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' BDM's Made Easy Series

The world’s most popular apps are not only completely free
but it is very likely that you have been using one or more of
them for years now, without really thinking about it. From
Gmail to Trends, Google have been continually expanding their
app suite with must-have tools. Did you know that you can also
use Google to explore the earth, build yourself a blog, or plan
your week? Google is about much more than search and this
guide is here to help you discover just what you can do with
these free, browser-based tools, products and services. Learn
how to manage and share your images with Photos, discover
the best way to configure your Gmail email account, find and
download apps, music, books and movies easily on Google
Play and take the first steps towards building yourself a free
blog or Google Site. And this is just the start.
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Google

A Brief History

Google Search I'm Feeling Lucky

Before we delve into the Internet’s greatest free app suite, let’s take a look
at the history behind Google. From humble beginnings in the late nineties,
the search engine giant grew to be one of the largest companies on the
Internet. But what’s behind its spectacular success, and what does the
future hold for them and for us all?
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Google’s intentions are clear.“Our mission is to organise the
world’s information and make it universally accessible and usefu
This has been the company’s key aim since graduate PhD students
24-year-old Larry Page and Sergey Brin, 23, met at Stanford in the
mid-nineties, where they soon found a common purpose; finding
a way to index and search the net’s already-burgeoning mass of
information.

Page and Brin took a new look at the problem, and came up
with a solution that was brilliant in its simplicity. Instead of ranking
sites according to how many times a searched-for term cropped
up, their own search engine (then called BackRub) also checked
backlinks to estimate a site’s importance. The pages with the most
backlinks were deemed the most important ones. It worked, and
the search engine became a success. A change of name soon
followed, and the domain google.com was registered on 15th
September, 1997.

|u

Page and Brin, the creators of Google search engine.

Google!

Search the web using Google!

10 results %) (Google Search ) (F'm feeling lucky )

Index contains ~25 million pages (soon to be much bigger)

About Google!

Stanford Search Linux Search
Get Google! updates monthly!

your &-mail (‘Subscribe ) Archive

\\ Copyright ©1997-8 Stanford University J

The original Google online search front page in 1998.

1998 was a year of consolidation. After polishing and improving
Google, they bought up some cheap computer equipment and
built their first data centre in Larry’s dorm room. The initial plan
was to licence their search technology to other companies, but
when they failed to attract customers, Yahoo founder David Filo
suggested they found their own company instead. Putting their
studies on hold, they searched for an investor, both to finance the
company and clear the credit cards they'd maxed out buying the
data centre.

Sun Microsystems’ Andy Bechtolsheim was used to making
long-term investments. When Page and Brin met him early one
morning in Palo Alto, he was impressed, but in a rush. Instead of
talking money, he wrote a cheque to Google Inc. for $100,000 and
said he'd discuss the details later. Unfortunately, Google's founders
had overlooked a significant detail. There was no legal entity
called ‘Google Inc!at the time, and no way of banking the cheque.
It sat in Larry’s desk drawer for a couple of weeks while they set
up a corporation. Google Inc. was formally incorporated on 7th

The Complete Google Guidebook
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September 1998 at a friend’s garage in Menlo Park, California.
Further investments brought their funds to almost $1 million
by the end of the year. Google.com was still in beta, yet it was
answering 10,000 searches a day and articles about Google
appeared in USATODAY and Le Monde. In December, PC
Magazine named Google as one of its Top 100 Web Sites and
Search Engines for 1998.

The company was growing, and it was soon time for a move,
to an office in University Avenue, Palo Alto. By now Google
had eight employees and was answering over half a million
enquiries per day. Interest in the company was growing too. Red
Hat became its first commercial search customer, attracted in

sgegcg 1997

Google!
GO Og[e 1999
Google =

Google
Google =
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part by Google's commitment to running its servers on Linux.
Key appointments were made. Netscape's Omid Kordestani
became Google’s vice president of development and sales,

and Urs Holze left UC Santa Barbara to take a position as vice
president of engineering. With the company now boasting over
60 employees, Charlie Ayers was hired as company chef, bringing
with him an eclectic repertoire of health-conscious recipes
developed while cooking for the Grateful Dead. A new round
of funding was secured, including $25 million from two leading
Silicon Valley venture capitalists. It wasn't long before the new
office was itself outgrown. On the move again, the company
relocated to a Mountain View, California site which became
known as the Googleplex. On 21st September 1999, the ‘beta’
was dropped from the site.

By mid-2000, Google was beginning to show a profit. AdWords
was introduced, a paid-for service which allowed keyword-
targeted advertising to appear on search pages, as was Toolbar,

a browser plug-in which let you search without accessing the
Google home page. By the end of the year, Google was processing
more than 100 million searches a day.

In February 2001, Google integrated Deja.com’s massive
database of newsgroup postings and archived them in a
searchable format. Over 500 million Usenet postings from the
last two decades became available through a Google search, and
users also benefited from improved posting, post removal, and
threading. Other new search facilities added in 2001 were Image
Search, allowing users to look for graphics, and Catalogue Search
which facilitated online shopping. More non-English languages
were added too — Google now offered a total of 26.

2002 saw two new front-page launches. Google News offered
access to 4,500 leading news sources from around the world, and
Froogle provided an online price comparison facility. It seems the
company was expanding well beyond its search-engine roots. This
expansion continued in 2003, when Google acquired Pyra Labs
and became the home for Blogger, a leading provider of Blogs or
web logs, a kind of online diary in which to share your thoughts
with the world.

On April Fool's Day 2004, the Google site carried what
appeared to be two jokes. Expansion plans involving a lunar
base were unveiled, and punters were promised a new web-
based email service called Gmail, with an unprecedented 1GB
of storage space. But Gmail was anything but a joke. Wrong-
footed, Microsoft and Yahoo boosted the storage offered by their
own web mail services. On 1st April 2005, Gmail's first birthday,
storage was increased to 2GB.

Several Google services and products were upgraded in
2004. On 13th July the company acquired Picasa, a digital photo
management company which (among other things) makes Hello,
an application to help Bloggers upload photos to their pages.
Google Desktop Search was revamped, and Google Groups
launched to handle the Usenet archive which had now reached
the 1 billion posts mark.



Office Culture

Google’s founders have always been keen to preserve

a laid-back office culture, avoiding creativity-stifling
corporate conditions. When the company moved into
the Googleplex, large rubber exercise balls were used
as highly mobile office chairs to maximise the flexibility
of the workspace. In Google’s earliest days, desks were
wooden doors mounted on two sawhorses. Some of
these are still in use within the engineering group.

In June, Google Earth was unveiled, an amazing project
that lets users rotate and turn a complete map of the planet,
zooming in from outer space to a position a few hundred feet
from the ground. The project is so detailed, you can pick out
your house, your car and if you're really lucky, yourself.

In a keynote speech at the Consumer Electronics Show (CES)
in January 2006, Google founder Larry Page announced the
search giant would head an alliance of Microsoft’s software
rivals, offering a free downloadable program suite. This free
suite included Firefox and Google Toolbar for Explorer, a move
which many saw as an attempt to wrestle the search initiative
back from Microsoft, who launched MSN Search in 2004.

A brand new Google Video store was also launched, now
featuring many titles from numerous partners, and the ability
to view or download them using a new Google Video Player.
What's more, filmmakers can set the price and level of copy
protection for their productions, giving fans far more variety
than was previously available. In March 2006, Google Finance
was launched, followed by Google Calendar and Google
Translate in April. The company was expanding ever further
from its search engine roots, and becoming a major player in
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the digital lifestyle field. This expansion was further cemented
in November 2006, when Google bought online video giant
YouTube for $1.65 billion (US dollars). An excellent pairing,
today YouTube earns revenue from AdSense, Google's means
of targeting adverts at those who are most likely to prove
interested in them.

Arguably its most influential launch came in 2007 when the
Android mobile operating system was announced, following
Google’s purchase of Android Inc two years earlier. The OS,
which was designed for use with a touchscreen, was released
in beta on 5th November, with its 1.0 release coming on 23rd
September 2008. The first Android phone, the HTC Dream,
followed the next month and the rest, as they say, is history.
Today, Android enjoys over two billion monthly active users, the
largest installed base of any operating system.

Google Maps was first launched in beta in 2005, but it really
came of age on 25th May 2007, with the introduction of Street
View. Starting in the USA, Google sent a fleet of cars through
City streets, recording 360° panoramic views which could then
be followed on Google Maps. Today almost every major road is
covered, but there are still a few hold-outs.

The Complete Google Guidebook 9
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Google’s 2019 hardware range, the Pixel 3, Home Hub , Pixel Slate
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The worldwide web was always important to Google, but the
company had a problem with the browsers used to carry the
information. New thinking was needed. On 2nd September 2008,
Google’s own Chrome browser was released, first for Microsoft
Windows and later ported to Linux, macQOS, iOS, and Android.
Chrome introduced many performance-enhancing features,
and as Google made the Chromium project code from which it's
derived open source and free, other browser developers can pick
up these features to enhance their own software.

Not everything the company touched turned to gold. In
2005, it had bought the location-based social-networking service
Dodgeball, which it discontinued in February 2009 and replaced
with Google Latitude. It never really caught on, and was itself
discontinued in 2013. Nor was Google's search engine itself free
from criticism. In February 2011, the New York Times revealed it
was possible to take advantage of the way it works, revealing that
clothing company JCPenney had improved its search rankings
by buying thousands of back links, often on unrelated sites. In
response, Google demoted the company’s search ranking.

Another significant failure was Google’s attempt to launch
a social networking service to rival Facebook. Google Buzz was
launched 9th February 2010 as a combined social networking,
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microblogging and messaging site, it was closed down on 15th
December 2011 so the company could concentrate on the
Google+ networking site it had launched in June. It certainly made
Facebook nervous, but it failed to attract the public in big numbers
and was closed on 2nd April 2019

July 2011 saw the release of the first Chromebooks. These
new laptops ran Google’s new Chrome OS as their operating
system. Their main interface was the Chrome web browser, so the
Chromebooks were primarily designed for web applications. This,
of course, meant they could be made much cheaper; with most
files and apps stored on the cloud, you didn't need a large hard
drive, for example. Computing was further democratised, and
taken further onto the cloud.

Expanding its range of online services still further, Google Drive
was launched in April 2014. Accessed through a web interface or
apps with offline options for Macs and Windows PCs, Google Drive
allowed users to sync documents and data across devices, and
work on them from any computer with Internet access. The service
comes with 15GB of free storage space, with more available on
payment plans. The Google Drive suite includes Google Docs
(word processor), Google Sheets (spreadsheet app) and Google
Slides (presentation program).




Google invested further in the robotics and artificial
intelligence field when, on 26th January 2014, it acquired the
London-based DeepMind Technologies. The company claims to
combine machine learning and systems neuroscience to create
general-purpose learning algorithms, something that could well
be useful in Google’s self-driving cars. These cars, called Waymao,
are not yet on sale but have already been extensively test-driven
on public roads. On 28th May 2015, Google Photos emerged from
the wreckage of the Google+ social network. As well as giving
unlimited storage free of charge for photos of up to 16 megapixels
and videos up to 1080p resolution, Google's algorithms search
the pictures for faces, places and objects, allowing users to search
for, say, all pictures showing a ball. It was greatly expanded in May
2017, and now offers reminders for sharing photos, shared photo
libraries and physical albums.

11th September 2015 saw the launch of Android Pay, a digital
wallet platform and online payment system made to compete
with Apple Pay, which had launched just under a year earlier. At
launch, it was compatible with around 70% of Android devices,
and was accepted at over 700,000 outlets. In January 2018, it
merged with peer-to-peer payments service Google Wallet to
create Google Pay, which is today accepted at over 1.5 million
locations. In perhaps its most ambitious move to the cloud yet,
Google Stadia is a forthcoming game streaming service where the
processing takes place on Google’s servers, meaning the end user
can play games far more advanced and system-hungry than their
computer or mobile device could handle. In fact, Stadia games
should be playable on anything capable of showing a video.
Announced in October 2018 when Assassin’s Creed Odyssey was
shown running on the service in closed beta, Stadia is capable of
streaming video games in 4K resolution at 60 frames per second.
We can expect a full release in late 2019.

And the future? We can expect Google to go from strength
to strength, with more products and services relating to online
computing. The long-awaited self-driving cars should come to
fruition in the early 2020s, and having acquired at least eight
robotics companies over the years, we should expect releases in
the robot field too. Maybe we will see Google in space? It's not as
far-fetched as you think. Google has leased a NASA airfield for 60
years at a cost of $1.16 billion, and the company is already offering
a reward of $20 million to anyone who can send a robot to the
moon, have it move at least 500 metres and send back HDTV
streams to Earth. A modular phone you can upgrade in parts is
planned, as is real-time 3D mapping on handheld devices.

Whatever Google does next, one thing’s for sure. The sky — or
perhaps the cloud - is the limit.
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The Google Timeline

1995: Google founders meet at Stanford.

15th September, 1997: The domain google.com
registered.

7th September 1998: Google, Inc formally incorporated.
21st September 1999: Google is officially out on beta.
23rd October 2000: AdWords introduced.

12th July 2001: Google Image Search introduced.
September 2002: Google News launches.

December 2002: Froogle launches.

February 2003: Google acquires Blogger.

March 2003: Google AdSense launches.

1st April 2004: Gmail announced.

19th August 2004: Google goes public.

13th July 2004: Google acquires Picasa.

11th May 2005: Google Mini, micro version of the Search
Appliance, launched.

June 2005: Google Earth launches.

7th October 2005: Google Reader launches.

January 2006: Free program suite announced, including
Firefox and Google Toolbar for Explorer.

21st March 2006: Google Finance launches.

13th April 2006: Google Calendar launches in beta.
11th May 2006: Google Trends launches.

April 2006: Google Translate launches.

November 2006, Google buys YouTube.

5th November 2007: Android launches in beta.

23rd September 2008: First full release of Android OS.
2nd September 2008: The Chrome browser released.
February 2009: Google Latitude is launched.

July 2009: Chrome OS announced.

9th February 2010: Google Buzz launched.

5th January 2010: Google’s first smartphone, the Nexus
One, launches.

May 201 1: First Chromebooks appeared.

June 2011: Google+ launched.

15th August 2011: Google buys Motorola Mobility.

24th April 2012: Google Drive launches.

13th March 2013: Google Reader closes.

4th October 2016: Google releases their first smartphone
the Google Pixel.

28th May 2015: Google Photos launches.

11th September 2015: Android Pay launches.

July 2017: Google Home launches.

8th January 2018: Android Pay and Google Wallet merge
to create Google Pay.

24th July 2018: AdWords renamed Google Ads.
October 2018: Google Stadia demoed.

2nd April 2019: Google+ closes.

Late 2019: Google Stadia scheduled to launch.

