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Introduction

When most people hear Google, they think of the powerful search tool with its squeak
clean search box, colorful logo, and reliable search results. A few may know about its
advertising tools, AdWords and AdSense, which generate Google’s astounding profits
quarter after quarter. Google recently became even more indispensable to teams and
useful to organizations when it released Google Apps, a suite of online applications that
enables you to create, share, and publish documents, spreadsheets, presentations, and
more from any computer with an Internet connection.

If you think it may be time for your team, business, school, or organization to move out
of costly, time-consuming information technology boondoggles and start using these
powerful online Google applications, then Google Apps For Dummies is for you. If you’re
on the fence, turn to Chapter 1, where we discuss all the advantages and disadvantages o
complementing your work or academic life with Google Apps. We hope that Google Apps
has piqued your interest, even if it’s only because you can save a lot of money and
reduce your computing hassles.

If you want to use Google Apps for just yourself (not as part of a business or
school), you can. Go to www.google.com and click the iGoogle link in the upperright corner of the screen. You are given a customizable Start Page that will work
like a springboard to the Internet and your Google Apps. From this page, you can se
up your gadgets and create a user experience similar to what Google Apps users
enjoy. Look for the tips throughout this book directed to iGoogle users.

About This Book

We realize that before you can make any software solution effective within an
organization, you have to meet the needs of two audiences, so we address each audienc
in specific parts of this book to keep your training neat and tidy:
General users: Chapters 3 through 13 show you how to use the parts of Google
Apps you’ll want to use the most: The Start Page, Gmail, Chat (or Talk), Calendar,
Docs, Spreadsheets, and Presentations. If you’re using the apps with a normal
Google account, the information in Chapters 3 through 13 will work for you, too.

Information technology (IT) administrators: Chapter 2 shows you how to set up
Google Apps, and Part IV is your step-by-step guide to administering Google Apps.
(Of course, you’re free to read the rest of the book to make sure you can help users

with any of the apps.)

This book is an enterprise-wide training solution for users at every level, but it can also
help small businesses, groups, families, and even individual users. We guide the IT team
while they set up Google Apps. We bring users up to speed and show them tips and
tricks to get the most out of Google Apps. Why? Because we know how frustrating IT
administrators can find setting up a new software system and then having staffers or
students fail to make good use of the new tools.

How This Book Is Organized
We divided this book into parts and chapters, organizing the chapters into five parts
(which we describe in the following sections).

Part I: Up and Going with Google Apps

Part I is the obvious place to start if you’re brand new to Google Apps. Chapter 1
provides a general overview; we kept it short because we realize that if you have the grea
wisdom to pick up this book in the first place, you’re probably anxious to get started. Fo
Team Edition users and administrators, Chapter 2 runs through the process of setting u
Google Apps for your team, business, school, agency, or nonprofit organization. For
general users, Chapter 3 introduces your organization’s personalized Start Page and
shows you how easily you can access all your Google Apps from one place.

Part II: Keeping in Touch and on Time: Gmail, Talk, and
Calendar
Chapters 4 through 6 take you through the Gmail and Contacts List so that you can
become proficient with Google’s communications tools. Chapter 7 takes you into Gmail
Chat and Google Talk to satisfy your instant-messaging needs. Chapters 8 and 9 show
you how to set up and use your Google Calendars personal calendar to keep track of
your own activities and how to share that information with other people quickly.

Part III: Getting to Work: Documents, Spreadsheets, and
Presentations

Chapter 10 introduces you to the Google Docs Home and discusses how to create and
organize your documents, spreadsheets, and presentations. Chapter 11 covers
documents, and it has you creating and formatting documents by using Google Docs, as
well as accessing documents in Google Docs that you created by using a different word
processor. Chapter 12 introduces Google Spreadsheets and has you calculating, writing
formulas, creating imaginative charts, and sharing your spreadsheets in the blink of an
eye. Chapter 13 takes you through Google Presentations and helps you create
professional Web presentations — you can even show off a bit by using Google’s highly
visual and shareable Presentations app.

Part IV: Popping the Hood: Google Apps Administration

The chapters in this part are aimed at administrators. Chapter 14 delves into the
Dashboard and helps you set up users and adjust basic domain settings. Chapter 15
walks you, step by step, through the process of setting up the Start Page — customizing
it to your business, school, or organization, complete with your own logo, domain name
and look and feel. In Chapter 16, we show you the Page Creator and go through the basic
of creating a simple, professional-looking Web page. Finally, Chapter 17 helps you tweak
your apps even more and add controls for your users.

