locate content in a post.

Moderate Comments

Comments added to your posts that you want to review before allowing them are listed in

the Moderate Comments tab. In order to use the feature, you must have Enable Comment
Moderation selected in the Comments pane of the Settings tab. Read how to do that in the section
“Manage Viewer Comments.”

Summary

This chapter showed you how to work with Blogger. You saw the necessary steps to create a
blog and make a posting. Editing posts and working with other content such as images and links
was covered. You walked through the Blogger Dashboard, an interface that offers access to

the configuration features of the program. You saw how to modify a profile, how to adjust and
customize the way your blog appears, and how readers can interact with your posts. You learned
numerous ways to customize the appearance and content of your blog, and how to maintain the
postings and site.

Coming up next—it’s all up to you! You may choose to move full speed ahead into Google
products and services, or use a combination of your existing desktop methods with some Google
tools. Either way, you are sure to find products that make your work, online explorations, and
communications simpler and more effective using Google tools.
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— operator, 9-10, 25

* operator, 9, 25

[#]...[#] operator, 25

~ operator, 25

+ operator, 10, 25

3D Viewer, Google Earth
To Here/From Here options, 117
Layers panel, 124-126
modification of, 106—107
navigation, 101-105

8.5 x 11 Landscape view, 107

A

About Me section, 412

About This group, 142

Accelerator tool, 262, 263

Access setting, 143

Accessible Search, 48

Account Set Up window, 245

Account Setup form, 245

accounts. See also Gmail
AdWords program, 240-244
Google, 245, 317, 387

Actions menu, 258

Active row, 347

ad blindness, 217

Ad Code section, 216

Add Contacts field, 286

Add Destination link, 75

Add New Page link, 142

Add Other Calendar form, 306

Add section, 148

Index

Add to Blog button, 414
Add Your Blog to Our Listings? setting, 401
Address bar, 32
addresses
adding to My Maps, 84
filtering Gmail by, 297
finding in Google Earth Search panel,
111-112
searches for, 50-51
AdSense, 210-239
channels, 226229
generating ads for sites, 213-221
color choices, 217-218
designing appropriate content ads,
214-216
multiple ad units, 219-221
overview, 213-214
page placement, 218-219
inserting ads in blogs, 413-415
joining, 211-213
overview, 210
reports, 230-239
custom to view specific activity,
232-234
Google Analytics, 235-239
overview, 230
reviewing advertising reports,
230-232
specialized ads, 221-226
AdSense page element, Blogger, 412
Advanced mode, 407
advanced operators, 26
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Advanced option, 336 AutoFill tool, 33

Advanced Preferences link, 47 AutoLink tool, 33

Advanced Reports page, 231, 232, 233

Advanced Searches B
Google News, 146147
Groups, 131-132 backgrounds, spreadsheet, 350
for images, 40—41 Basic Fix tools, Picasa, 187-190

Basic mode, 407
Basic tab, 400, 401
Blocked panel, 167

overview, 21-25
Advanced setting, Google Groups, 143
Advanced Settings window, 22

advertising, 209-248. See also AdSense Blog Archive list, 410
AdWords program, 239-247 Blog Archlve page element, 412
account setup, 240-244 Blog link, 387 '
fee structure, 244-245 Blog Readers section, 409
My Ad Campaign window, Blog Search, 46 '
246-247 Blogger, 385-419. See also Settings tab;
overview, 239-240 Template tab

terminology, 229 account, 408

overview. 210 creation process, 387-390
aerial views, Google Maps, 71 Dashboard, 399-419
Albums, Picasa, 177-178 Manage tab, 416419
Alerts, Google, 155 ~ profile, 399400
Align drop-down list, 334 inserting AdSense ads, 413-415

All Folders category, 320 overview, 204-205, 386

All Items heading, 324 posting content, 390-398

All link, 292 creating and publishing, 390-394
Altitude tab, 122 1mages, 395-398

Amount slider, 195 links, 394-395

Analytics, 235, 236, 237, 238 overview, 390
Announcement group, 139 tour, 386-387
Appearance panel, 167 BlogSend feature, 407
Appearance setting, 143 Book Search, 54-55
applications, AdSense program, 212-213 Bookmark drop-down list, 332

Archive button, 270 Bookmarks folder, 153

archive CDs. Picasa. 206-207 bookmarks, Google Docs & Spreadsheets
archive searches, Google News, 151-152 Insert tab, 332-333

Archiving tab. 406—-407 Border Size fleld, 335

area codes, searches for, 49-50 borders, spreadsheet, 350

attachments, Gmail, 273-274, 278-279 Borders layer, Google Earth 3D Viewer, 125
Borders tool, 350

Browse button, 279, 396
Browse window, 283, 375

Audio panel, Google Talk settings, 167
author permissions, Blogger, 408-409
Auto Color button, 187



browser settings, Google Docs &
Spreadsheets, 316-317

browsers, Google Toolbar for, 31
businesses

adding to My Maps, 84

finding in Google Earth Search panel,

112-116
viewing in Google Maps, 72-73

C

cache settings, Google Earth Options dialog
box, 109

Cached pages, 6

calculator, Google, 27-28

Calendar. See Google Calendar

cameras, importing images to Picasa from,
172-174

CAPTCHA (Completely Automated Public
Turing Test to tell Computers and Humans
Apart), 389