The Complete Google Guidebook 11
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Get Started with Your
Google Account

At one time, using several different Google products would have
meant having several different usernames and passwords; for
each app. Thankfully, Google took steps to merge all of these

accounts into a main Google account. This means that you only
have to remember one username and password to use almost any

Google product plus it also means that it is much easier to share

information, images and other data between your devices.

Creating a Google

Account
Step 1

Using any Internet browser, navigate to www.accounts.google.
com and click on the Sign Up button in the top right corner of
the screen. Alternatively, search for “Google Account”in any

search engine.

Create your Google Account

One account is all you need

Qne free axcount gels you into everything Goagle.

GMRDOD L > O

Take it all with you
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Step 2

Enter your name into the boxes provided and choose your
preferred gmail.com email address. If the name you want is already
taken, you will be shown some alternatives; or you can try another
of your own.

Create your Google Account

One account is all you need Name

One free account gets you into everything Google. BOM Publicafions
e
GCMBRDOLE R E BOMPubsUK @
| prafer lo use my current email address
Create a password
Password strength: Too short [ [
Take it all with G eaat —_———
AT
rinday
s
Gender
wwwww
Mobil phons
. e
Complete the remainder
Welcome!

of the information,
including a phone number
and alternative email
address; useful if you need
to recover your login

info. You will also need to
complete the entire form
and agree to Google Terms
of Service to progress.




Step 4

I After completed the initial sign up process, you are taken to the
core My Account page. From this page you can customise your
entire Google user experience as follows.

Google # 0@

GMemu

Welcome, BOM Publications

Control, protect and secure your account, all in one place

My Account gives you quick aceess to settings and tools that

y privacy "
services work better for you

B Ssign-in & security > & Personalinfo & privacy > ¢ Account preferences >

a Adjust account settings, such as payment
accese to personalise your experience. methods, lsnguages and storage options.
Siging into Google Payments

Device activty & security events Language & Input Tools

Apps with account access Accessibilty

Control your content

g Security Checkup

I Protect your accountinjust afew Privacy Check-up
minues by reviewing your secury Take this quick checkup toreview
settings and ety

Vour Google Diive storage

Delete your account o services

important privacy sattings and sejust

Step 5

} Starting with the Sign-
in & security option.
Here you can check the
activity of your account,
confirming that only
you are using it, change ~ , fereee L
your password, update

your password and
various other options.

Manage your account access and
security settings

Your Google Account s protected by the mos advanced anline secuty,

-
=188 @ E
Seeurity Check-up

Protestyou accauntin v  fe i by eiewing yoursecly seings and sy

ecremaaren

Signing in to Google

[P p——y I

Step 6

! There are two key areas of the security options available, that can
quickly give you an insight into the uses of your account. First, the
Device activity and notifications options.

Iy Account Sign-in & security
elcome

Device activity & notifications

onin & security

Signing in 10 Goog Review recent device and security-related
Device ity activities on your aceount.

wity & Recent security events

Apps with account access Review securty events ffom the past 28 days.

W An alternate emal was linked to your account
srsonal info & privacy 37 miates 300

Your personalinfo @ Added recovery email
37 mates a0

Manage your Google activity

Ads Settings L

Control your content REVIEW EVENTS

»count preferences
Payments

Language & input Teols Recently used devices

o i Check when and where specific devices have accessed your account
P —
Deee o ccoun o e
R e oence
iiishos revEwDEVICES
iwacy ooy
4p and Feodback

Get Started with Google G

Step 7

1 This page shows any message or email requests sent and any
devices that have accessed your account. If these details don't
match your records you can change your password via the link.

o

& Recently used devices

Devices that have been active on your account i the last 28 days, or are currently signed in. Learn more.

) Notice anything suspicious? Secure your account

e UnitedKingdom  CURRENT DEVIGE

Step 8

1} The second option, Personal info & privacy enables you to view
and edit all of your inputted data and details used during this
initial setup process.

Sign-in & security > & Personal info & privacy > L& Account preferences

trol your password and Google Account Manage your visibllity settings and the data we use
=55 1o personalise your experience.

Adjust account settings, such as payment
methods, languages and storage options.

iingin to Google Your personal info Payments

e activity & security events Manage your Google activity Language & Input Tools
s with account access Ads Settings Accessibiity
Control your content Your Google Drive storage

; Delete your account or services
n Security Check-up
. Protect your acoount in just a few Privacy Check-up
S rinstes by reviewing your security Toki this Guick cisckup o raviow
SUIr38 S BehiRy important privacy settings and adjust
them to your preference

GET STARTED
GETSTARTED
~ % Find your phone
D | Whether you forgot where youleft it or o My Activity
i, 1t womzlolen, & few steps may help L] Discover and control the data that's
— | secureyour phone or tablet. 8%  created when you use Google services
-y
GETSTARTED GOTOMY ACTIVITY

Your personal info

Step 9

Manage this basic information - your name, email
and phone number ~ to help others find you on Name

1 The Your personal
info | ln k Opens a (Google products like Hangouts, Gmail and Maps,
page that holds a bl »
complete record of the

i
information you have .
shared with Google.

Check to ensure it is o
correct. Any issues are e

shown as a triangle
symbol containing a C—
“I"icon, click or tap to
correct them.

Location sharing
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Step 10

} For now we are going to move past the Privacy Check-up and My
Activity options as they are both complex and very important and
are covered in greater depth in this guide.

Google =00

Mm@ e

‘Welcome, BOM Publications.

Control, protect and secure your account, all in one place

My Account gives you and tools that data, protect your privacy y
services work better for you.

B sign-in & security > & Personal info & privacy > ¢ Account preferences >
you o Agjust
access to personalise your experience. methods. languages and storage opions.
Signing In o Google Your personal info Payments
Device activty & securty evente Manage your Google activity Language & Input Toals
Aops with account access Ads Settings Accessibily
Control your content Your Google Drive storage

Delete your account or services

Security Check-up

o
3 P Protect youraccount njust  few Privacy Check-up
minutes by reviewing your securty Tak this quick check upto review
e 4

settings and activi =) important privacy setings and adust

Step 11

Manage your account access and
) Select the Google e e 0 i
Dashboard option to e et st o et

view a quick access

e = Security Check-up

listing of all your current o o st st e e

and historic Google

uses. Each section acts B

as a shortcut link to the o

app itself, such as Gmail.

Signing in to Google

Sontolyour password nd sccount access, along
your

Step 12

} Ad Settings can't completely block any adverts from your Google
experience but you can edit the type of adverts you are exposed
to, by selecting the topics you like or dislike from the listings.

ettings

Make the ads that you see more useful to you

Control the information Google uses to show you ads

These setings apply seross your browsers and devices when youre signed in o 9 @
Google as bdmpubsuk@gmail com

Ads Personalisation )

Make the ads you see more useful to you when using:
= Google services (ex: Search, YouTube)

= 2+ million non-Google websites and apps that partner with Google to show ads

Also use ity and informatian to personali anthese dapps and in
your Google Account

What are i and with Goog|

Google give o pi

TOPICS THAT YOU LIKE TOPICS THAT VOU DON'T LIKE (0)

pics that nd tomake the
useful 10 you. Topics wil also be added as you use some Google services (ex: when you
watch a video on YouTube). We're working to include topics from other Goagle scrvices.
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Step 13

1 You can download or transfer your Google account content such
as Internet bookmarks, contents, stored files on Google Drive, etc,
should you wish to close your Google account.

Yaur account, your data
Export a copy. c

@
Crste s et v our it o oo ot = &
m M

MANAGE ARCHIVES.
®

-%

/16 products selected

Customise archive format
Choose your archives fls type and whether you want lo dorload it or save  n he clovd
Fitype

chies st 4 e il b st o ol e

Delivery method
Send downioad ek vis email =

GREATE ARGHIVE.

ey by

Step 14

} Although better suited to a long term user, even as a new user it
is advisable to keep an updated archive of your Google data and
files should the worst happen to your hardware.

¢ Download your data

Your account, your data.
Export a copy. <

Create an archive with your data from Google praducts. 2= b
MANAGE ARCHIVES 4
=
Almost there.
Wa'te preparing yeur arehive

It may take some time to complete your archive. Don't worry, well email you when its ready.
Archive Created on Avallable ntil Detalls
An archive of 16 products is currently being prepared

fong ime (hours create.  CANCEL
You will receive an email when your archive is complete.

CREATE ANOTHER ARCHIVE  MANAGE ARCHIVES

Step 15 I

) F|na”y we haVe the ) & privacy > Q Account preferences >
Account preferences i b camiton o s
option. Here you

can customise how oty

Your Google Drive storage

Delete your account or services

you use your Google e
account, from setting up S“;“.
purchases from Google

Play to ultimately

deleting your Google s G
account entirely.



Step 16

You can change the language of your account using the
Language & Input Tools and change the way Google is displayed
via the Accessibility tools, from increased contrast to a text reading.

Language & Input Tools

onthe wetto ek e CPUKS Dl

Accessibility

Step 17

If you wish to give up on Google, we would advise you not to,
you can delete your apps and account itself by ticking the two Yes
boxes at the bottom of this page.

™ Gmail

Step 18

Finally, return to the
main Google accounts
page. By tapping the
shield icon, you can add
a profile picture if you
wish. Having a profile
picture of yourself will
help friends and family
find you on their own
Google apps.

hoto.

Privacy Check-up

=

Google Account Set-Up G

Multiple Google
Accounts

It is possible to have more than one Google account
and then sync those accounts on your Android phone
or tablet. Adding and syncing a second account will not
merge those two accounts anywhere but on your phone
(and even here, only in certain apps). Nothing is ever
synced between your Google accounts, allowing you

to keep things nicely separate for personal and work
accounts, for example.

To add another account via your phone or tablet, go

to Settings > Accounts and then tap the Add Account
button. This screen shows all accounts associated with
the device. Choose what sort of account you wish to add
from the options on the screen; as you can seg, it is not
just multiple Google accounts that you can add.

Your products eat

*

n—. AdSense ‘ AdWords ~, Alerts

ﬁ Analytics E Blogger Calendar

E Checkout ! Code - Dashboard

é Docs & FeedBurmner N Gmail

’ Google Affiliate G Google Chrome Google Friend
Metwork & Sync & Connect

What's in a Name?

The word ‘Google’is a deliberate misspelling of ‘googol;
a very large number; one, followed by a hundred zeros.

The popularity of the search engine has led to the word
Google becoming so synonymous with web searches that
in 2006, it was added to the Merriam Webster Collegiate
Dictionary and the Oxford English Dictionary.
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Improving Google Security

Keeping yourself and your family safe whilst using your Google apps is
just as important as it is when you are sharing your details and your files
online. That said it doesn't need to be difficult. While using the Internet
and social networks can have its problems, you can reduce them to a
minimal level by following a few simple pieces of advice.

Online Passwords

If you are anything like us, the number of passwords that you
need to remember grows on an almost daily basis and because of
this, it can be tempting to use the same or similar passwords for
several different websites. This is a bad idea, particularly if your
chosen password is something easy to guess such as your name
or date of birth. Here are a few tips to consider when creating
passwords.

Keep Them Unique

Having a unique password for each website you are required to
log in to is a very good idea, particularly for things like email and
online banking. Although security on a banking website is likely to
be very good, if you use the same password on a website with less

B Mobile

5 Lloyds TSB | for e jourey

Welcome to Internet Banking

If you don't already use Internet Banking, ifs simple to register online

Please enter your user ID and password below

User ID:
Password:

[FIRemember my UserID 2]

‘\Warning: Don't tick this box if you're using a public or shared computer

(& Forgotten your password?

@ Forgotten your User ID?
@ Having problems logging in?

stringent security, you risk it being compromised on one and used
to gain access to the other. It is not unusual for criminals to harvest
passwords from a weak website and then randomly try them on
more secure sites.
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Keep Them Random

Try to avoid using anything that is easy to guess, including
personal information like your name, date of birth or address.
These things are all very easy to discover and often the first things
someone will try to get into your accounts. Also avoid, if possible,
using real words or sequential strings of numbers, e.g. 123456789.

Google
Hi James
© vampubiicationsukegmall.com v
To continue, first verify it's you
Enter your password
[\ LN
The Longer, the Better

Short passwords are much easier to crack than long ones, so be
sure to avoid anything less than eight characters and, if possible,
go for something ten characters long at least. There are 4000
times more possible combinations of ten letters and numbers,
than there are for eight letters and numbers. Most good websites
require at least eight character passwords nowadays.

Log in

Email or Phone Number

russ.ware@gmail.com

Password

(Forgot your password?)

| Eviedl (B or Sign up for foursquare



Mix it Up

Once you start adding in symbols and mixed case letters, along
with numbers, into your passwords, the possible variations rise
to over six quadrillion (for an eight character password). The
password A1z7yDbP is many thousands of times more secure
than alz7ydbp.

Use a Password Manager

For most people, keeping a written list of their passwords is
perfectly okay as long as you make sure that it is not left in plain
sight on your desk, etc. Even keeping a text document on your
computer with your passwords listed is not usually a risk. Just don't
call the file 'Passwords’and leave in on the desktop. A much safer
way, however, is to use a good Password Manager. These simple
bits of software let you store your passwords in a locked file on
your computer. Just as long as you have a very good password to
get into the manager, your other passwords will be safe. You then
only need to remember one password, instead of 10 or 20.

Open Database - MyDatabase.kdbx

ta

k. Enter Master Key
- O 34

Master Password:  ssssssssssssss E

Key File: [[None] v]

Windows User Account

ok I [ Cancel

Enable/Disable Cookies
in Chrome
Step 1

To enable cookies
in Chrome, click the
Wrench icon or Menu
button in the top
right corner of the
browser window. Select il
Settings, scroll to the S
bottom and click Show 5;3 ST —
advanced settings. Now
click Content settings in
the Privacy section.

Internet Options T e
T —

General | Seaurity | Privacy | Content [ connections | Programs | Advanced |

Hame page
@ To create home page tabs, type each address on its own line

about:blank -

[ useament | [ usedefoult | [ uscblank

Browsing histary

I Delte tmmporary e, histery, cookiss saved passwerds,
) and web form information,

Tabs

T} | Change how webpages are displayed in
b‘ tabs.

Appearance
[ coos | [ tenguages | [ Fonts | [ Accessbiity |

[ oK. ][ Cancel ]i Apply |

Improving Google Security G

Home page
< To create home page tabs, type each address on its own line.
=
L"" about:blank -
’ Use current ] [ Usze default ] [ Uze blank
Browsing history

ra,’«""l_'. Delete temporary files, history, cockies, saved passwords,
_,] and web form information.

[T Delete brawsing history on exit

(s ) (i)

What are Cookies?

Cookies (or HTML Cookies) are small files used by
websites to recognise individual users (or rather,
recognise their computer). When you visit a website, a
cookie is stored in a temporary folder on your computer.
When you next visit that site, the cookie will be checked
for. Different sites use cookies to store different
information but a good example is information in a form

being automatically filled when visiting a site you have
used recently to order something.