Part V: The Part of Tens

This part begins by giving you ten solutions to common problems in Chapter 18. Chapte
19 suggests more Google Apps and services that you may want to explore. (This final
chapter is one of our favorites.)

Conventions Used in This Book
To make using this book as easy and convenient as possible, we’ve set up a few
conventions:
When we throw a new term at you, we place it in italics and define it.
We place text that you actually type in bold.

Web site addresses and file names appear in a monospace font, like this:
www.dummies.com. When part of a file name or Web site address varies (depending
on what your own Web site address is), we use italics to indicate a placeholder. For
example, when you see http://start.yourdomain.com, you type the address with you
own domain name in place of yourdomain.com.
When you need to use a menu to select a command, we use the command arrow
(⇒). For example, File⇒Rename simply means that you should click the File menu
and then select the Rename command.

When we show keyboard shortcuts, we place the plus sign (+) between keys. For
example, to use the Cut command, press Ctrl+X. This means to press the Ctrl key an
the X key at the same time.

Icons Used in This Book
Everyone gets distracted, starts to daydream, gets a little hungry, and quits paying
attention to the lovely prose that they’re reading. In an attempt to regain your attention
from that long-overdue Snickers bar, we place icons throughout this book. Each has its
own sleep-preventative powers.

We mark paragraphs that we think you’ll find very useful with this icon. Tips show
you shortcuts, time-savers, or something that’s otherwise worth noting. So, wake
up and pay attention!
When you see this icon, beware. From experience, we know when you can easily

make a mistake that may cause irreparable harm or damage to the Internet or
national security. Well, maybe the Warning icon doesn’t point out something that
dire, but you should still pay attention or risk losing data, time, and possibly hair
(because you’re pulling it out in frustration).
Rather than repeat ourselves (because maybe you didn’t pay attention the first
time), we pop this icon in place. Commit the information to memory, and it can
help you later.

Okay, we don’t use this icon unless we have to. When you see this icon, we’re
flagging some information that’s more technical and nerdy than the rest of the text
You might find the information really cool and very interesting, despite being
technical, so read it at your discretion.

When you see this icon, we show you how to use Google’s powerful search feature
to help you find e-mail messages, calendar events, and so on by using the Search
text box at the top of each Google Apps window.

Where to Go from Here
Hey, users! If you’re somewhat timid with software or your computer skills, start with
Chapter 3 and read through Chapter 13 to get up to speed with each app. Don’t be afraid
to challenge yourself and try some of the advanced instructions, as well. Trust us —
you’ll find any time spent in those chapters well worth it.
We don’t want to insult your intelligence and go over basic computing skills, such as
highlighting text or using a drop-down list. Instead, we focus on showing you how to us
the apps to do your work.

Hey, administrators! Looking for the technical step-by-step details of setting up and
running Google Apps for your organization? A little concerned about leaving your
old tried-and-traditional software solutions and jumping into Web 2.0? Start by
looking over Part I, then immediately jump to the technical stuff in Part IV. General
users want to avoid this information like a self-replicating malevolent32 virus. You,
on the other hand, should find it as comfortable as a walk along the beach — which
is where you can vacation by using the bonus you receive because everyone’s so
pleased with how well Google Apps is working.

One final thought: All you IT administrators may want to scan quickly through Parts II
and III of this book. A quick skim can let you know exactly where you can send staffers,
employees, or students when they have questions that you may not have time to answe
on the spot.

Part I

Up and Going with Google Apps

In this part . . .

Take a moment to get to know Google Apps, the perfect complement to your business,

group, family, or organization. In this part, we take you on a quick tour of the Google
Apps editions, and then we help you register a new domain or point your existing one to
Google’s awesome services.
If your group or organization is using Google Apps already, or if you’re a casual Gmail
user, we recommend that you skip ahead and start with Chapter 3.

sample content of Google Apps For Dummies
Heidegger's Polemos: From Being to Politics online
read online She's No Faerie Princess (The Others, Book 10) pdf, azw (kindle), epub
10/40/70: Constraint as Liberation in the Era of Digital Film Theory pdf
read So Many Ways to Begin
http://reseauplatoparis.com/library/The-Takeaway-Secret--How-to-Cook-Your-Favourite-FastFood-at-Home.pdf
http://diy-chirol.com/lib/The-New-Origami--Dozens-of-Projects-Using-the-Newest-Kinds-ofOrigami--Modular--Puzzle--Storytelling--Practical--Sy
http://www.freightunlocked.co.uk/lib/How-We-Decide.pdf
http://www.shreesaiexport.com/library/Centennial.pdf

Powered by TCPDF (www.tcpdf.org)