catalog searches, 60-61

categories, searching by in Video Search, 43

Categories setting, Google Groups, 143

Cc field, 278

cells, spreadsheet, 348—-352

Change button, 335

Change link, 254

Changes button, 335

channels, AdSense, 226-229

character operators, search, 25

Chart drop-down menu, 359

charts, spreadsheet, 358-360

Chat panel, 167

chats from spreadsheets, 363-364

Check Site Settings section, 372

Check Spelling option, 280-281

Checkout, 63-64

Choose Ad Format and Colors section,
215,218

Choose an Address field, 379

Choose file dialog box, 118, 304, 346, 362,
374,379

Index

Choose Layout window, 368
Choose Product drop-down list, 231, 232
Click Add section, 149
Click-and-Zoom mode, 105
clippings, Google Notebook, 258
Clips display, 298
Clips tab, 298
code, Blogger, 394
collages, Picasa, 197-198
Color Auto Fix button, 191
Color field, 335
Color Preservation slider, 194
Color Temperature slider, 191
colors
in ads, 217-218
Blogger Dashboard Template tab,
412-416
Page Creator schemes, 370
Colors section, 215
columns, spreadsheet, 351
Comment Input window, 404
Comment Notification Address field, 406
Comments link, 404
Comments pane, 419
Comments tab, 333-334, 404-406
Comments Timestamp format, 405
communication, 127-168. See also
advertising; Google Earth; Google
Groups; maps
Google Finance, 156-158
Google Mobile, 159-162
Google News, 144-155
archive searches, 151-152
managing, 152-155
overview, 144—145
personalized pages, 147-150
searches, 145-147
Google Talk, 163-168
overview, 65, 128
Completely Automated Public Turing Test
to tell Computers and Humans Apart
(CAPTCHA), 389
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Compose page, 392

Compose screen, 394

Compose window, 276, 279, 391, 392, 393,

397, 403

Composition window, 274, 276

Compression drop-down list, 206

Compression option, 206

Computer Monitor view, 107

Configure AdSense window, 414

Connections panel, 167

Contact group, 275, 285, 286

Contact list, 286

Contact window, 274, 282

Contacts List, Gmail, 275, 281-287
creating Contact Groups, 285-287
editing to keep current, 283-285
importing and exporting, 282-283
manually adding to, 281-282
overview, 281

Contacts window, 282, 283, 285, 286

content. See also posting content, Blogger
adding to customized iGoogle, 254-255
Google Docs & Spreadsheets folders, 320
Google Group, 141-142
Google Notebook, 260
search page, 13
spreadsheet, 351-354

content ads, 214-216

Content Overview reports, 239

conversations, Gmail, 271

cookies, 316

copyrights, image, 375

correction tools, Picasa, 187-190

Create Group option, 285-286

Create New Calendar form, 305

Create window, 391, 399

Crop Photo tab, 189

Crop tool, 189

CSV format, 234, 282, 283

Current View option, 113

Custom Advanced Reports list, 234

custom channels, AdSense, 227-228

custom news categories, Google News,
149-150

custom reports, AdSense, 232-234

Custom section, 149, 150

custom text and images, My Maps, 82—-84

Custom view, 301

D

Dashboard, Blogger, 399-419
Manage tab, 416-419
profile, 399-400
Settings tab, 400-409
Archiving tab, 406-407
Basic tab, 401
Comments tab, 404—406
E-mail tab, 407-408
Formatting tab, 402—403
Permissions tab, 408—409
Publishing tab, 401-402
Site Feed tab, 407
Template tab, 409-416
choosing template, 410
Edit HTML link, 416
Fonts and Colors link, 412413,
415-416
overview, 409-410
Page Elements link, 410-412
Date format, 301
Date function, 356
date: operator, 26
Date Range slider, 183
default locations, Google Maps, 76
default reports, AdSense, 230-231
Default view, 301
degrading gracefully, 48
deleting
Gmail message labels, 294
Google Docs & Spreadsheets files,
323-324
Google Notebook information, 260-261
spreadsheet columns and rows, Google
Docs & Spreadsheets, 351-352



Description field, 78
Description setting, 401
descriptions, My Maps, 82-84
Desktop, 264-267
Destinations feature, 75
Detail area, 108
directions, driving, 73-74
Directions link, 76
Directions tab, 116-119
Directions view, 76
Directory, 57-59
directory listings, 112-116
Discuss option, 360
discussion groups, 383. See also
Google Groups
Docs & Spreadsheets home page, 324, 342
Docs list, 318, 319, 320, 321, 324, 325, 346
documents. See Google Docs & Spreadsheets
Documents Edit page, 339
Domain drop-down list, 22
downloads
AdSense reports, 231
Gmail Contacts Lists, 283
Google Earth, 96-97
Google Talk, 164-165
Drafts category, 293
drifting, 103
Drive link, 75
driving directions, 73-74

E

Edit Color Hex Code field, 415

Edit HTML tab, 416

Edit My Membership page, 142

Edit page, 411

Edit Picture screen, Picasa, 185-196
adjusting preview, 186—187
correcting image flaws, 187-190
Effects tab, 192-195
overview, 185-186
saving and exporting edited images, 195
Tuning tools, 190-192