Almost all modern browsers, including Internet Explorer,
Chrome and Safari, allow you to block cookies from
being downloaded. However, it is worth remembering
that many websites now need cookies to work properly,
and so blocking them could mean your browsing
experience is a frustrating one. Cookies are nothing to
be afraid of, they are simply used to make the Internet
work better.

Step 2

Select Allow local data to be set to allow both first-party
and third-party cookies. If you only want to accept first-party
cookies, check the box next to “Block all third-party cookies
without exception.’

Content Settings .. x

Cookies
(@) Allow local data to be set (recommended)
@ Keep local data only until I quit my browser
() Block sites from setting any data

[_] Block third-party cookies and site data

Manage exceptions.. || All cookies and site data...

Images
@ Showall images (recommended)

() Do not show any images
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rati |
: 9‘ Poke
Meawton Abd
stor, Dartmoor &dd to Interest Lists... i
Unfriend. ..

Report/Blodk...

Cyber Bullying

Sadly, bullying isn’t confined to the playground or
classroom any more. Cyber bullying is when a child, or
even an adult, is bullied via text message, email, social
networks or other online means.

The best way to deal with a cyber bully on a social
network is to simply block that person, or not accept the
friend request of someone who bullies you in real life.
Although it may be tempting to reply to rude or abusive
comments, etc. it is usually better to just ignore the
person. In some cases, bullies have created fake accounts
on social networks, pretending to be their victim. If you
discover someone has created an account pretending

to be you, report it immediately to the network’s
administrators. There is usually a Report button on the
user profile page.

What is Phishing?

Phishing is the process of trying to find private information such
as PIN numbers, passwords and usernames by trickery. Sometimes
spammers create fake websites that look like the Facebook login
page. When you enter your email and password on one of these
pages, the spammer records your information and keeps it.

When someone has been phished, their account will often start
automatically sending messages or links to a large number of their
friends. These messages or links are often advertisements telling
friends to check out videos or products. If you think your friend’s
account was phished, tell them to change their password and run
anti-virus software on their computer.

i Suspected phishing message  Delete | Unblock

message looks fike a phishir and has been blacked for your safety.

Your PayPal account is restricted - take action now FKUKIXXETZ

Paypal (service@paypal.co.uk] Add contact

To:
Tom, lift your PayPal restriction
x| PayPal lago Trouble reading this? View enlinc
Add paypa|@info.paypal.co.uk to your Address Boal

’T [ —
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Social Networks — Advice
for Parents

Being parents ourselves, we understand the pressure that many
people feel to let their children use the Internet and social
networks in particular. Many social networking sites, including
Facebook, don't allow children under 13 years of age to have
accounts. Unfortunately there is little they can do to stop a child
below that age entering false details. Rather than a blanket ban on
using the Internet and social networks, and potentially have your
child visit them behind your back, perhaps a better way to keep
your child safe online is to understand the dangers yourself and
make sure your children understand them as well.

Do Some Research

Hopefully, if you are reading this, you already want to learn
more about social networking and networks. This guide is a
great place to start increasing your understanding of what you
can do (and therefore what your child can do) on sites such as
Facebook, Twitter and Google+. Read as much as you can about
the networks your children use and remember that one of the best
sources of information is often the children themselves.

Article Talk
Facebook
WIKIPEDIA
The Free Encyclopedia From Wikipedia, the free encyclopedia
This arficle is about the website. See Facebook, It
IMain page
Contents Facebook is a social networking service launched in F

Inc ¥l As of September 2012, Facebook has over one |

Featured content i - 3
using Facebook on a mabile device 7 Users must reqi

e RS s

Get Involved

Take the next step and create an account for yourself on
the social networks your child uses. This not only helps you
to understand how things work and what features could be a
potential problem but it also allows you to more easily see what
your child is doing on there. You will be far better informed when
asking questions about the site, than if you simply read about it.

facebook

Sign Up
Facebook helps you connect and share with It's free and always will be.
the people in your life.
First Name Surname

B 5
i Co & 2 2 Your Emal
4 ) = k Re-enter Email
- 4 L New Pessword
Birthday:
Ooy: [7] | Month: [ Year: ]| Uhs colneed toprovide my



Keeping Safe using Google Apps G

Privacy Settings ~ =

Nearly all the well known gs

social networking sites offer ~ envoupost

2 privacy of your status updates, photos and infermation using the inline
several levels of privacy B e I ool shuce A
settings. Ensure your child
selects the strongest privacy
setting available when they
create their account. This will
help to make sure that their
personal information is only

The privacy of your next post is currently set to 4 Friends

arienss ~ [J

ction sticks around for your next post until you change it — either online

seen by people they want anfiere
to share it with. Be aware,
however, that some sites are @ i i

Public Friends Custom
. ® -

totally open to the public.

Internet Safety Tips

- Make sure that your child doesn’t publish personal
information like their location, email address, phone
number or date of birth.

- Make sure they are very careful about what images
and messages they post, even among trusted friends:
once they are online they can be shared widely and are
extremely difficult to get removed.

- Encourage your child to talk to you if they come across
anything they find offensive or upsetting. Keep a record
of anything abusive or offensive they’ve received and
report any trouble to the site management: most sites
have a simple reporting procedure, normally activated
by clicking on a link on the page.

- If your child makes an online friend and wants to meet
up with them in real life, you should go along with them
to check the person is who they say they are.

- Tell them to be aware of online scams. Offers which
seem too good to be true usually are. Make them aware
also that clicking links they are unsure about can

be unwise.

Blocking People on
Facebook

There may be a time when you want to block another
Facebook user. There are several reasons why you might
want to do this, from unwanted messages and rude
status updates, to phishing attempts or spam.

A, How you connect
Contral how you comnect with peaple you know. Edit Settings

5> Timelfine & Tagging
Control what happens when friends tag you or your contentor post on your timeline. Edit Settings

D2 Ads, Apps and Websites
Manage your settings for adverts, apps, games and websites Edit Settings

[E Limit the Audience for Past Posts

Limit the audience for posts yeu shared with friends of friends or public. Maniage Past Past Visibility

@ Blocked People & Apps
Manage the peopls and apps you've blocked. Manzae blocking

Step 1

Click on the account menu at the top of your profile and
select Privacy Settings. Scroll down to Blocked People
and Apps and click Manage Blocking.

Step 2
Enter the name

or email address
of the pe rson you hlock someone, that person can no longer be your friend on Facebook or i

bl k d ames you both use and groups you are both a member of).
want to block an )
. Name | i Block
click Block. People s =
. . Email
will not be notified - =
When you block You haven't added anyone to your blodk list.
them.

add friends to your Restricted list they can only see the information and
Hoes not notify your friends when you add them to your Restricted list, Eqf

block app invites from someone, you'll automatically ignore future app reqy
a spedfic friend, dick the "Tonore all invites from this friend” link under

Step 3

If you can't find
someone using e
this method, e
try going to the | # Friends | | Message |[ERS o
person’s profile e
(timeline) and y i
selecting Report/ |
Block This Person
from the drop-
down menu at the
top of the page.

k invites from | Type the name of a friend. ..

See friendship
1995

1987

Add to Interest Lists...

Suggest Friends. ..
Unfriend...
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Chrome

Google Chrome is currently the most used
web browser in the world. This is largely
thanks to its simplicity, security options

and speed. Chrome can be completely
personalised by each user with the
addition of plug-ins, extensions, web apps
and themes, all designed to help make the
things you need to do quicker, easier or
more fun.

—
. €lolole|[S
o Search &
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G Google Search & Chrome

Searching with Google

Google has the ability to search through billions of pages to supply
you with the most relevant results for any search you desire. Google
has different versions for different countries and, while they all
work in basically the same way, by using the version for your home
country you can be sure of both local and international results.

GO ugle | cupcake

cupcake recipe GOOg |e Sea rCh

cupcake boxes

cupcake icing Searching with Google is easy! You simply enter your search

CRCAKE KeroIsions term, e.g. “cupcake recipes’, on the Google page for your

ress Efterto;searcn country and click the search button. Google will then display
the results of the search in order of relevance. There are,
however, several ways to refine and target your search for
even better results.

Understanding Google Search Results

When you perform a search on Google the results are split into two categories: Paid and Organic results. Paid results can be thought of
more like adverts, with their position on the results page determined by how much the advertiser has paid. The organic results are those
which are most relevant, respected or popular for your search term.

n Organic Results E Search Options 3 Paid Results

e 2 e buy a smartphone Q

J
All Shopping Images News Videos Mare Seftings Tools

About 9,400,000 results (0.49 seconds)

Nokia Smartphones | Need A New Phane? Think Nokia Shop for buy a smartphone Sponsored
www.nokia.com/ ¥

Update your contract with a new Nokia smartphone. Find out more.

Styles: Dual camera, Zeiss optics, 13MP resolution, Up to 6GB RAM, Bothie feature

Nokia Smartphones Nokia 5

The Latest Smartphone Range Aluminium body and 5.2" polarised

Discover brand-new Nokia phones screen with stunning HD display |

Moto C 4G Dual LG V3 OnePlus 5T Dual

Smartphone De| [Carphone Warehouse SIM 16GB Star... Cloud SIM 128GB...
www.carphon se.com/Smartphones ¥ (0800 048 0303 £7.50 £109.9 £9.98
JJJ 4 Rating for carphonewarehouse.com: 4.3 - 5,618 reviews Tesco Maobile Carphone Ware... 02 UK
Order Today & Get Next Day Delivery. Great Deals at Carphone Warehouse! By Google By Google By Google

Brands: Apple, Samsung, Pixel By Google, HTC, Sony, BlackBerry, Huawei, LG
New Year's: Up to £200 off In The Big Sale - Valid Dec 22 - Jan 31

Online Mobile Phone Shop | Great Deals - Top-Brand Phones
www.mobilephonesdirect.co.ukionline_shop/mobile_deals

Shop Mow For Amazing Contract Deals on Top-Brands Mobiles & Free Next Day Dell
Brands: Apple, Samsung, HTC, Motorola, Nokia, LG, Sony, Microsoft, Huawei

Moto G5 Dual Samsung Galaxy Samsung Galaxy
SIM 16GB Lun... J3 2016 8GB... J3 2016 BGB...
Ract hiidnat emartnhane 2018 Thae ainht REQT rhasn nhanacetabine  sseass PP N R PP

24 BDM’s Made Easy Series - \Volume Nineteen



in_Frankin =

sary 17, 170810.8. Janwary 8, 1705) — Apri 17, 1780) was &
e of the Uniiud States. Franklin wat 4 leading

ssan, postmaster, scientis, invenor, humerist, Givic

House - Benjamin Frankin Medal

People also ask

What did Benjamin Frankiin?
Why is Benjamin Franklin on the $100 bill?
What was Benjamin Franklin's religious beliefs? ~

Benjamin F

Founding Fathor of te Un

. i
Who is Benjamin Frankiin and why is he important? v Foundieg Fhers of e U
e Barm: 17 Janunny 1706, Boston, Massachusots,
Died: 17 April 1790, Philadeiphia, Penns)
Eduestion: Boston Lain School (1714-1718)

CHhildron: Sarah Frankin Bachs, Wikiam Franiin, Francia Folger
Frankin

Benjamin Franklin Biography - Biography.com

1 Aug 2017 - Find out more about Founding Father Benjamin Franklin's rle n the Declaration of
aswellas. inventions and

instiutions he founded, at Biography.com.

Education: Boston Lain School  Death Date: Aprl 17, 1790
Birih Dato; January 17, 1706

dosurve nuither iberty ror safoty.

BBC - History - Benjamin Franklin An investment in knowledge pays the bes! infenest.

R tha biograshy of Benjamin Franklin the American revolubonary, dlormat are inventor, Wl did
e prove wits i kit exporiment?

Weltdone is better than wel said.

The Knowledge Graph

Certain search terms (people, places or animals, for
example) will activate the Google Knowledge Graph.
This boxout, shown on the left of the standard search
results, highlights facts, photos and other snippets of
information about your search. Use this section to find
quick information and facts about the subject or to start
exploring related subjects. Knowledge Graph results are
gathered from a variety of sources, including Wikipedia,
World Bank, Freebase and Weather Underground, to
name but a few.

‘Advanced Search

Find pagos with,

o words )
i oot wor o prvase:
any of o word

e o i

rumibers canging from: o

‘Then narrow your results
By

Advanced Search

After searching, while on the results page, notice the
Setting link under the search bar. Clicking this allows you
to select Advanced Search from the dropdown menu. On
the advanced search screen you can refine your search
even further so that the results only show pages which
feature all the words in your search term, or by country
and language. Once you have selected your advanced
search options, scroll to the bottom of the page and click
the blue Advanced Search button.

Quotes Viw 7+ more

Searching with Google G

Searching Images
and Videos

As well as being able to search for text in web pages, you can also
search for images and videos amongst other things.

Step 1

Open the Google search page for your country in your Internet
browser. To perform a standard search, type your search term in
the box and click Google Search.

Google

The Complete Google Guidebook 25



3 Google Search & Chrome

Step 2

To perform a Voice
search, using dictation,
click the Microphone
icon on the right side of
the Search bar and then
simply say the subject
you wish to search for on
this screen, your speech
will appear on screen
and the search will start.

Listening.. v

Step 3

The results will now be displayed on screen. At the top of the
results page there are several links including Maps, News and
Images. Click on the Images link.

GOLJS[C sports car

Web  Images Maps  Shopping  Blogs  More~  Search tools Safes

Related searches: sports car ferari  sports car lamborghini  sports caraudi  sports car side view fast sports cars  sports car 2012

Step 4

Image results for the original search term will now be displayed.
Move the mouse over any of the images to see a short description,
image dimensions and other image details.

farrari - Sports Cars Wallpaper

www.fanpo
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Step 5 GO;JSI,@ sports car

Alongside the
search links (Web, Web  Images  Maps  Shopping
Images, etc.) you will T ORI
see a link for Search v Any size
Tools. Clicking this R s [PIIGIITE 4
will allow you to Medium m—
further refine your leon
search by image size, : Larger than
date it was uploaded - Exactly

and image type.

Step 6

Clicking on the image will open it at a larger size and also display
a link that will allow you to open the web page where the image
was found. Click the image again to close the preview.

Step 7

To search for videos instead of images, click the More link and
then select Videos from the menu that drops down. Videos have
their own search tools, including duration and quality.

=t ;"M sports cars Q

Al lmages  Shopping  Videos  News  More Seftings | Tools

Thaweb v  Anydumafions  Anyfimev  Anyqualiyv  Allvideosv  Anysource v

6 Amazing Sports CARS Yeu Should Buy - YouTube

g .15 Uplooiod by TOP 10 NFORMATION - T1
. FASTEST CARS KNOWN AS SUPERCAR TOP SPORTS CARS ON EARTH 6-
lamiorghini huracan eps e

Top 5 New Sports Gars 2016 - YouTube

F 3 10.Jul 2015 - Uploaded by Auto News
K Top & Now Sports Cars 2016
tings is closer o motorsport

TOP 5 Sports Cars 2017 - YouTube
= hitps:/iwww youtube comiwalchPv=fYz.dmRHOmE v
1 May 2018 - Uploaded by Alaatin81

Auti RS V10 plug No modol with tho four

Hello and Welcome to AlaatinG1! Top 5 Sports Cara 2017 . TOP 5 Best Sports
Cars. Feel froe to Donate ..

Top 10 best sports cars - Carbuyer - YouTube
5 = hitps://www youtube comiwatch?v=LzHXONILOTK »
PRRRER=R 1] 30'ov 2015 - Upioaded by Carbuyer
E o Subscribe to the Carbuyer YouTube channel: hitp:/fbit.lyM Pkéfct We run through
3 LI tno bost sports cars you can

10 Best Sports Cars Under $30,000 - YouTube
hitps/iwww youtube comiwalch?v=2ZXAFq7PVRU



Safe Search

Google features a Safe Search option which allows you to select
the age rating of the search results. This applies to web search
results, as well as images, videos and books and can help to
remove sexually explicit content. No filter is 100 per cent accurate,
but SafeSearch should help you avoid most of this type of material.

Step 1

Perform a search and check the results. If there are websites listed
that you think are inappropriate, click the Setting link in the top
right beneath the search bar and select Search Settings.

A 2?,,4’ movie trallers Q
Al Videos  News  Images  Shopping  More Sotings  Toois
Abeut 2,780,000 results (0.47 seconds) Search seling

Languages
Movieclips Trailers - YouTube Turm on BafeSemth
itps . youtube comiuser/moviecips TRAILERS
Welcome! The Fandango MOVIECLIPS Trallers channolis your destination for hotr  Hide privale results
scond they drop. The Fandango MOVIEGLIPS Trallers eam is her Ao oarch
NEW MOVIE TRAILERS (2018) Best Upcoming Movie Tralle M
hitps:/wwew.youtu e COMm/Walch Tv=bVpSQYVS 10 Search help
Iy 25 Nov 2017 - Uploaded by § Media
First Comment Gets Pinned To Tha Topl Make It a good one. Tum on Notications
and join the #3Squad .
Movie Trailers - YouTube
e uUQQRg *
Ploase Subsenba to stay updatod with tha the Latoct Mevie Trallors. Mevie Trailar i the No 1
destination for all movie fans to catch the latest mavie tail
SWINGING SAFARI Official Trailer (2018) Movie Trailers HD - YouTube
R hitps:/wwow.youtu be. com/waich v=rTiuLJowas!
&- 24 Nov 2017 - Uploaded by 9 Media

At the top of the search settings screen you should see a Safe
Search on/off link. Click the turn on Safe Search link to activate it.
You can lock Safe Search on by selecting this option too.

Google
Search Settings

Search rasults SafeSearch Filters

Languages SafeScarch can hoip you block inappropriato or explicit images from your Geogle Search results. The
SafeSearch fitter isn't 100% accurate, but it helps you avoid most violent and adult content.

Help
71 Tum on SafeSoarch  Look SafeSearch

Results per page

20 W 4 % 100
Fastar Siowar

Step 3

If you want the page to display all results, regardless of content,
DO NOT activate Safe Search. If you have changed your mind you
can deactivate via the Settings link at the top of the page.

Al Videos  News Images  Shopping  More Settings  Tools

About 2,780,000 results (0.19 seconds) Search settings

Languages
Movieclips Trailers - YouTube
https:// youtube .

Welcome! The Fandango MOVIECLIPS Trailers channel is your destination for hotr  Hide private results
second they drop. The Fandango MOVIECLIPS Trailers team is her...

Turn off SafeSearch

TRAILERS v

Advanced search

NEW MOVIE TRAILERS (2018) Best Upcoming Movie Traile s
_ hitps://www.youtube.com/watch?v=bVpsQYvps10 Search help

Searching with Google G

Step 4

Your browser should :‘gnll‘” Google
remember the setting when you ‘ =
next use Google search. If you posaond

want to make sure that the safe
search setting is not changed,
you will have to signinto a
Google account.

+ Stay signed n

Can't access your account?

aston villa Q
A New g Veew g Mo Sotngs Toas
Ao 1.750.09 st 043 s
[ peonvierc AVFC
Aston Villa F.C. <
FAcup- s rns . Foctal kb
T Aston Vila 54 - 0801
3 hoton v ! i
otm
W orecry o CRse— ] -
€ aeconk
P ———

o . Bemingham nat pap n o Cramponci, o seccnd ave o i
2 nownroest 0 hston Vit oL o P 1574 noy v Py ot s o o o,
sa o Via P, sncs 1207 Widpeda

Ao Vila 1 @ camsey ' Mansger: SeveBrice
Jrne———
Location: ton, Bimingnam
- ek roud: Bocsmons Hesth Tring Gt
@ srerus s hston Vi H
- 19:45. 1500 '6,568) of English football clubs. wikipedia,
AoVl ® buon rasee o gl =
Roster
Jack Greadish 10

Midfader

Malches, news, and standings

Gabiy Agbonlanor "

Top stories Pl

Vi 26+ mare.

Instant Updates

Based upon your search results, you will receive
additional information that is relevant to the subject. For
this example we searched for a sports team and results
also shows their latest fixtures and results.

Specific search results also contain a downward pointing
arrow at the end of the web link, click to show these.

Cached: Google trawls the web and takes snapshots

of each page. When you click Cached, you will see the
web page as it looked when last indexed by Google. The
“Cached” link won’t appear for sites that haven’t been
indexed or for any sites whose owners requested that
their content isn’t cached.

Similar: Click Similar to see other websites that are
related to that result.
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Specialised Google Search

There are several specialised search tools, letting you cut through all
the unwanted information and just see results from, for example, blogs,
shopping sites or scholarly papers. You can access these search pages at any
time from the Chrome browser or Google Home page.

Shopping Search

This feature allows you to search only shopping results for any
term you enter into the search box on Google.

Step 1

You can open the Shopping search screen by typing www.
google.co.uk/shopping into your browser address field. Your
browser should automatically detect your location and filter any
results to your own currency.

- 2 € A | L) httpy//www.googlc.co.uk/shopping]

/fwrerw.google.co.uk/shopping

[ https .google.co.uk/shoppingZhl=en - Google Shopping

Q, http://www.google.co.uk/shopping - Yahoo Search

Google

©

Gangle Search | I'm Fesling | urky

Step 2

You will see that the shopping search screen is very different
from a standard Google search screen, with products shown in
sections such as electronics, clothing and even as specific as Nexus
6. What is shown depends on your search history in Google.

s00gle [ a ] s HQ @
Gear Up. Electionics & Gadgels 6of 12 >
@ oo l
e O
Tolovsions oo on ok Mo 5 Lopops 1 phones

Rugs Sotas Lamps. ftee Tables Desks Filows.
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Step 3

Clicking on one of the product sections will display a list of
results for that type of product. Alternatively, you can type a
search term into the search field at the top as you would normally
in Google.

S0 gle televisions o | [ @
Weo  Images Maps  Shopping  More~ ale el
M Products rm Cor | View Shortis Cle More
e RSN

Telavisions » LED Backlit Sert Default ~  View List ~

LG 421b5610 - LED Television
£266.49
THHY

LED Backiit) LG
ion 1920 x 1000 - 19.1 kg

Category

720p - High Definition - 1366 x 768 - 2 HOMI port

Step 4
Once the results are shown, you will see that there are several
filters down the left-hand side of the screen. These allow you to
filter results by specific manufacturer, price, size (depending on the
product type) and several others.
Cioat i e

Televisions » LED Backlit» Up to £350: LG Sort: Default ~  Vie

Newton Abbot, UK Most popular
] LG 42Ib5610 - LED Television

Show only £256.49 from 5+ shops
New items i FokHkd 252 product reviews [#1]in Televisions » LED Backlit » LG
LG - LED Backlit - 42 inch - 1080p - High Definition - 1520 x 1080 - 19.1 kg

1.0668m (42°) - Dolby Digital 106.68 cm (42 ") 1920 x 1080 px - 2 x 10W - 35 mm -9500 g

LG 42Ib561v - 42" LED TV

£as0 = £329.00 from 10+ shops @ Alse available ncarby
I~ Ca | Jokkokd 25 product reviews [#2]in Televisions » LED Backit ) LG
iy < Gl LG - LED Backlit - 42 inch - 1080p - High Definition - 19.1 kg
eesions DVB-T (aerial) - DVB-C (cable) - DVB-S (sat); ; Frame rate: 100 Hz: MCI: Recording function
i Clo People also considered
Samsung
Toshiba LG 42LB550V - 42 in LED-backlit LCD TV - 1080p (FullHD)

LG £309.99 from 20+ shops
P Fok*kk 3 product reviews
Fahnrans M4 - Frarmi- 85 -1 62 - | PR Racklit - 4% inch - Smant TV - 1001 - Hich Nafinitinr



Step 5

Click the title of a product you are interested in and a box will
expand to show more information, including a range of prices.
You can then add the item to a shortlist by clicking the Shortlist
button. This allows you to refer back to it easily later.

3008le teleusions JEN -5 0 @
Weh imaps  Mas  Shopping  Maav S G5

[y — VewShotist Gewr Moo=

1

—
Whm—

Sort Defaut ~  View: List + My Sholist 2) =
Merchant links are sponsored @

Clear all filiers. Televisions » LED Backlit

Newton Abbot, UK

LG 42105610 - LED Television X
Show only oo 252 product reviews. #1in Televisions » LED Backi LG
Now items LG - LED Backit - 42 ineh - 1080p - High Dofintion - 1920 x 1080 - 1.1 kg
1.0668m (42°) - Dolby Digital 106,68 cm (42 ) 1920 x 1080 px - 2x 10W-35
- 9500 g
Price
wp
£256.49 £279.00 Pixmania
1£16.99 shpping £29030 eBay - alemarshop

"~ 5 ﬂ Allshop UK Compare prices from 5+ shops
w8
A [ _stos |
&

Category B a

i p— Reviews N saved o Shorint
B W Panasonic VIERA TX-42AS5208 Smart 42" LED TV

i M £389.00 from Currys dkkkt 25 446 seller rvimws @ Also available nearby

Farmcn . ok d 19 produst reviens

e . Panasonic - LED Backit - Sman TV - Frooview Enablod

Sony
More Sony KDL-32R4338 - 32 in LED-backlit LCD TV - 720p

Display tvpo

Step 6

If you click the product title a second time when the box is open,
it will expand into a full screen page. This page lists all available
prices and sellers, along with reviews of the product if they are
available online.

Soogle  televisions [ a | s i O @)

Y E ViewShoist  Clear  More
g

W My Shortst @) #

PR Products I'm Considering +

LG 42Ib5610 - LED Television

£256 online

#5 in LED Backit Telowisions %kt 252r0viows  # Witearoview | ] Saved to Shorist
LG - LED Buckit - 42 nch - 1080p - High Definiton - 1920 x 1080 - 18,1 ky

1.0688m (42') - Dolby Digital 106.68 ¢m (12") 1920x 1080 g - 2 x 10W - 3.6 rmn - $500 4

Onlineshops  Reviews  Detals

Online shops delery to Newton Aot UK

Frue shipping || Refurbished / used

Sponscred @
Sellers - Seller Rating Detaits Base Price Total Price
Alshop UK Nosating e s o738 snom
R — o omw | aw
exsay - alemarsnop ¢ Show sl & Norating free shiping 2030 2503 shor.

Specialised Google Search G

G My library g My Citations  EdAlerts [/ Metrics QSeltmgs

Google

scholar

| M | “

® Articles (W include patents) Case law

Stand on the shoulders of giants

Google Scholar Search

Google Scholar (www.scholar.google.com) provides a
simple way to broadly search for scholarly literature.

From one place, you can search across many disciplines
and sources: articles, theses, books, abstracts and court
opinions, from academic publishers, professional societies,
online repositories, universities and other websites. Google
Scholar helps you find relevant work across the world of
scholarly research.

Features:
« Search all scholarly literature from one
convenient place
Explore related works, citations, authors
and publications
Locate the complete document through your library
or on the web

Keep up with recent developments in any area
of research

Create a public author profile
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Create Google Alerts

You can use Google Alerts to monitor anything on the Web and
then have links to any matching content sent directly to your email
address each day, or when new content is available.

Changing the Theme

Step 1

To get started setting up an alert, navigate to www.google.co.uk/
alerts. Enter your query just as if you were doing a normal Google
search. You can use the various Google search options, including
quotes, minus sign, to exclude words and the site prefix to find
specific types of website.

Step 3

The next step is to choose a delivery rate. The default is once
a day: Google Alerts checks for new results once per day and
emails you if it finds new results. Depending on the subject,
Google may not be able to deliver alerts daily.

Alerts

Step 2

Using the Show options menu, you can choose to tell Google
to only provide content of a specific type (videos, for example) or
you can request that every type of result is sent to you. Everything
alerts include results from Google Web Search, Google Blog Search
and Google News.

Alerts

Alert preview
NEws

Sl hails strong package'with Jackie Chan at Daytona
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Alert preview
news

stroll halls ‘strong package' with Jackie Chan at Daytona

Step 4

To help you avoid an alert email full of low quality results, you
can change the volume of the alerts to “Only the best results”. This
allows Google to filter results to those most relevant to your query
and those of high quality. If you prefer, you can change this setting
to"All results”.

L Jackie Chan

How often Atmostonce a day

- Atmostonce a week

Language Englan
Region Hoy Region

How many onwmnebest meuts
Deliverto bémpussupamai.com
Alert preview

NEWS



Step 5

Enter the email address to which you want your alerts delivered.
Google will protect your email address and will not use it to spam
you with offers for any other product or service. If you aren't
signed in to a Google Account when you create an alert, Google
will send you a verification email.

Sources Automatic =
Language English B
Region Any Region :
How many Only the best results

All results
Deliver to

Create Alert Hide options =

Alert preview

Step 6

If you prefer, and if you are signed in to a Google account when
creating the alert, you can choose to have the results sent via
an RSS feed. Simply sign in and choose the Feed option in the
Deliver to field. You can read your feed in any RSS feed reader.

Sources Astomatic s
Language English B
Ragion Ay Region .
How many Only thebest reaults n

Deliver 0 bdmpubsuk@gmail.com

RSS feed

Alert preview

Create Google Alerts G

Sources Automatie B
Language engloh B
Region Ay Region B
How many Only thebest rosuts: B

Deliverto | rss eas N

Alert preview

NEWS

Stroll hails 'strong package with Jackie Chan at Daytona

Lance Siroll is gearing up for an asseul on the Rolex 24 at Daytona this weekend, believing his Jackle Ghan
L2 antry will Do 0me of the ‘Dest packages” out there. The 16:year-0id Canadian will b racing at the endurance
clazsic for the second time in his career following his baptism of fire on the.