Index

Edit Post browser window, 397
Edit Posts screen, 394
Edit Posts tab, 417-419
Edit tab, 342, 358
Edit This Personalized Page form, 149
Edit toolbar, 325, 326, 327
Edit User Profile window, 400
Edit window, 342, 349, 411
editing
Blogger, 418
Google Docs & Spreadsheets, 325-329,
359-360
image editing tools, 376-377
Editing section, 321
Editing window, 325
Effects tab, 186, 192-195
Element window, 411
Elevation Exaggeration value, 108
Elevation key, 91
e-mail. See also Gmail
custom AdSense reports, 234-239
Google Docs & Spreadsheets files,
322-323
sending Picasa photos by, 200
Enable Experimental Features button, 381
entertainment, searches for, 41-45
events, Google Calendar, 301-304,
309-314
Excel format (XLS), 26, 318, 354
Exchangeable Image File (EXIF) format, 180
Exclude operator (-), 25
EXIF (Exchangeable Image File) format, 180
Exit Slideshow tool, 184
Explore feature, 386
Explore Groups section, 132
exporting
charts from Google Docs &
Spreadsheets, 360
files from Google Docs &
Spreadsheets, 343
from Gmail Contacts List, 282-283
images, Picasa, 195
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F

Feather slider, 195
FedEx tracking numbers, 49
fee structure, AdWords program, 244-245
Feed page element, 412
feeds, Google News, 153-154
file attachments, Gmail, 273-274, 278-279
File browser window, 321, 322
File Format drop-down arrow, 24
file formats
in search results, 24
supported by Picasa, 172

files
labeled, in Picasa, 179-181
names of, in Picasa, 175-176
size and type, Google Docs &
Spreadsheets, 317-318
filetype: operator, 26
Filetypes drop-down list, 41
Fill Light slider, 187, 188, 190
filters
Gmail, 296-298
search, 15-16
Finance, Google, 158
Financial function, 356
Find Businesses feature, 72, 112-116
Find group, 47
Firefox toolbar, 31, 33
Flag as Inappropriate link, 45
flaws, correcting in Picasa Edit Picture screen,
186187
Fly To option, 98
Fly To tab, 111-112
fly-through, Google Mars, 93
Folder list, 178
Folder Tree Structure button, 175
folders
Gmail, 293-294
Google Docs & Spreadsheets, 318-321
Picasa, 175-178
Font list, 373

Fonts and Colors page, 417

Fonts and Colors tab, 412413
format, spreadsheet text, 349
formatting Gmail message, 279-280
Formatting tab, 402-403

Formatting toolbar, 279, 280
Formula tab, 355

formulas, spreadsheet, 354-356
Formulas tab, 355, 357

Formulas toolbar, 355

Freeze Header Rows option, 353-354
Friends list, 167

From Here option, 117

Full screen, 107

Full view, 54

full-page Google Notebook, 259
functions, Google Spreadsheets, 356
funnels, Google Analytics, 236

G

gadgets
Google Desktop, 265-267
Google Talk, 166-168
1Google, 255-256
General panel, 167
General setting, 143
Geographic features layer, 125
Geotags, 182
GForce mode, 104
Gmail, 269-299. See also Google Calendar
adjusting program settings, 287-290
Contacts List, 281-287
creating Contact Groups, 285-287
editing to keep current, 283-285
importing and exporting, 282-283
manually adding to, 281-282
overview, 281
creating new accounts, 270-271
filters, 296298
incoming e-mail, 271-274
muting e-mail threads, 144



overview, 270, 292
sending e-mail, 274-281
message preparation, 278-281
new e-mails, 274-276
responding to existing e-mails, 276
tips for sending messages, 277-278
sorting mail, 292-295
Web Clips, 298-299
Goals Overview reports, 239
Google Alerts, 155
Google Analytics, 235, 236, 237, 238
Google Blog Search home page, 146
Google Calendar, 299-314
adding events from Web, 309-310
creating new events, 301-304
holiday calendars, 308
multiple personal calendars, 305-306
overview, 299-300
public calendars, 306-307
setting appearance, 300-301
shared calendars, 304305, 307-308
sharing and publishing events, 311-314
weather forecasts, 310-311
Google Checkout, 63-64
Google Desktop, 264-267
Google Directory, 57-59
Google Docs & Spreadsheets
documents, 315-343
adding and deleting files, 321-324
editing, 325-329
exporting files, 343
folders, 318-321
overview, 316-318
printing, 341-343
published documents, 338-341
revision feature, 341-343
searching and sorting, 324-325
sharing files, 336-338
home page, 318, 323, 341, 342, 346
Insert tab, 329-336
bookmarks, 332-333

Index

comments, 333-334

images, 330-331

links, 331-332

overview, 329-330

Separator, 335

special characters, 336

tables, 334-335

spreadsheets, 345-364

add visual details, 349-350

adding text to fields, 348-349

cell alignment, 350-351

charts, 358-360

formulas, 354-356

moving and sharing content,
360-364

opening, 346-347

overview, 346

Preview, 352

rearranging cells and contents,
351-352

renaming contents, 357

resizing cells, 348

sorting contents in, 352-354

text appearance and format, 349

Google Earth, 95-126

3D Viewer
modification of, 106—-107
navigation, 101-105
basic features, 97-101
Community BBS website, 123
downloading and installing, 96-97
Geotags, 182
Layers panel, 124-126
Options dialog box, 107-110
3D View, 107-109
cache settings, 109
General tab, 110
Navigation tab, 110
Touring preferences, 109
overview, 96
Places panel, 119-124
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Google Earth (cont.)
Search panel, 111-119
Directions tab, 116-119
Find Businesses tab, 112—-116
Fly To tab, 111-112
toolbar, 98
view sizes, 107
viewing maps in, 85-86
Google Embeddable Calendar Helper
window, 313
Google Finance, 156-158
Google function, 356
Google Groups, 128-144
creation of, 138—143
customizing features, 140-141
management of new Group,
141-143
overview, 138
restricted groups, 140
specifying structure and
membership, 138-139
Help site, 128
home page, 128, 129, 132, 135, 136, 138
muting e-mail threads in Gmail, 144
overview, 128
participation in, 132-138
joining and posting to, 134—135
managing, 135-136
overview, 132—-134
reading messages and posting
replies, 136-138
Search window, 129
searches, 128—-132
Google home page, 28, 38, 39, 42, 49, 53, 69,
128, 136, 144, 252, 253, 265
Google home page text field, 49
Google Image Search page, 38
Google Images Search window, 39
Google Labs page, 366
Google Language Tools page, 17
Google Language Tools window, 17
Google Local Business Center site, 68