Lance Stroll hails Jackie Chan team package ahead of Daytona retum

Lance Stralis confident the Jacke Chan DCR Jota team has one of the strongest packages in the Rolex 24 field

Manage Google Alerts

Users with Google Accounts can view, create, edit and
delete their alerts using the Manage your Alerts page.
Click on the Edit button and you will be able to alter

any of the original settings using the simple drop-down
menus. You can manage alerts for more than one email
address by adding your other email address to your
existing Google Account. To add an email address to your
Google Account, visit your Google account page and use
the Email addresses section.

My alerts (1) o

Jackie Chan p

Me on the web

% "RDM Publications® + % bdmpubsuk@gmailco. 4

Alert suggestions

Companies Music

Delete Google Alerts

Should you find the info you are looking for or simply tire
of the subject matter of your alerts, you can delete your

alerts subjects, one by one. To do this open the main
Google Alerts pages via this link: www.google.com/alerts
At the top of the page notice your alert subjects. You can
edit these by tapping the pencil icon or delete them by
tapping the Bin icon. Please note you are not given any
confirmation window, the alerts are deleted instantly.
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Using Google Trends

The Google Trends app brings the world’s most popular search terms or
topics, breaks down the results per country and region, offers insights
while keeping you updated to the latest trends. Users can also browse

history data giving you a clearer view of the world’s online habits.

Step 1

Navigate to the Google trends website trends.google.com to be
presented with this home page. This is a far complex application
so be advised to take a few moments to get used to the layout
and the control options you will find here.

Explore what the world

is searching

Enter a search tem or a topic

Step 3

In the search bar, enter your term and click on the magnifying
glass to activate your search. Some will bring a variety of different
searches or similar terms, if this is the case a drop down menu will
appear enabling you to select specifically for your choice.

Explore what the world
is searching

google

© World Cup. © Football & American football

P i
g aeller W
iy
¥y L

® TaylorSwift  ® Kim Kardashian

W

Interest by subregion, Past 7 days, United States

Interest by region, Past 7 days, Worldwide

Shawing 1-3.01 § examples

Step 2

Scrolling down through the home page you will find the various
options including latest stories, insights and updates, historical
data and recently trending search results. We will look at all of
these but to start let’s focus on the main search bar.

= GoogleTrends

Q Esplore topies

Latest Stories and Insights
Explore how Google data can be used 10 tel stores.

Year in Search 2018

Explore the year through the lens of Google Trends dats

Immigration

International Women's Day

‘See how America and the world sesrches for the ssue of Immigration

&

ol
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google

Search term

Google
Technology company

Google Brussels
Software company in Etterbeek, Belgium

Google Search
Topic
nsights

1 can be used to tell stories.

Step 4

Your search will show your results as follows; location, time
period, search type and category. You can adjust each of these as
you wish to further focus your results. For example you may wish
to check Shopping when looking for most popular selling item etc.

® Google

Technology company

+ Compare

United States v Past12months v

Allcategories
Interest over time *
A & Entertainment

Autas & Vehicles

Beauty &Fitness
Books & Literature

Business & Industrial

Interest by subregion Subregion * <> <&



Step 5

1 Your results will also be broken down by sub region for your area
of search. With the most popular area listed first and so on. Notice
that related searches and queries are also listed here. You can share
each of these search results by clicking the top right share icon.

sogle United States, Past 12 months

“terest by subregion Subregion v & <> o

Arkansas

New Jersey

California

a

Rhode Island

South Carolina

Showing 15 o $1 subregions >

‘elated topics Rising ~ & <> < Related queries Rising + % <>

Google Search - Topic. 1 google pixel 3

Google Assistant - System software 2 mapsgoogle.com usa

Step 6

1 If you are looking for an online time machine, Google have one
right here for you. On the home screen, scroll down and select the
year you wish visit and you will be given the most popular search
terms from that time period, spread across numerous categories.

Searches People 6 ¢ < wifs
1 Robin Williams 1 Jennifer Lawrence 1 Miguel Herrera gif
2 World Cup 2 Kim Kardashian 2 Frozen gif
3 Ebola 3 Tracy Morgan 3 Luis Suarez gif
4 Malaysia Airlines 4 RayRice 4 Madden gif
5 Flappy Bird 5 Tony Stewart 5 Godzilla gif
S SO s MoRE
Step 7

1 All the information found via this app can exported from the
web browser to a large variety of spreadsheet software, including
Microsoft Excel and Apple’s Pages. To save your information as a
csv doc click the download icon (an underlined down arrow).

Web Search +

o <

SV

o |

Nov 4, 2018 Feb 24,2019

Using Google Trends

Step 8

1 One of the best features of this app is the ability to compare two
topics and how the results match up with one another. You can
add various terms to compare and once again these results can be
downloaded as a csv doc or shared via the linked icons.

® Jackie Chan ® Bruce Lee
Martial artist Actor

United States ~ Past 12 months + All categories v ‘Web Search «

Interest over time

Average Mar 25, 2018 Jul 29,2018

Compared breakdown by subregion

Step 9

} You can also subscribe to a regular (weekly or monthly) email
which will send you updated data based your key search terms, to
sign up click the + icon bottom left and enter the terms you wish
to follow. Now simply wait for your email update to arrive.

Add subscription

TOPIC

Subseribe to receive updates about noteworthy events.
Email address: bdmpublicatiensuk@gmail.com

Topic

Type in a search term or a topic

Region

Worldwide

How often?

@ About once a week

O About once a month

SUBSCRIBE
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Get Started with Chrome

Google Chrome is much more than an alternative web browser. If you are
looking to use the Google App suite to any degree we strongly advise you
to download Chrome now!

® 0 ® /owTab % Now Tab

B =

i apps [l Footdall News [ Movie News

Google

G Google € weicome to Google.

= Gnrome web Store

II Tabs

Just like almost all other browsers, Chrome lets you open
multiple web pages at once and display them in tabs. Simply click
on any tab to display the page. To add a new tab, click on the small
tab to the right of the last one. To remove a tab, click the small X
on the right of the tab you want to close. You can also manage
tabs from the Chrome options menui.

H Navigation Controls

From left to right, the main buttons you use when navigating
web pages using Chrome are: Back, Forward, Refresh and Home.
Click and hold on both the Back and Forward buttons to see your
recent navigation history. The Home button may not be displayed
here on a brand new install of Chrome but you can turn it on in
the settings (Appearance > Show Home Button).
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B Omni Box/Address Box

This is where the URL of the current website is shown. You can
use the Omni box to either type a full URL or type a search term.
Type a URL and press Return and that web page will open. If you
type a search term, Google search results will be shown instead.
You can change the default search engine that is used in
Settings > Search.

EI Bookmark Button

Clicking on the star while viewing any web page will open a
small bookmark option window. This allows you to choose a name
for the bookmark, as well as selecting where to save it. If the star is
golden, that means you have already bookmarked the page you
are viewing.



B Extensions

Many different pieces of software will add extensions to the
browser, allowing you to perform specific tasks while viewing
websites. The extension shown here is the AVG toolbar, installed
as part of the AVG antivirus software. You can disable or remove
Chrome browser extensions simply by right-clicking on the icon
and choosing from the Action menu.

% Chrome Options

This is where you will find all of the controls and settings for
Chrome, from basic display settings to advanced developer tools.
You can also manage your bookmarks, extensions and search
history from here. We will look at the Chrome Options in more
detail later.

Bookmarks Bar

This bar is turned off by default, so must be activated in the
Settings if you want to use it. When saving bookmarks, you have
the option to Save to Bookmarks Bar. Any pages saved to this will
be shown as quick links in the bar. This is very useful for saving
those websites you use most often. Depending on the length of
the title you give the bookmarks, only about five or six links will be
visible here; the remainder are displayed in a drop-down menu.

Chrome Requirements

Chrome is fairly lightweight, so it should run happily
even on an old computer. Here are the bare minimum
requirements for PC users.

Operating System - Windows XP, Vista, 7 or 8
Processor - Intel Pentium 4/Athlon 64 or later
Free Disk Space - 100MB

RAM - 128MB

Get Started with Chrome ‘.

Installing Chrome

You may find that Chrome is preinstalled on many new
computers but if not, here is how to install it yourself.

Browse fast

One fast, simple, and secure browser for all your devices

DOWNLOAD CHROME

Step 1

Visit www.google.co.uk/chrome/browser/desktop/index.
html and click on the Download Now button to get the
Chrome installer. You can choose to make Chrome your
default browser at this point or you can change that
setting later.

@ chrome

Thank you for downloading Chrome

Now finish setting up Chrome, by downloading the app for your phone and tablet too

Step 2

Once the download is complete, Chrome will install
automatically. When the installation is complete, a
Chrome browser window will open, giving you the
opportunity to take a tour of Chrome’s main features;
and that’s it, simple eh?
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Protecting your Privacy

Online privacy is an extremely important issue when it comes to using
your Google Apps. Google have included a very comprehensive privacy
tool to help you take control of how your information is used by them. This
guide will show you how to establish your rules about your activity online.

Step 1

Open your main Google account page and click on the Personal
info & privacy link in the left hand column. From this new page
click on the Get Started link which is located below the Privacy
Check-up icon and you can begin this process.

H OO G

Decide which privacy settings are right
for you ~

y CH O =l
You control your personal information. With these settings you can manage

what info you keep private, and what data is saved to your account to
improve your Google experience.

Privacy Check-up
¥ Take this quick check-up (o revie settings and adjus! them 1o your preference
GET STARTED
Last checheup: 25 Janary, 11,07
= My Activity
L Diseover and eantrol the dat that's created when you use Gaogle services
15
v GO TO MY ACTIVITY

Click Start Now and your first option is managing the information
complied by using YouTube. You can choose to share or keep the
following info private: likes and subscriptions and activity feed; and
choose to make your uploaded videos public, private or unlisted.

Google W0 Y
WD -]
® o
bow .

Likes and subseriptions

Vou sen shers your e

—
8 Koep oty saves ploys
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Step 3

Having clicked on Next you will move on to the Google Photo
sharing option. Note: Geo location information contains details
of the exact location an image or video was captured. You can
choose to remove Geo location using the slider on the right.

< Privacy Check-up

1. Manage what you share on YouTube

2. Manage your Google Photos

settings »
Choose whether you want 1o remove geslocation from

your photos when you share them by link

Remove geo location initems shared by link

Affects items shared by link but not by other means. Leam more &
3. Help people connect with you

4 Choose what Google+ profile information you share with others
5. Personalise your Google experience

6. Make ads more relevant 1o you

Step 4

Once again click Next to move on. This option is a little different
as it allows your telephone number to be used to a way to share
your details with your contacts, albeit only those who already have
your number. Your number is always confidential to new contacts.

€ Privacy Check-up 0

2 Google Photos settings reviewed

3. Help people connect with you

EDIT YOUR PHONENUMBERS 2

ext

4. Ghoose what Goagle+ profile information you share with others.




Step 5

Click Next. These options are a little more in-depth than the
previous ones, as your Google+ profile is viewable to all. First you
can choose to show or hide the tabs that viewers will see. Un-tick
the following: Photos, YouTube/Videos, +1 and Reviews as you wish.

& Privacy Check-up 7

3. Phone numbers feviewed

4. Choose what Google+ profile
information you share with others.
Dacideuwho can soa yourinformtion, and chosse

what information you make public o keep pivate.
Leammare @3

BOM Publications

1follower

Show these profile 1abs to visitors
"

phato, You san choase if people

The proie 1obs
are shuays viibl to you.

Protos
VouTuse vidaas
(ml)

Reviens

EDIT WHAT OTHERS SEE ABOUT YOU &2

Step 6

Scrolling down, you can go a little deeper and choose to show
community posts and your photos and videos on your Google+
profile. You can also hide any endorsements you have made to
products and services you have purchased; if you choose not to do
this your details maybe linked to that item’s search results.

€ Privacy Check-up. 7

VouTube  ideos
on
B fevons

EDIT WHAT OTHERS SEE ABOUT YOU

Googlex communities:

[ showyour Gongle 150 he Posts 1abofyaur et Lesr

Photos and videos:

O sontte

& services. Lea

Shared endorsements

o

o
ame and profile phots of your account may ag

with that actiiy.

EDIT YOUR SHARED ENDORSEMENTS SETTING
S Personalise your Google experience

6. Make ads more relevant 1o you

Step 7

Click Next. The following is the most in-depth and arguably
the most important section of the Privacy Check-up process,
Personalise your Google experience. Here you can control what
information Google saves about your online experience.

& Privacy Check-up

5. Personalise your Google experience
From better commute options in Maps to quicker
results in Search, Google tools and services get faster
and more useful with the activity data you let us save
with your Google Account. Only you can see your
activity

Google currently saves the following information:
W/ Web & App Activity g

£ VanTiina Sansmh Liinans ~

Protecting your Privacy ‘.

Step 8

Starting with Web & Activity, use the slider on the right side to
allow or deny Google access to the following: your search activity
via browsers and apps including your Chrome browsing history. If
you choose to deny you will need to click Pause twice in the pop-
up window. You will not be tracked from this point onward.

activity.
Google currently saves the following information:

" Web & App Activity ® ~

Saveyour search activity on apps and in browsers to make searches faster and get
customised experiences in Search, Maps, Now and other Google products. Find out more
©

Include Ghrome browsing history and activity fram websites and apps that use Google
services

MANAGE ACTIVITY &

If you use more than one account at the same time, some data may be saved in your
default account, Leam more &

+/ YouTube Search Histery v

+ VouTube Watch History v

Step 9

By clicking the Manage Activity link you access current stored
data from your web and app uses. This information can be tracked
back to your first use of the app or search. It can also be erased
by clicking the Delete activity by link on the left side panel. Now
select All Time option under Date and All products then Delete.

oogle My Activity > Web & App

tem view
+  Fiter by date & prosiust

Oelete activity by

Other Google activity

Activity controle

My Aceount e

Help 2

Send feedback

B search, pubds g daubiclick netand more

G e

Visited Phatos - Goagle Photos E
P Details « photos googie com

Step 10

You can allow or deny Google to continue storing your YouTube
search and watch history, Location History, Device Information and
Voice & Audio Activity by repeating the process laid out above.

These controls are not currently enabled

() Web & App Activity v
@  Location History v
@  Device information -~
(@) Voice & Audie Activity ~
@ YouTube Search Mistory v
@  vouTube Watch Histary v
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Customising Chrome

There are many different ways you can customise your Chrome
experience, from adding extensions to setting the default home page. If
you really want to make Chrome personal to you, there is no better way

than adding a theme.

Changing the Theme

Step 1

Open Chrome on your computer and click on the Chrome Menu
button in the top right corner. Look for the Chrome options link,
click this and select Settings and this window will open.

SIGN ouT

Managa other puople.

Impert Bookmarks and settings

Fontsize Medium (Recommended)

Step 2

From the Settings screen click on Themes from the Appearance
options. This will take you to the Chrome Web Store, which shows
web apps and extensions. To view the available themes, scroll
down to the left-hand menu and click the Themes link. A selection
of themes will now be displayed on screen.

= chrome web store bampubsukEgmailcom ~ | g

[ 2
FREE FREE s 108 FREE
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Step 3

To select and activate a theme, simply roll over the thumbnail
and click the Add to Chrome button. Your chosen theme is
automatically downloaded, installed and activated in a few
seconds (depending on your broadband connection speed). If
you want to read more about a theme, roll over the thumbnail
and then click on the text.

. Material Dark

Hekkkd (1431} Themes

OVERVIEW. REVIEWS SUPPORT RELATED.

Step 4

Themes you download aren't saved on your computer, so
applying a new theme will overwrite the previous one. You can
remove a custom theme at any time by clicking the Chrome
options button, then selecting Settings. Under the Appearance
heading you will see the option to Reset to Default Theme.

RESET 10 DEFAULT

Show bookmarks bar »
Font size Modium (Recommendod)
Customise fonts

Page room 100%

Pressing Tab on a web page Nignlights links, as well a5 form fields: Py



Change the Default
Home Page

Chrome gives you several choices for what you see when you
start it up. You may decide that you want to always open with
the Google home page or you may want to show a selection of
your most visited sites. All of these options are accessed through
Options > Settings > On Startup.

Open the New Tab Page

This option will display a grid of eight website thumbnails. Each
thumbnail relates to one of your eight most visited web pages.
Click on any of the thumbnails to go to the page. You can remove
any of the thumbnails by hovering the mouse pointer over it and
then clicking the X that appears in the top right corner.

< NEN % =

5 Google € Smeung Galoy SIL. @) Help&Troubleshoct., [E) Sesrch Toe & Tricke.. [0 Windows 8 Tigs Thi, @ The Wt ob Toda

n
Google Google .
"
3] L o
Googl Geogle Lewis W Dashboard « DIY Extra - DIY...
e————
0 o 8 [}

 Welcome to ASUSTEK Co... Netfiix GoogleKeep - Mexus Help  We are hiring App Reviewers

& chrome T T Otherdevices = Recentydosed = | WebStore g
e

Continue Where | Left Off

If this option is enabled, Chrome will always start up showing
the website and tabs you were viewing when you last closed the
browser. If you close all of the open tabs individually, rather than
clicking the X at the top right to close the entire browser window,
when you open Chrome again it will display the New Tab page.

% ) [ DIV Bra- DIY Guides > Le % u
€« C A | [ www.diy-extra.co.uk/wp-login.php

Google @ Samsung Galaxy SIL. @) Help&Troubleshoat... Search Tips & Tricks... [[H Windows 8 Tips: Th...

& The Write Job Today - ho. x | [E Facebook

@ WORDPRESS

Customising Chrome ('©@

Open a Specific Page or Set of Pages

You can use this option to set a single web page to open
whenever you start Chrome. This could be the Google home
page for your country, the Facebook login or any other web page
you choose. You can also choose a set of pages to open. Click Set
Pages and enter the URLs of the sites you want to open. They will
each open in a separate tab when you start Chrome.

B Sooale
& C i | 8 hips//wawgooglecouk
B3 Googic s

wE A=

» "1 Other bookmarks

ech ips & Tncks.. [ Windows® T Th.. & The Wnte Job Todsy.

russel Ware | 0 || + share JT] -

Google

Google Search P Feeling Lucky

Adrisinn. . Rusinass. . Ahout Privacy & Tarms  Sattinas  Gooala com

Appearance

Themes
Open Chrome Web Store

‘Show Homa button °
New Teb page

@  NewTabpage

©  Fnter cusiom web address
‘Show bookmarks bar »
Font size Medium (Recommended)  +
Customise fonts
Page zoom 100% -

Pressing Tab an a web page highlights links, as well as form fields )

Show the Home Button

When you first install and use Chrome, you will probably
notice that there is no Home button in the toolbar. We
don't really understand why Google chose to hide the

Home button but you can activate it easily, so it’s not
too much of a problem. To activate the Home button,
click the Options button and select Settings. Under

the Appearance heading, check the box next to Show
Home Button. You can choose which page is displayed
when the Home button is clicked (the New Tabs page or
another of your choice).
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Save and Sync Chrome

If you use Google Chrome on any device other than just your computer,
the ability to sync the browser is a great feature. Chrome lets you save
bookmarks, preferences, themes and even extensions and then share

those changes with all your mobile devices quickly and easily.

Signing in to Chrome

Before you can sync your Chrome settings, you will need to sign in
using a common Google account.

Step 1

Open Chrome on your computer and click on the Chrome
User button in the top right corner. Now follow the on-screen
instructions and sign into your account. Click this and a new
window will open..

ab %\ e

@

P You

Sign in to get your bookmarks,

history, passwords and other

settings an all your devices
Sign in to Chrome

6 Guest

£t Manage People

3 SIGN IN TO CHROME

nd other settings on all your devices. You'll also

Learn more Close all your windows
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Step 2 B eron s ]

You will now need to sign in
using the Google account that ol
you use on your other devices
(smartphones, tablets, etc). You e
probably only have one account
but if you have more than one, o
make sure you check this.

Step 3

A Sync Settings windows should now open but if not, go to
Chrome Menu > Settings > Advanced Sync Settings. Here you can
select what is synced between devices. Click on Sync Everything
and choose what to sync.

& Advanced sync settings

Syne everything <]
Apps
Aulofill
Rankmarks
Extensions
History
Passwords

Settings

Step 4

You can also choose to
encrypt your synced data.
By default, your Google
Account password is
used to encrypt saved
passwords. If you want,
change this to encrypt
all your synced data
and then create a
custom passphrase for
encryption.

Personalise Google services
Control how your browsing history personalises Search, ads and othe

Manage synced data on Google Dashboard

Encryption options
For added security, Google Chrome will encrypt your data

@  Encrypt synced passwords with your Google username

O Encrypt synced data with your own sync passphrase



People

BDM

» SIGN OUT
bdmpubsuk@gmail.com

o svnf ) »
On - sync everything

Manage other people »

Import bookmarks and settings »

Appearance

Themes
Open Chrome Web Store

Show Home button
New Tab page

Signing Out of Chrome

You can disconnect your Google Account from Chrome
and stop syncing with your other devices at any time.
Disconnecting your Google Account won't wipe the data

stored on your computer or in your Google Account.
However, any future changes you make on your
computer will not be reflected on other computers or
devices that you have signed in to Chrome on.

Syncing Open Tabs

Step 1 G\ P

Before you can sync [ & ™
open tabs between _ Pistory. posonerds and oner
. . settings on all your devices
devices, you will need
to make sure that the
» SIGN IN TO CHROME e Guest

setting is enabled on
both devices. Sign in
to Chrome using the
same Google Account
on the devices you
want to sync.

L wanage People
all your devices. You'll also

1B Ciose all your windows

Step 2 e |
Check your sync o m——

settings on each e .

device. Open the r

Chrome Menu > pom—

Settings, click the J—

icon to the right of

the Sync opinion
and then check
Open Tabs.

Themes & Walpapers

Save and Sync Chrome ('®

Step 3 ®-~ e
On Chrome for Android, tap the e

Menu button > Settings > Sign in

to Chrome. Once signed in, tap

Sync and make sure the Open tabs .

checkbox is selected. You should

now be ready to go.

Step 4

Open a new tab on your computer by clicking the New Tab
button or Ctrl+T. In the lower right corner of the screen, click Other
devices and click the tab you want to open on the current device.

= I
] ¢
Nexus Help We are hiring App Reviewers The Write Job Today - how ...

RUSS-PC - 15 ago

[ Facebook
= -

Apps Other devices + Recently dosed ~ Web Store —

Step 5

Open tabs are grouped together by devices. You can hide a
specific one by disabling tab syncing on that particular device. To
temporarily hide a device, right-click its name and select Hide.

People

& B0M » SIGN oUT
bdmpubsuk@gmail.com

o S
“' on - sync everything

Manage other pecple »

Import bookmarks and settings »

Appearance

Themes
Open Chrome Web Store

Show Home button
New Tab page
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Using the Chrome
Webstore

The Chrome Web Store gives you the option of adding thousands of
different themes and extensions to your browser. Here’s how to get started
with apps and extensions on Chrome.

Chrome Themes

Chrome Extensions are web-based programmes that are designed
to be used entirely within the browser. Using apps, you can do
things like create documents, edit photos and listen to music,
without having to install complicated third-party software on
your computer. Themes on the other hand are purely aesthetic as
they change the look of the Chrome browser and do not add any
further functionality. Think of Themes as a way of injecting a little
extra bit of your personality into your web browser.

Step 1

You can access the Web Store easily by clicking on the Apps Icon
in the top left area of the page when you start Chrome. The Apps
page will slide into view, displaying any apps you currently have
installed (Gmail and YouTube for example).

e npp

(v | @ Ghrome | chrome:/japps. &

Web Store Does Gmail YouTube Goagle Drive. Sheets

slides
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Step 2

Click on the lower right side of the Chrome Web Store icon to
open it. The web store home screen shows a selection of popular
and trending themes. Roll over any of the images to read a short
description. To see more details, click anywhere on the description
or theme title.

® 0 ® /. Crvome et Stove - Themes x 1 0 Sertings x £oM

& @ (3 @ Socure | hips:jonvome google.comwebtorsjcatogarythemes %o

Deadpool (FVDI Black Panther 1 - 1920px

Deadpool sull screen Theme
Hokokd 28 RE ko 7 FRE ks 510 l

o < )
o B == |

Zelda Dark Supergir (FvD)
ok 153 FEE Aok B2 FREE ks

55

Step 3

To install a theme, click on the Add to Chrome button. Your new
theme will instantly install and be present within your current
Chrome Browser window. You can also share themes with others
by clicking on the Share button next to the Add to Chrome
button; or Launch Theme button if already installed. Choose the
Share method from the list.

"% Black Panther 1-1920px

wxEw 37 Themes

[ oroonae 1< I

OVERVIEW REVIEWS. SUPPORT RELATED




Chrome Extensions

Extensions are extra features and tools that you can add to Google
Chrome. Using extensions, you can customise Chrome with the
features you want or need, while keeping your browser free of
things that you don't. Some extensions add buttons next to the
address bar to let you know about certain events. For instance, you
can use the Google Mail Checker to get alerts about new emails.
Some extensions act like shortcuts. For example, if you use a feed
reader, the RSS Subscription Extension lets you know if there's a
feed for the site you're on. Click the small icon that appears in the
address bar to quickly subscribe to the feed. Here's how to find and
install extensions to Google Chrome.

Step 1

You need to return to the Web Store, following the same process
as previously covered. Once again the Apps page will be the first
thing you view, displaying any apps you currently have installed.
Unlike apps, extensions will not be displayed here.

& B

Google Drive. Sheets

~Q MO

b Store
B ]

Slides

R chrome webstors

Step 2

Click on the Chrome Web Store icon to open it. The web
store Home screen shows a selection of popular and trending
extensions and themes. To view available extensions, click the
Extensions link at top left. An extended menu will then allow you
to choose a category.

Py o Ghrome Web Store - Extensic X 1 g8 Semings. =y -

C (|8 seoure categ s w o

Nimbus

Ak o) FREE | ko esn REE | wAkA e

@ loom

OneNote

Web Clipper

OmeNote Web Clipper Loom - Video Recarder; Serasn,

Joxi Ful Page Sereen Capture
pou e FEE e i FEE amaa o0 Free

fie @2 % Pintorest browser button @

Using the Chrome Webstore ('@

Step 3 ‘ A\

RO” over any Of the webstore/detail/pinterest-save-button/gpdjojdkbbmdfifah
extension images to read
a short description. To see
more details, click anywhere
on the description or cancel | | Aade
extension title. You can
then read an overview,
details, reviews and see
related software. To install an
extension, click on the Add
to Chrome button.

Add "Pinterest Save Button"?

It can:

. Read and change all your data on the websites that
you visit

* Display notifications

801

=or3.0.81 w Ok

Step 4
When you have x
confirmed you wish
to save it, your new
extension will be
downloaded and
appears as a small icon
at the top right of the
screen. To open this
simply click on the icon.

TN TOU

BDM

Hlauncher w| ® B

bdmpubsuk@gmail.com - [ 5 |

Manage the Toolbar

You can rearrange and customise how the extensions are
displayed in the toolbar. To rearrange the icons, simply
drag extension icons next to the address bar to rearrange
them on the browser toolbar. If you want to see more
extension icons on the browser toolbar, you can expand
the extension icon area. Click the right border of the
address bar and drag it to the left. Similarly, to hide extra
extensions, extend the address bar by dragging its right
border to the right. You can click the arrow button next
to the Chrome menu to see your extra extensions (if they
display icons).
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Chrome Plug-ins

Plug-ins are essential pieces of software that help the browser to read and
display certain types of content. Unlike extensions, which add extra features
to Chrome, plug-ins are essential to the smooth running of the browser.
Here's how to check, install, block and disable plug-ins for Chrome.

Installing Plug-ins

Step 1

Assuming that you allow websites to use plug-ins, if Google
Chrome detects that you're missing a particular plug-in for a page
you are trying to view, you will see a prompt to install the plug-in
at the top of the web page.

You B

o

Next in UKF Drum & Bass

The Adobe Fiash Player is required for video playback.

Get the latest Fiash Piayer

41

Sub Focus - Out The Blue (ft. Alice Gold)
h UKF Drum & Bass 05
wel

ofolol2lo

1,743,419

Step 2

Click Install plug-in in the message dialog. Some plug-ins begin
the installation process by downloading a setup file to your
computer. For those plug-ins, make sure that you confirm the
download by clicking Save in the downloads bar that appears.

Optional offer:

| Ves.installthe free McAfee Security
Scan Plus utilty to check the status of
my PC security. Rwill ot modity
existing antivirus program or PC
settings

Terms & conditions:

Adobe Flash Player

By clicking the "Install now” button, you
acknowledge that you have read and
o

W McAfee® | Security Scan Plus

Install now

Total

Copright ©2014 Adobe Systerms lcwrporaled Allsights reserved.

| Tewms of e Pivacy | Cookics
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Step 3

Once the download has finished, restart Google Chrome by
closing all open windows to complete the installation process.
This is an important step as Chrome needs to be restarted or it will
continue to look for the plug-in you just downloaded.

‘ --. - - - -

:om/watch?v=FmeEfDm| Move
:
i o - [ ASUS - CHECK VOU.. [ Cor
| = Minimize
| & Maximize B
New tab Ctrl+T

Recpen closed tab Ctrl+Shift+T

Next in UKF Drum & Bass (201:

BCee
@ Remi
Z50

Play all

Task manager Shift+Esc

Close Alt+F4

Suggestions

be Flash Player is required for video playback.
Get the latest Flash Player

Mix -
Alice




Blocking Chrome’s
Plug-ins

Step 1

Plug-ins are allowed by default. However, since they can
occasionally be a security risk, Google Chrome blocks plug-ins
that are outdated or not widely used. Examples include Java,
RealPlayer, QuickTime and Shockwave. You can also block
all plug-ins on a one by one basis.