Google Maps. See maps

Google Mars, 90-94

Google Mobile, 159-162

Google News, 144, 146, 147, 150, 151, 155

Google Notebook, 63, 257-261

Google Page Creator discussion group, 383

Google Page Creator service, 366

Google Page Creator window, 380

Google Personalized homepage, 163

Google Preferences page, 15

Google Product Search, 61-63

Google Reader, 153-154

Google Scholar, 56-57

Google Search feature, 285

Google Search field, 25, 324

Google Search history, 28

Google Search home page, 16, 24, 46, 47, 51

Google Search window, 18

Google Send to Phone service, 160

Google Short Message service, 159

Google Spreadsheet. See Google Docs &
Spreadsheets

Google Talk, 163-168

Google toolbar, 4, 14, 31, 32, 33, 34, 35,
36, 265

Google Transit Trip planner, 88

Google University Search page, 53

Google Video beta window, 42

Google Video page, 45

Google Video Search window, 45

Google Video window, 42

Google Voice Local Search service, 162

GoogleDesktopSetup.exe file, 264

Grid view, 368

Group Name field, 286

Group searches, 4647

Group setting, 143

Group Settings link, 140

Groups. See Google Groups

groups, Gmail contact, 285-287

Groups tab, 287

Guests field, 302



H

hard drive storage, 263

Heading list, 373

Help window, 388, 416

Hex value, 335

hidden folders, Picasa, 177

high resolution areas, Google Mars, 92

Highlight tool, 34

Highlights slider, 190

History window, 30

holiday calendars, 308

home pages
adding Google Talk to, 164
Google as, 20

Horizontal link, 220

HTML view, 339, 397

HTML/JavaScript page element, 412

hybrid maps, 72

Hybrid view, 75

iGoogle, 252-257
I’m Feeling Lucky search option, 12—13
Image Search window, 39
Image URL field, 374
images. See also Picasa
Blogger, 395-398
custom, My Maps, 82-84
Google Docs & Spreadsheets Insert tab,
330-331
in incoming Gmail e-mail, 272-273
in Page Creator, 373-378
searches for, 38—41
Images Search window, 39-40
Import screen, 172, 174
importing
to Gmail Contacts List, 282-283
to Google Calendar, 304
images from cameras, 172-174
Inbox window, 270, 271, 288
Include operator (+), 25

Index

income, advertising, 221
incoming e-mail, Gmail, 271-274
Info function, Google spreadsheets, 356
info: operator, 26
Infrared map, 92
Insert a Function dialog box, 355-356
Insert menu, 351
installing
Google Earth, 96-97
Google Notebook, 257-258
Google Talk, 164-165
Picasa, 170-172
Internet Explorer Version Available
Here link, 257
invitations
Google Calendar event, 301-303
Google Docs & Spreadsheets shared
documents, 336-338
Invite Collaborators area, 261
Invite field, 408
Items list, 319, 320, 324, 346
Items Not In Folders list, 320
itineraries, 73-76

J

JavaScript, 316
Join form, 134

K

keystrokes, Blogger, 392

Keyword tool, 242

keywords
labeling files with in Picasa, 180
search, 89

Keywords field, 149

KML link, 87

L

Label link, 148
labeled files, Picasa, 179-181
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labels, Gmail message, 294-295
Labels element, 410
Labels page element, 412
Language Tools, 16-20
Launch Google Talk button, 164
Layers feature, 96
Layers panel, 98, 124126
layout of pages, in Page Creator,
368-369
Leave Your Comment field, 404
Library panel, 175, 177
Library view, 175
Line tool, 79, 80-81
Link feature, 403
Link field, 403
Link List page element, 412
link: operator, 26
Link window, 331
links
Blogger, 394-395
Google Docs & Spreadsheets Insert tab,
331-332
from Google Docs & Spreadsheets, 361
from pages, Page Creator, 378-379
search page, 4
List page element, Blogger, 412
List view, 62, 368
Live Bookmarks option, 153
local searches, 59
local traffic views, 70-71
local trips, planning, 88—89
Location area, 76
Location drop-down list, 197
Location section, 310
locations
default, Google Maps, 76
finding in Google Earth Search panel,
111-112
Google features dependent on, 68
searches in specific, 17-18
viewing in Google Maps, 72-73
Logical function, 356

Logo page element, 412
Lookup function, 356

M

Mac OS X systems, 257
Mail-to-Blogger Address feature, 407
Mail-to-Blogger feature, 408
Main Google Notebook window, 259
Manage tab, 416-419
Map Overlay reports, 239
maps, 67-94
of Mars, 90-94
Mobile Maps, 160
My Maps, 78-87
adding businesses and
addresses, 84
custom text and images, 82—-84
Line tool, 80-81
overview, 78
Placemark tool, 78—-80
Shape tool, 81-82
sharing, 84-87
overview, 65, 67
Ride Finder, 89-90
searches, 68-77
choosing default map location, 76
generating routes or itineraries,
73-76
map views, 70-72
navigation controls, 70
overview, 68-69
saving and managing, 7677
Search Maps option, 72-73
Transit Trip Planner, 88—89
Mars. See Google Mars
Mash-Up Google page, 377
Math function, 356
Medium setting, 317
Member list, 141
membership, Google Groups, 138-139
merged spreadsheet cells, 351



Message window, 277, 278
messages, Gmail, 271
metadata descriptions, Picasa,
180-181
metatags, 13
Mobile, Google, 159-162
mobile offices, 251-267. See also Blogger;
Gmail; Google Calendar; Google Docs &
Spreadsheets; Page Creator
Google Desktop, 264-267
Google Notebook, 257-262
overview, 249, 252
personalized iGoogle, 252-257
Web Accelerator, 262-263
Moderate Comments tab, 419
More Actions menu, 144

mouse, navigation of Google Earth 3D Viewer

with, 103-105
movies, making from Picasa images, 206
MP3 files in Gmail, 273
multiple ad units, AdSense, 219-221
multiple search keywords, 8-9
multiple search results from same site, 6
muted e-mail threads, 144
My Account tab, 245
My Ad Campaign window, 246247
My Groups area, 136
My Groups drop-down arrow, 135, 136
My Groups link, 136
My Groups section, 136
My Maps feature, Google Maps, 78-87
adding businesses and addresses, 84
custom text and images, 82—84
Line tool, 80-81
overview, 78
Placemark tool, 78—80
Shape tool, 81-82
sharing maps, 84-87
My Maps panel, 80, 82
My Maps view, 78
My Own Server/Custom option, 341
My Places folder, 105, 119, 123, 124

Index

My Portfolio, 158
My Public Gallery, 202

N

names
of Blogger blogs, 388-389
file, in Picasa, 175-176
Google Docs & Spreadsheets, 357
Google Notebook, 260
NASA site, 26
Navigate controls tool, 184
Navigation bar, 407
navigation controls
Google Maps, 70
Google Mars, 90-91
Navigation Mode pane, 103
navigation of Google Earth 3D Viewer,
101-105
Navigation setting, Google Groups, 143
Navigation tab, 110
Navigation toolbar, 367
New Bookmark field, 333
New Placemark icon, 120
News, Google, 144, 146, 147, 150, 151, 155
News Archive Search window, 151
News list, 144
News Results window, 145
Newsreel page element, Blogger, 412
None link, 292
None Placement option, 397
Note This link, 6
Notebook, Google, 257-261
Notebook menu, 260
Notebook view, 260
Notifications panel, 167
Notifier, Gmail, 295
numbers
in searches, 10
searches for, 49
Numbers of Results page, 16
Numrange operator ([#]...[#]), 25
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0]

Occurrences drop-down arrow, 22
Occurrences drop-down list, 146
Open Air palette, 217
Open link, 331
operators, search, 9-10, 25-27
Optimize Images feature, 381
Options dialog box, Google Earth,
107-110

3D View, 107-109

cache settings, 109

General tab, 110

Navigation tab, 110

Touring preferences, 109
Options drop-down list, 197
Options menu, 265
order of search results, 13—-14
Overview map, 101-102, 106, 107, 109
Overview page, 234
Overview Reports page, 214
Overview tab, 230

P

packages, searches for, 49-50
page components, searches, 4—7
Page Creator, 365-383
adding more pages, 370-371
color schemes and look, 370
overview, 366
page contents, 371-379
editing images, 376-378
inserting images, 373-376
links, 378-379
text, 373
page layout, 368-369
saving pages, 371
screen resolution, 367
signing up, 366
site management, 379-383
Page Creator site, 366
Page Editor toolbar, 371, 373, 381

Page Editor window, 368, 369, 370, 372, 374,
375, 381
Page Elements page, 415
Page Elements tab, 410-412
Page Elements window, 415
Page header, 412
Page Header page element, 412
page placement, for advertisements,
218-219
PageRank, 14
Palettes drop-down list, 215
Paper Size drop-down arrow, 197
pasted text, Blogger, 394
PDF format, 24, 54
permalinks, 406
Permissions tab, 408—409
personal calendars, 305-306
personal profiles, Google Groups, 138
Personalize Your Google homepage, 252
personalized iGoogle, 252-257
personalized pages, Google News,
147-150
phone numbers, searches for, 50-51
phones, mobile, 160-162
Photo Size drop-down list, 206
photographs. See Picasa
Picasa, 169-207
distributing and printing photos,
196-207
creating web pages automatically,
202-204
making movies from images, 206
posters, 196—198
printing, 198-200
sending by e-mail, 200
slideshows or archive CDs, 206207
transferring images to Blogger,
204-205
Web Albums, 200-202
Edit Picture screen, 185-196
adjusting preview, 186—187
correcting image flaws, 187-190