Languages  English

Download QuickTime 7.7.9 for Windows

Important: QuickTime 7 for Windows is no longer supparted by Apple. New versions of Windows
since 2009 have included support far the key media formats, such as H.264 and AAC, that
QuickTime 7 enabled. All current Windows web browsers support video without the need for
browser plug-ins. If you no longer need QuickTime 7 on your PC, follow the instructions for
uninstalling QuickTime 7 for Windows.

What's New in QuickTime 7.7.9

QuickTime 7.7.9 contains security updates and is recommended for all QuickTime 7 users on
Windows. For information on the security content of this update, please visit this website:

http:/ fsupport.apple.com/kb/HT201222.

The QuickTime web browser plug-in is no lenger installed by default and is removed if you have a
previous version of QuickTime on your PC. If you still need this legacy plug-in, you can add It back

using the custom setup option in the installer.

QuickTime 7 is for use with Windows Vista or Windows 7. If installed on other versions of Windows,
it may not offer full functionality.

Step 2

To block plug-ins, click the Chrome menu and select Settings.
Click Show advanced settings and in the Privacy section click the
Content settings button. Click the arrow to the right of the plug-in
and select which sites you wish to block from its use.

€ Content Settings ... @

Cookies
Allow sites to save and read cookie data

Location
Ask before accessing

Camera
Ask before accessing

Microphene
Ask before accessing

-

Notifications
Ask before sending

JavaScript

>
N Allowed
* Flash R
Ask first
Images
b
- Show all
~- Popups

Chrome Plug-ins ('@

Step 3

To block the website(s) that are causing you an issue with the
a specific plug, such as Flash Player for example, click the Add
button and enter the URL of the site that has issues and then Click
Add again to complete the process.

Add a site

GANGEL

Step 4

If you have used previous versions of the Chrome browser you
may notice that you are unable to completely disable a plug-in
in the current Chrome build. You are able to block plug-ins as
detailed here and there is no limit on the number of sites you can
add to the blocked list.

JavaScript
Allowed

» Flash )
Ask first

Images
showall

Popups
Blocked

& Beckgound sy

Allow recently closed sites to finish sending and receiving data

@ Sound 5

Allow sites to play sound

Automatic downloads

3

Ask when a site tries to download files automatically after the first file

g Unsandbored plugin access
/Asi when a site wants to use a plug-in o access your computer

Chrome Plug-ins

Whether using Windows, Linux or Mac, Chrome supports
many of the most popular and widely used plug-ins.

These include:
Adobe Flash Player

Adobe Reader
Java Windows Media Player

Real Player QuickTime

Microsoft Silverlight
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Using Chrome Autofill

Some of the most useful features of Chrome, like Chrome Autofill, are easy
to set up and can make browsing the Internet a much quicker experience,
particularly if you find yourself forever filling out online forms.

Step 1

The first time you fill out a form, Google Chrome automatically
saves the contact information that you enter, like your name,
address, phone number or email address, as an Autofill entry. You
can store multiple addresses as separate entries.

Create your Google Account

Confirm your passwora

Birtnaay
-

Gendar

Hobile phane
R

Take It all with you ‘Your current email address

Prave you'te nal a robol
Sidp this verification (phone verification may
be required)

B x5

Type thes it

Step 2

Chrome can also save your credit card information, with your
permission. When you do this on a form, Chrome asks you at the
top of the page whether youd like to save the information.

Add card

Card numher

Explry date
o - 28 -

CANCEL
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Step 3

If your Chrome Autofill information is correct, you don't need to
do anything more. If you have changed address recently, or some
of the other information has changed, it can be frustrating for
Chrome to keep suggesting the wrong info.

Hame

s
Russell +44 7791 932718

Russell . §
@amail.com

Chrome Autofill settings
e N | : |

Create a password
Confirm your password

Birthday

Maonth s Da Year

Gender

Step 4

To manage your Autofill entries, open Chrome and click on
the menu button in the top right corner (icon with the three
dots in a column). Select Settings and then click Advanced at the
bottom of the page. Find the Passwords and forms section and
click Autofill settings.

Passwords and forms.

Autofill settings
Enable Autofil to il ot fo

Manage
offerto

Languages
Language

Downloads

Location
sershJamesGale/Downloads

CHANGE

‘Ask whete to save each fle before dawnloading »

Printing

Printers.

Google Cloud Print

Acoessibilly

Add accessibilty features



Step 5

If you have more than one Autofill entry, click the one you want
to edit and then click the Edit button that appears to the right of it.
Complete or edit the information form and then click OK to finish.
You can also Add a completely new address using the button here.

Add address

Postaltown

Country/Region

Phone

CANCEL

TESCO Evesy bt bolps

To continue, just enter your online account details

Existing customers No online account?

Sign in here Register here
Emailaddress: * [ || | Emaladdress®  [EESRRTTRE
Password: * T | |confrmeman:- IS 1o
- - L & - 1gl2 2dg
(signins ) i Chrome Autofill settings

Clubcard number:

» Forgotten your password? Don't have a [m]
Clubcard? Click this
* Need help signing in? box: T

(register+ )

» Need help registering?

Fields with an asterisk * are mandatory

+ By ticking this bz you are signing up o Tesca.com and jeining the Tesco Clubcard Scheme. For mere infarmation sbout Clubcard
iick here,

Trusted Sites

It's important that you use Autofill only on websites
you trust, as certain websites might try to capture

your information in hidden or hard to see fields. Some
websites prevent browsers from saving text that you've
entered, so Google Chrome won't be able to complete
forms on those sites.

Using Chrome Autofill ‘.

Step 6

To remove an entry, click on it in the Autofill settings and then
click the X that appears to the right of the entry. If you want to
disable Chrome Autofill altogether, you can do so by unchecking
the box next to the option in the Chrome settings.

o

& Auto-fill sattings

on e
Addresses ADD:
BOM Publications, Office 12 st
Remove.
BOM Pulications, 12 Terquay R
Croat cards ADD

Saved cards will appear here

Step 7

Now, when you start filling out a form, the Autofill entries that
match what you're typing appear in a menu. Select an entry to
automatically complete the form with information from it. This
allows you to have multiple entries in Autofill.

Name

RIEELE]

| [wars

Russell

Russell

Chrome Autofill settings @amail.com
| prefer to use my current email address

Create a password

Confirm your password
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Chrome Tips and Tricks

Even if you have been using Chrome for a while, there are probably
dozens of tricks that you never even knew were possible. Here are a
few tips and tricks to get you started.

Incognito Window

There are several ways to open a new incognito window for
Chrome. If you have a Chrome shortcut pinned to the task bar,
you can right-click it and select New Incognito Window. You can
also click the Settings menu button at the top right of the browser
window and select the same. The quickest way to do it however, is
to use the keyboard shortcut Ctrl + Shift + N. Content displayed in

an incognito
“lon o I indow wil
New Tab ®T
Gmail imeges 3 () mf NewWindow =N not show
- New Incognito Window O8N .
up In your
History >
Downloads exJ  browser
Bookmarks > .
= history, nor
Zoom = + .. i i
P «p Will cookies
Cast...
Find... 38F be Saved
More Tools »
Edit Cut | Copy | Paste
Settings
Help »>
1 ———
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Chrome Keyboard Shortcuts

There are several useful keyboard shortcuts for Chrome.
Remember that the
browser window must
be currently selected for
these to work.

Ctrl+Shift+N — New
Incognito Window
Alt+Home - Load your
Home Page

Ctrl+T - Open a new tab
Ctrl+Shift+T — Open most recently closed tab
Ctrl+Tab - Scroll through open tabs

Ctrl+J — Opens your downloads screen

Chrome Task Manager

The Task Manager is a useful tool to see how much memory your
currently open tabs and browser plug-ins are using. To open the
task manager, right-click the top of the browser window and select
Task Manager from the menu. Highlight one and click End Process
to stop it running. You can also press Shift + Esc as a quicker way to
bring up the Google Chrome Task Manager.

Google

L] @ Task Manager - Coogle Chrome

=

Tazk Memory fost. cpu Natwerk  Process
@ Browser 87.8 MB 1.3 0 506
& GPU Process 35.2 MB 01 ) 5

G Tab: Geogle 110MB 01 o

1@ Extension: Pinterest 22.3MB 01 [ 648
() Exten o

By Exten: 0

27.2M8 01
18.7 MB 0.0




Spring Cleaning

To delete cookies,

click on the menu Do on
Bookmarks >

button and go zoon} =ETE B

to Settings. Scroll e &

down to the Save Page As.. *s

Privacy section, e

. Task Manager ings
and click Content PI— |

Settings. Now you

can click Remove

All or Remove

Individual Cookies.

To clear more data

such as the Google Chrome browsing history and cache, click
the Tools icon and select Clear Browsing Data. To clear the most
visited websites that appear on your Google Chrome Start page,
you must clear your browsing history using the method already
described. Clearing your Google Chrome browser history will
also stop matches from previously browsed sites appearing as
suggestions in your address bar.

Adjust Text Size

Having trouble reading small
text on a page in Chrome? P
No problem! Chrome lets you e
easily zoom both in and out, Tk
increasing or decreasing the
size of both text and images. 100% -
You can do this a couple of
ways. The first is to click the
Settings menu button and use
the Zoom controls you find there. An easier way to do it is to hold
Ctrl and use the scroll wheel on your mouse to zoom in and out;
as you do this, a small window will pop out of the address bar to
show you the level of zoom.

B/ & Google % | 43 Settings

Rearrange Tabs

If you have several tabs open
in Chrome, you can rearrange
them easily by simply clicking on
a tab and dragging it along the
row to the position you want.
If you want to open one of the
tabs as a separate window, click
on it and drag it to the desktop.
Release the mouse button
and a new window will open. Right-click on any tab to see the
tab options menu. Here you can reload tabs, close all tabs to the
right of the selected one and even reopen closed tabs (Chrome
remembers the last ten closed tabs).

C {} | & Secure | https://www.google.co.uk/?g

Chrome Tips and Tricks s

Google Maps New Tab.

Pinning Tabs ,
Another useful thing you oUTAWIGI71KzY gi;?:ate
can do with tabs is pin them. Pin Tab
Pinning tabs means that HuteSte
whatever is shown on the
tab when it is pinned will
automatically be loaded when
you next open a new Chrome
browser window. To pin a tab,
right-click on it and select Pin
Tab from the menu. Pinned
tabs appear smaller in the row
than unpinned tabs. To unpin a tab, simply repeat the process and
select Unpin Tab from the menu.

Close Tab
Close Other Tabs

Reopen Closed Tab
Bookmark All Tabs...

Google

Start-up Preferences

By default, when launching a new window in Chrome, the
browser displays the New Tab page, which is a blank tab with
links to your most visited websites. It is possible to customise this.
Click the Settings icon and select Settings. Under the On start-up
section, choose the ‘Open a specific page or set of pages'radio
button and click the Set pages link next to it. Then, either click'Use
current pages'or type an address to set an alternative home page.

Google

Syncing Chrome

With Chrome’s sign in feature, you no longer need to fret
about your bookmarks or apps being stuck on one computer.
When you sign in to the Chrome browser or a Chrome device,
your bookmarks, extensions, apps, theme and other browser
preferences are saved and synced to your Google Account. You
can then load these
settings any time you
use Chrome on other

O m

BDM Publications

Gmail Images

computers and devices.
Signing into Chrome

also makes using Google
services, like Gmail,
YouTube and Maps easier
since you generally only
need to sign in once from
your browser.

Y/ { bdmpubsuk@gmail.com
Privacy
My Account

Add account Sign out
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G Gmail & Google Calendar

Get Started with Gmail

Gmail is an integral element of the Google App suite, an email platform
that works seamlessly whichever your OS, quickly becoming a key part
of your daily routine.

n- # 0 Yu

Google
Gmail - - L] [ | E-' »- Mora - 20f6 < > By - Q-
COMPOSE Movies Inbox  x = B\
Inbox (4) 2 Martin Smith <martin@papercutitd.co.uk> 13:11 (1 minute ago) - -
Starred : tome [+
Sent Mail Hey Jim,
Drafts When's the next Marvel film coming out? Would be good to go ses it.
Less « Cheers
B v B
Important
Martin Smith
Chats Group Senior Designer
Al Mail Papercut Limited
Spam Mobile: 07718 923173
Email: martin@papercutitd.co.uk
Bin
This email and any files transmitted with it are confidential and intended
ﬁ BDM ~ solely for the use of the individual or entity to whom they are addressed.
If you are not the intended recipient, you should not copy it, re-transmit
it, use it or disclose its contents, but should return it to the sender
immediately and delete your copy from your system. Papercut Ltd
does not accept legal responsibility for the contents of this message. Any
views or opinions presented are solely those of the author and do not
necessarily represent those of Papercut Ltd.
Papercut Ltd. Registered in England and Wales No. 04308513. VAT Registration No. 785 6279 72
No recent chats 7 I
Start a new one & Click here to Reply or Forward |
0GB (0%) of 15 GB used Terms - Privacy
Manans I nat arcannt antivite 2 hane ann

II Mailboxes

1 These links let you display the messages in those mailboxes.
A number next to any mailbox shows the amount of unread
messages, rather than the total amount in the mailbox.

Creating a Gmail
Account

You can either connect a Gmail account to your main
Google account or you can create a completely new
account from scratch. If you connect an account, you will
be able to use your new Gmail address or your original
Google account email to sign in.
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Labels

} Labels allow you to categorise your messages into various pre-
set or custom folders. You can save messages under more than
one label for better cross-referencing.

Chat Controls

1 This section shows a list of your available Chat contacts, as well as
containing the various chat controls: Add Contact, Status Update,
etc. You can read more about Gmail Chat later in this section.



EI Search Box

} Search for any message or contact in your Gmail inbox. Clicking
on the small arrow at the end of the search box allows you to
refine your search in several different ways.

Message Controls

1 This set of buttons only appears when viewing a message. They
allow you to archive, delete or report the message as spam, as well
as letting you move the message to a particular mailbox or apply a
label. The More button reveals even more controls.

X Conversation

} Gmail displays multiple messages from a contact in a
conversation format. If someone replies to your message, both the
reply and the original message are shown stacked in the window.
You can expand the conversation to make it easier to read.

Quick Reply

} Click anywhere in this box to start a quick reply to the last
message in the conversation. To Forward a message, click the
Forward tab in the quick reply window that opens. Quick reply
offers the same formatting options as creating a new
message does.

Y e i | mﬂj TOrER1y-E TT0B @ pIS g0 0gIE CarTT WAy 8 12 ays ago) )\
Impartant

Sent Mail

Drafts (1) 3 Add Naka and others to your circles to follow and share with them

) Circles Dont know this person? Yeu donthave to addinem in return (theyl just see he things that you

o share puolicly). Learn more.