Effects tab, 192-195
overview, 185-186
saving and exporting edited
images, 195
Tuning tools, 190-192
importing images from cameras,
172-174
installation, 170-172
labeling files, 179-181
maintenance of image library, 178—179
managing images and folders, 175-178
overview, 170
searches, 181-185
Picture Edit screen, 192
Picture menu, 181
Picture page element, 412
Picture Pile template, 197
Place Taken field, 182
placemarks, 78-80, 120-122
Places folder, 123
Places panel, 98, 99, 119-124
Play button, 100
Play link, 273
Play Tour button, 119
playback window, Video Search, 44
Points of Interest (POIs), Google Earth,
122-123
Poll page element, 412
Populated places layer, 125
Post Pages feature, 406
posted content, Google Groups, 129-131
posters, Picasa, 196—198
posting content, Blogger, 390-398
creating and publishing, 390-394
images, 395-398
links, 394-395
overview, 390
Posting tab, 390, 416
Preferences page, 15-16
Preview area, 173, 327
Preview browser, 415
Preview page, 339
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previews
Google Docs & Spreadsheets,
338-340, 352
Page Creator pages, 381-383
Picasa Edit Picture screen, 186187
Print button, 341
Print Layout area, 199
printing
directions from Google Earth, 118119
from Google Docs & Spreadsheets, 341
photos from Picasa, 198-200
privacy, Google Docs & Spreadsheets, 318
Privacy setting, 302
Privacy tab, 316
Product Search, 61-63
Product Search Mobile, 160
Profile page element, Blogger, 412
Profile Settings window, 236
profiles
Blogger, 399-400
Google Groups, 138
Program menu toolbar, 97
Public Calendar Address tab, 307
public calendars, Google Calendar, 306307,
311-312
Public Calendars tab, 306
Public group, 139
Public map, 78
public transportation, 88—89
Publish button, 381
Publish tab, 340, 341
Publish This Spreadsheet dialog box, 361-364
published blogs, 390-394
published calendars, 311-314
published documents, 338341
Published Formats window, 362
published pages, 381-383
Publishing tab, 401-402

Q

queries, 4
questions in searches, 51-52
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Quick Add field, 303
Quick Reports section, 234
quotes, search keywords in, 8

R

Radius slider, 195
Range Names, 357
rank, search page, 13—14
RAW file, 172
Read link, 292
Reader, Google, 153-154
reader permissions, Blogger, 408—409
realms of interest, searches in, 52-53
Red Eye tool, 188
Red/Green/Blue (RGB) histograms, 192
referrals, AdSense, 224-226
related: operator, 26
relevance of content, search results, 13—-14
Remember This setting, 200
Remove Formatting icon, 280
rendering, 101
Reordered section list, 150
Reply drop-down menu, 278
Report Name site, 239
reports, AdSense, 230-239
custom to view specific activity,
232-234
Google Analytics, 235-239
overview, 230
reviewing advertising reports, 230-232
Reports section, 213
Reports tab, 230, 231
Reset page, 150
restricted groups, 139, 140
results, search. See searches
Results Window option, 16
returns, search. See searches
reviewing files, Google Docs & Spreadsheets,
338-340
revision feature, Google Docs & Spreadsheets,
341-343
Revisions tab, 342

RGB (Red/Green/Blue) histograms, 192
Ride Finder, 89-90

Roads layer, Google Earth 3D Viewer, 124
Rotate image tool, Picasa Slideshow, 184
routes, generating in Google Maps, 73-76
rows, in spreadsheets, 351-352

RSS or Atom link, 153

S

SafeSearch feature, 45
SafeSearch filtering, 15-16, 22
safesearch: operator, 26
satellite views, Google Maps, 71
Saturation Amount slider, 194
Save As Custom Report field, 233
Save Changes button, 195
saved edited images, Picasa, 195
Saved Locations, Google Maps, 7677
saved pages, Page Creator, 371
Saved Reports list, 236, 237
saved route directions, 119
saved searches, Google Earth, 115-116,
123-124
saved Temporary Places, Google Earth, 124
scans of images, 170-172
Scholar, Google, 56-57
scientific materials, searches for, 56-57
screen resolution, Page Creator, 367
Scripting section, 317
Search panel, Google Earth, 111-119
Directions tab, 116-119
Find Businesses tab, 112-116
Fly To tab, 111-112
Search terms tool, 34
searches, 3-64
AdSense for Search, 221-224, 231-232
asking questions, 51-52
Blog Search, 46
Book Search, 54-55
deciphering results, 4—12
basic page components, 4—7
I’m Feeling Lucky option, 12-13



keywords, 8-9
operators, 9-10
Search within results, 11
Directory, 57-59
focusing, 21-27
Advanced Searches, 21-25
operators, 25-26
overview, 21
Gmail, 285
Google Docs & Spreadsheets, 324
Google Finance, 157-158
Google Groups, 46-47, 128-132
Google Mars, 92-93
Google News, 145-147, 151-152
Google search process, 13—14
for images, 38—41
Language Tools, 16-20
maps, 68-77
choosing default map location, 76
map views, 70-72
navigation controls, 70
overview, 68—69
saving and managing, 76—77
Search Maps option, 72-73
online shopping, 60—64
overview, 1, 4, 37
Picasa, 181-185
Preferences page, 15-16
for scientific and scholarly materials,
56-57
Search History, 28-30
special areas of, 52-53
Toolbar, 31-35
tracking numbers, 49-51
Video Search, 41-45
Searches panel, 119
section headings, Google Notebook, 260
security, Google Docs & Spreadsheets, 318
Security tab, 317
Select links, Gmail, 292
Selection tool, 78, 79
Send to Phone service, 160-161
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Send to tool, 34
Separator operator (¥), 25
Separator tab, 335
Set time tool, 239
settings
Blogger, 401
document, Google Docs & Spreadsheets,
327-328
Gmail, 287-290
Google Calendar, 300-301
Google Groups, 143
Google Talk, 166-167
Page Creator sites, 380-381
Web Accelerator, 262-263
Settings button, 34
Settings Edit link, 236
Settings tab, Blogger Dashboard, 400-409
Archiving tab, 406-407
Basic tab, 401
Comments tab, 404—406
E-mail tab, 407-408
Formatting tab, 402-403
Permissions tab, 408—409
Publishing tab, 401-402
Site Feed tab, 407
Settings window, 287, 290, 297, 298, 380,
381, 406
Shade slider, 195
Shadows slider, 190
Shape tool, 79, 81-82
Share feature, 259
Share tab, 336, 337
Share This Calendar form, 311
Share with Specific Users section, 307
shared calendars, 304-305, 307-308, 311-314
shared files, Google Docs & Spreadsheets,
336-338
shared Google Notebooks, 261
shared maps, 84-87
Sharpness slider, 195
sheets, spreadsheet, 354
Shopping Lists, 62-63
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Short Message Service (SMS), 159-160
shortcuts
Blogger, 392
Google Docs & Spreadsheets, 329
Google Earth Search panel, 116117
Show captions tool, 184
Show Data By drop-down list, 233
Show e-mail post links? setting, 401
Show Events You Have Declined section, 314
Show quick editing on your blog? setting, 401
Show Transliteration button, 401
Show/Hide Search Options button, 183
shuttles, finding with Ride Finder, 89-90
Sightseeing folder, 98
sightseeing tours, 98—101
Sign In page, 132
Signup Wizard, 241
Site Feed tab, 407
Site Manager window, 367, 368, 374, 375
site: operator, 26
Site Overlay report, 237, 238, 239
Site Usage reports, 239
Sitemaps, Google, 225-226
sites, web. See Page Creator
Size option, 203
Size slider, 195
SketchUp models, 111
Slideshow screen, 183
Slideshow view, 186
slideshows, 183-184, 206-207
SMS (Short Message Service), 159-160
Snippet view, 55
snippets, Gmail, 289
sort features, Google Docs & Spreadsheets,
324-325
sources, Google Mars, 94
Spacecraft Directory link, 92
spam filters, Gmail, 298
Spam folder, 294
Spam window, 298
special characters, Google Docs &
Spreadsheets Insert tab, 336

special search areas, 52-53
specialized ads, AdSense, 221-226
spell checks
Gmail, 280-281
Google Docs & Spreadsheets, 328-329
Spellcheck icon, 392
Spelling drop-down arrow, 281
spreadsheets. See Google Docs &
Spreadsheets
Standard section, 148
Star icon, 292
Star tool, Picasa Slideshow, 184
starred files
Google Docs & Spreadsheets, 325
Picasa, 179-180
Starred link, 292
Statistical function, 356
Status bar, 106
stemming, 8
storage, iGoogle, 256-257
stored searches, Google Earth, 115-116
Straighten Picture view, 189—190
Style button, 327
styles, document, 327
Subscribe To: Posts (Atom) link, 407
subscriptions, Google Calendar, 312
summaries, search page, 5
syndicated feeds, 407
Synonym operator (~), 25
system files and Google Earth, 101

T

tables, Google Docs & Spreadsheets Insert
tab, 334-335

tabs, iGoogle, 256-257

tagged files, Picasa, 179-181

Talk, Google, 163—168

targeted news, Google News, 149-150

taxis, finding with Ride Finder, 89-90

telephone area codes, 49

Template Name list, 203



Template tab, Blogger Dashboard, 409416
choosing template, 410
Edit HTML link, 416
Fonts and Colors link, 412413,
415-416
overview, 409-410
Page Elements link, 410412
templates
Blogger, 389-390
Picasa album, 204
Temporary Places folder, 124
Terrain layer, 124
text
Blogger, 394
custom, My Maps, 82-84
for search results, 5
in spreadsheets, 348-349
in web pages, 373
Text function, 356
text links, in spreadsheets, 361
text operators, search, 26
Text page element, Blogger, 412
text searches, 39. See also searches
themes, iGoogle, 253-254
threads, e-mail, 144
Tilt slider, 103
Time format, 301
Timeline window, 184—185
Title field, 391, 403
Title setting, 401
To Here option, 117
Toolbar, 31-35
tools
editing
Blogger, 418
Google Docs & Spreadsheets,
325-329, 359-360
Page Creator, 377-378
Google. See mobile offices
Picasa slideshow, 184
Tools menu, 259
Top 100 category, 43
Top Queries link, 231

Index

Top Stories section, 147
Topic Summary or Topic List view, 137
topics, Google Directory, 57-59
Touring preferences, Google Earth Options
dialog box, 109

tours

Blogger, 386-387

Google Earth, 98-101, 119
Traffic features, Google Maps, 70-71
traffic, Google Mobile, 162
Traffic icon, 70
Traffic Sources link, 238
Traffic Sources Overview reports, 239
Transit Trip Planner, 88—89
Translation bar, 19
translation tools, 18-20
travelers, searches for, 51
trips, planning, 88—89
troubleshooter, Gmail, 275
Tune Your Group’s Settings link, 140
Tuning tab, 186, 190, 191
Tuning tools, Picasa, 190-192
TV Playback option, 107

U

Undo button, 187
Unhide folder, 177
Unicode value, 336
Unread link, 292
Unstarred link, 292
UPC codes, 49
Uploaded Stuff feature, 375
uploads
from computer to Google Docs &
Spreadsheets, 321-322
Google Docs & Spreadsheets, 346-347
images, to Page Creator, 373
UPS tracking numbers, 49
URL channels, AdSense, 227-229
URL field, 341
URL Generator tool, 361
URL links in spreadsheets, 361
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URLs, search page, 5

Usage Rights option, 24-25

Use Dashboard to Manage Your Blog
section, 390

Usenet newsgroups, 133

USPS tracking numbers, 49

UTF-8 format, 283

Vv

Vehicle ID (VID) numbers, 49

video, adding to My Maps, 85-86

Video Bar page element, 412

Video Search, 41-45

View drop-down list, 230

View menu, 106

View options, Picasa, 175

View Reports drop-down list, 236

View tab, 122

viewer comments, Blogger, 404406, 419

viewing problems, Google Docs &
Spreadsheets, 338

views, map, 70-72

Visitors Overview map, 237, 239

Visitors Overview reports, 239

Voice Local Search, 162

W

Watched Folders list, 179
weather forecasts, 310-311
Web Accelerator, 262-263

Web Albums, Picasa, 200-202
Web Clips, Gmail, 298-299
Web content, sending to phone,
160-161
Web events, Google Calendar, 309-310
web pages. See also Page Creator
creating
in Picasa, 202-204
from spreadsheets, 361-364
generating from Google Docs &
Spreadsheets file, 339-340
websites, calendars on, 312-314
Webmaster Guidelines, 225
widgets, 257, 416
wildcard operator (*), 9
Wish Lists, 63
Wrap Text Around Image option, 330

X

XHTML and advertisements, 214
XLS (Excel format), 26, 318, 354
XML Code template, 204

XML format, 307

Z

zombie sites, 247
Zooming
in Google Earth, 103
in Google Mars, 9
in Picasa, 187
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Jody Starts a Business:
The Online

Entrepreneur’s Tale

How To...

m Decide which Google tools to use

m Create an online presence using Blogger
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m Use other Google tools to work online
m List a business in Google Maps

m Design a placemark for Google Earth

ody Hart owns Hart of Glass, a shop selling her art glass

pieces and those of other designers on consignment. Jody

decides she’s going to expand her horizons (and income)
by taking her business online.
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Although Jody is an experienced artist and
business person, she isn’t a programmer or web
designer. She wants to display her work online, and
decides a blog is the way to go, because she can
easily update it to feature new works. She’s interested
in other ways to support her online presence, such
as a calendar showing class and demonstration days.
She works with other designers, and would like to

communicate with them online, too.

How Google Tools Gan Help

- ody uses Google Tools to help launch her

online enterprise. Many elements of her

business can be designed, managed, and published

using Google Tools. Jody decides that:

B Using Picasa to collect and manage her
image catalog allows her to easily locate,
edit, and upload her images from Picasa to

her blog.

B Publishing her blog using Blogger offers
a convenient way to create new content

online and keep it up to date.

B Uploading an inventory form to Google
Spreadsheets lets both Jody and her
subcontractors keep up to date with current

inventory.

B Applying a custom signature in Gmail
is a simple way to promote her business,
and adds a professional look to e-mail

messages.

B Providing customers and blog readers
a custom Google Calendar advertises
upcoming shows, demonstrations, and

classes.

B Increasing her company’s visibility by
listing her business in Google’s directory
offers details about her products to potential

customers looking for local businesses.

B Offering public information about her
studio that customers can access through
Google Maps or Google Earth searches

increases her studio’s visibility.

Create an Online Presence

he key element of Jody’s online presence is a
- web address. She’s decided to use a blog for its
ease of updating, and for the ability to communicate
with her prospective clients and buyers. Before building
the blog, she has some images to edit in Picasa, and she’s

planned a Picasa Web Album to showcase her work.

Prepare Images in Picasa

Jody imports her images into Picasa, edits them as
required, and prepares them for use on her blog. She
also assembles some images into a Web Album, as an

interesting way to present her work.

Import the Images into Picasa

Files are checked and imported into Picasa following

these steps:

NOTE

Read about using Picasa for collecting and
managing images, editing, and preparing output
products such as an album in Chapter 6. Read
about importing in the section Organize Images and
Video; read about editing in the section Improve
Your Image Quality in the Edit Picture Screen; read
about Web Albums and uploading images in the
section Distribute and Print Your Photos.
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Figure 1. Review and select the images before importing them into Picasa.
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Picasa menu to open the Import Tray and Jody imported 27 images, although she needs fewer

Preview dialog box (Figure 1). than ten images for her project. Once the images are

2. Use the controls below the preview area to

view the images; rotate the images with the Red burst
Apr 10, 2007

rotation tools. Select Starred [T —
Red glass vase, colored embadments

3. Select the images for importing from the l | | I \ l I l I

Import Tray. DSCN9597.IPG DSCNIS98.PG DSCNIS99.1PG DSCN9G00.JPG DSCN9601.IPG

1 I \
4. Click Import Selected (xx). The Import [xx] l I . . .
Item(s) dialog box will now open. DSCNg602.7 -

DSCNIBOS. DSCNIE06. DSCNIGOT. DSCNIBOS.

5. Add identifying information about the group of . . ‘ \ . .
images. Name the folder and storage location;

DSCNB0S. DSCNIB10. DSCNEE11 DSCNI612. DSCNGB13.

add additional photo information if desired. . l’ ! g n
6. Click Finish to close the dlalog boxes and lmport DSCNIG15.1PG DSCN9G16.1PG

DSCNAG14. DSCNIE1T. DSCNSB1A.

the images into Picasa. The images are shown as ) ) ) ) o
Figure 2. The imported images are shown in a thumbnail view

thumbnails in the Library (Figure 2). in Picasa.
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in Picasa she can examine the images more closely
and compile her set of finished images.
Follow these steps to apply some basic color and

contrast corrections to the batch of images:

1. Double-click the first image in the Library

thumbnails view to open the Edit window.

2. Make basic corrections to the image in the

Basic Fixes tab, shown 