Personal R

Ware =

[z]e-[e]m e s e e e e Google+

Hifolks

Search people

4TSS ware
phonearenajobs
Tuss_ware

Click here to Reply or Earward

R Godaddy.com - £1.29 Domains at Go Daddy
Limited time offer. Secure your domain name and getyour business noticed worldwide today!

Ads ~WWhy this ad

Google+ Posts
in Gmail

If you have Google+ email notifications enabled for your

Gmail address, you can receive fully interactive Google+
posts directly in your Gmail inbox. The Google+ posts will
display inline in Gmail, letting you comment, +1, edit and
start a Hangout directly within Gmail. People on Google+
will see your comments and changes in real time and
their comments will update the Google+ post in Gmail.

Get Started with Gmail M

Black Dog Media Lid. Registered in El\uand and Wales No. 04308513, VAT Registration No. 785 6279 72

4~ David Hayward

El: "a:@=0

0GB (0%) of 15 GB used
Manage

How to Compose A
New Mail

Google has incorporated a unique way to compose a
message in Gmail which allows you to retain on screen
whatever you were looking at, inbox, a message, etc.
while composing a new message in a separate window.
At the time of writing, this was still an optional feature
but could be made standard at any time.

To activate this compose window, click the Compose
button and a new window will open at the bottom right
of the Gmail window. Whatever you were viewing before
you clicked Compose will remain on screen but you can
click through into a different mailbox or open a message
without the compose window disappearing.

The new compose window contains many of the options.

Click in the To field and start to type a name or email
address to see a list of known contacts. The icons at the
bottom let you control formatting and attachments. If
you want to switch back to the old compose method,
click the Send icon at the bottom of the window.

The Complete Google Guidebook
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G Gmail & Google Calendar

Customise Gmail

Gmail works brilliantly straight out of the box. There are, however, several
things you can do to Gmail to make it suit your personal preferences more
closely, from adding a theme to customising the layout of the inbox.

Apply aTheme

OK, so this isn't going to make Gmail work any better, run any
faster or deliver emails in a different way but it does brighten
things up a bit and makes Gmail more personal to you.

Step 1
Sign in to Gmail on your computer and open the main inbox.
In the top right corner of the page you will see the Settings
icon (the gear icon). Click this and select Themes from the listings
displayed on this page.

= -
Display density:
v Comforiable
nged - Your password changed Hi BDM, The password for your Google Account bdr

Cosy

rchive is ready - Your account, your data. The Google data archive that you started ¢ Compact

Configure inbox

ddress not found Your message wasn't delivered to david@bdmpublciations.com bef  Setings
Themes
hey all going to want some smack? That's going to rack up a bit of a billl X On 29 Jai
Get add-ons
+ got some great retro gaming hardware from eBay. Classic systems and consoles, a
Send feedback
i Jim, There's a great deal on Nvidia GTX Titan graphics card on Amazon at the mor Help

Nhen's the next Marvel film coming out? Would be good to go see it. Cheers Martin | Gmail Sstuo (10%)

Step 2

The available themes are split up into categories, with basic
colour themes at the top of the page, then HD themes that use
background images, custom themes and classic Gmail themes.
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Step 3

Click on any theme to activate it. You will see the background
change, allowing you to preview the theme without leaving the
themes page. If you find one you like, simply select it and then
click back to the inbox.

Fause the don

knowityou o

hversa. Kind

Step 4

Custom themes let you get a bit more creative. Click on either
Light or Dark custom and then choose an image. You can use a
preselected image or use one of your own by clicking My Photos.

Black Dog Media Lid.
red in England and Walos No. 04308513, VAT Registration No. 785 6279 72



Step 5

1 Once you have Chosen the Theme you wish to show on your
Google Mail page, you can also add a customisable level of blur
to the image which may make some text easier to read. To do this
click the third icon to the right of the Cancel button.

? ?
Adjust blur =
. 2
2 "
® : 2
e
I e m o Wy Photos

Customise the Inbox

You can easily customise the main inbox to show important or
starred emails in a separate section at the top of the page.

Step 1

} Log in to Gmail and click on the main inbox to select it. With the
main inbox displayed, hover the mouse pointer over the inbox
label and you should see a small, downward-pointing arrow.

C (| & Secure |

Google -IEd
Gmail ~ (Bl c More >
s
Inbox (1) a lan Osborne Dental appointment - Just a short note to remind you I've booked Tuesday,
Starred
Sent Mall ~ Everything else
Dralts O ¢ me, Mail (2) ‘Supar Nintendo - Address nof found Your message wasn't deliverad to david
Mora: Nnw ‘Mark Ayshford ‘Office Party! - Hey Jim, Just checking in to see if the party invites have all be
Google
Step 2 Sk =
) Click on the arrow to ==m -
— e P
see a small menu. Here e s ey
s ot BE S L i
you can choose the way == mes T =5
emails are displayed in "o |
the inbox. Roll over each -
of the settings to read a o e
short description of how
they work.
wocgle
Step 3 s =

} Choose a display option and
you will see the inbox split into
sections. At the right-hand side

e Frrr
of each section heading, another R € i e
drop-down menu lets you further e PR
customise the section: number of . S

emails to display, etc.

Customise Gmail M

( 3\
s
Inbex (1) ~ Evwverything else
Starred o
[~ 0 lan Osborne Dental appointme
Sent Mail B
Drafts O +r me, Mail (2) Super Nintendo - /
More ~ 3
O ¥ Mark Ayshford Office Party! - Hey
QBDM N = O 3% David Hayward Retro Gaming - I'v,
O ¢ David Hayward GTX Titan GPU -
[ ]

Importance Markers

How exactly does Gmail decide if an email is important
to you or not? The answer, is very cleverly and sometimes
with a bit of help from you. Gmail displays different
coloured markers next to emails to indicate different
types of messages. A yellow marker means that a

message is important. An empty (white) marker means
that the message is not seen as important.

If you want to know why a message was classified

as important, you can hover your mouse over the
importance marker in order to see the main reason why.
To teach Gmail that messages from a certain contact are
important, all you need to do is find an email from that
person and click on the unfilled importance marker.

(" Gmail - c e =)
s i
-
—
s - sred
Ld Dismiss.
More -
P L v Eveymng o o
» O rm i o, 1
me, Mail (2) Supor *
[r— ~ 1
f— i w1
[m— T Tian GBU - i, Thor - !
Marin Smitn Mavis - Hey Jon,
f— P
[——
e . PO
ze
E

Show or Hide Labels

On the left-hand side of the Gmail interface is a list of
your different mailboxes and labels. Preset mailboxes (or

System Labels) include Important, Starred, Sent Mail and
Drafts. It is useful to have links to your labels displayed
here, but you can hide them if you wish. Click on Settings
and then click on the Labels tab at the top of the page.
You will see a full list of all your labels, with a show and
hide link next to each. You can simply go down the list
hiding those labels you don’t wish to see in the sidebar.
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Dealing with Gmail Spam

If you find that spam emails are still getting through the built-in filters
and being displayed with your other emails, you can do several things to
improve detection and removal of these unwanted messages.

Step 2

If you want to remove the spam that is collecting in the spam
mailbox, the spam mailbox will only appear in your labels when
spam has been detected and moved into it, click the mailbox and
then click“Delete all spam messages now”.

Qver 59s Equity Release - AgePartnership.co.uk - Find out today how much equity you could release from your home.
Delete all spam messages now (Messages that have been in Spam more than 30 days will be automatically
do-no-reply AffiliateFuture: Get Me a Ticket - Latest Prizes and Competitions - Gethle ATI
PointShop.co.uk We want to give you 200 points - Unwanted mail? Unsubscribe here Hi Russe

Aqua Classic Card with W. Re-build your rating with up to £1,600 limit | You could have YES in minutes

Dream Marriage Your new matches on Dream Marriage v - Dear Member, Your Dreams have ¢
Step 3 in:spam
IfyOU seea message - Delete forever Not spam - ® -
in the spam mailbox

R Amanda Applegarth (@AmandaApplegart) mentione
which has been moved S &

there incorrectly (i.e. it
is not spam), you can

Amanda Applegarth (Twitter) @AmandaApplegart @chrisste

Amanda Applegarth (Twitter) =n-ehffiner78=tznvy.pbz-710a8@
correct the mistake by tome -

Re pO rt a nd selecting it and clicking & Whyis this message in Spam? You clicked "Report spam” for

Not Spam from the

Re m Ove S pa m Options above lt M Images are not displayed. Display images below
Step 1

Removing spam from your inbox is easy. Click on the message
you want to remove and look for the | button above the message

box. Clicking this will remove the spam message and report it Creatl ng FI |te rS

to Google.
Another way to deal with unwanted emails, particularly if you are
Google - etting lots of emails from one particular address, is to set u
g
Gmail - = a ° 2 Mo | 5o T a filter.
Super Nintendo Inbeor - % Ste 1 14:01 (21 hours ago) -
Inbox BDM Publications <bdmpubsuk@gmail.com> p 4 Reply
et e Open the inbox and find a o Foard
ent Mail 1 Dave,
Drafts I saw this and thought of you! | am worried to even think how many hours we spent on bealing each other's F message from the contact Fiter messages lke this
s you beat me by? 000.1 LOL... . Print
you want to filter. Click on the Add lan Osbome to Contacts list
T oo = message to open it. Click on the Dot s messago
. Block “lan Osbomne”
More button to the right of the Report spam
buttons above the message, and Reportphishing
. i Show original
select Filter Messages Like These Teansiote message
from the menu. Mark as unreas
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S tep 2 ;\:Wmumm.m) .
=

1 In the box that appears, the 5 s

email address of the sender e

will be automatically entered.
You can add extra triggers to
the filter such as certain words gl

or recipient addresses. [ o | et
Next, click Create filter with

this search.

Step 3 from: (ian@bdmpublications. com)

) You can now decide what to [— '

do with messages that trigger e

this filter. There are numerous R

options, and not just options R

) Ay a1 important
7 Never mark t 35 important

for spam messages. For
the purpose of.th|s gwde, .
choose Delete it. Click Create s

Filter to finish.

) Categorise 35! €ooss category.. 3

- o P —
res— | Date of Birth (dd/mm/yyyy)

Ty

Protect Your Email
Address

One of the very best ways of ensuring that spam does
not become the bane of your life is to protect your email
at all times. Entering your email address onto websites
that you don't fully trust or posting the address on blogs
and forums, will almost certainly lead to a whole heap of
spam heading your way. Automated software (bots) scan
through millions of web pages to find email addresses,
which are then used by spammers to flood your inbox
with unwanted emails.

If you do need to write your email on a blog or forum (in
the signature for example), write it in a way that a non-
human reader would not understand. For example, you
could write it as john dot doe at gmail dot com (instead
of john.doe@gmail.com). A human should understand
how to write that email address properly.

Dealing with Spam M

n |
[]

14:01 (21 hours ago) -~ 4 |+

& Reply
= Forward
Filter messages like this
Print

Add lan Osborne to Contacts list
Delete this message

1 Block "lan Osborne”

Report spam

Report phishing

Show original

Translate message

Mark as unread

What is Phishing?

Phishing is the process of trying to find private
information such as PIN numbers, passwords and user
names by trickery. Sometimes spammers create fake
websites that look for example, like a well-known bank’s
login page. You will then get an email pretending to

be from that bank, asking you to confirm your login

or change some settings by clicking a link to the fake
website. When you enter your email and password

on one of these pages, the spammer records your
information and keeps it.

Remember that banks or credit card companies will never
ask you to email them your password or click on links

in emails. If you are in any doubt as to the legitimacy of
an email and the links within, the first thing to check is
the link. Without clicking it, roll your mouse pointer over
the link and look at the information that appears at the
bottom of the browser window. This will show you the
actual link address, letting you check whether it looks
OK. If you really want to check your online bank, open

a new browser window and navigate to your bank’s
page normally.

If the message seems like an attempt to get your
personal information, click Report Phishing from
the message options menu (arrow to the right of the
Reply button) to help Gmail and Google learn from
such attempts.
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Instant Chat on Gmail

You can add and chat to anyone on the Google network as long as they
are using Gmail, iGoogle, Google Talk, Google+ or a third-party client. You
can find the Google Chat controls on the left side of the Gmail window.

Using Chat in Gmail

Step 1

Before you can chat with someone, you need to invite them and
they will need to accept the invitation. The people you invite will
see the invitation above their chat list asking if they'd like to be
able to chat with you.

Drafis Uz

% Share your status. ..

Your status will be visible to everyone you
use Hangouts with.

More ~

v Show when you were last active

Show which device you're on
(phone, tablet or computer)

Show when you're on a video or
phone call on your devices

Notifications
Mute notifications for... -

+' Sounds for incoming messages

+' Ring on incoming phone calls

Step 2

Press the + icon, then in the search box at the top of this menu,
type your friend’s username. If they're already in your Contacts,
Gmail will prepopulate their username. If they are not in your
contacts, type their email address and click Invite to Chat.

Q Emer name, email address or tel. |

+2.  New group

w russ ware
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Step 3

Once someone has accepted your invitation (and if they are
online) you will see a status button to the left of their name in your
chat list, which indicates whether they're available (green); their
name will show in bold if they have sent you a message.

me, Mail (2) Super Nint
ﬁaom +
Mark Ayshford Office Part
S.David Hayward
David Hayward Retro Gam
‘, russ ware David Hayward GTX Titan
Martin Smith Movies - H
David Hayward UFO Spott
Step 4 card on Amazon at the moment. | think w 29 Jan
To chat with someone
. . . fo go see it. Cl )
who is available in your @ Devid Hayward - A x
list, click on their name eroovonastn g s -
and a small chat window ity
will open in the bottom or your Google
right corner of the -
Gmail window. Click the
arrow to the right of the
contact’s name to undock
the chat window.
8
‘ @ |Send a message [ ]




Step 5

} Click in the text box at the bottom of the chat window to start
typing. You can type as much as you like, the window will just
expand. To add emoticons, either type a recognised emoticon
symbol or click the smiley face in the chat box.

@ David Hayward

2
Hi Dave
How are you doing, bud?
Good thanks. Getting through the latest book, nearly done.
Did you watch any movies recently?

Thor Ragnarok, and Shape of Water. Loved both of them.
You?

o I am looking forward to Thor, looks fantastic.

Itis good. | liked the Guardians-like humour that Marvel is
now injecting into its movies.

Diavid = Now

8=

@ Send a message |

Step 6

} By default, Gmail will store a copy of your chats in the chat

history label. These are searchable in exactly the same way as
emails. If you prefer not to keep a record of your chats, go to

Settings > Chat and turn off the option.

R ™ seovo - veutseomt. < R ——
- C (| @ Securs | hos:mail.google.com/mau/0/eseings/chat ORI
Google - IEN # 0
Gmail - Settings - -
m Gonoral Labols  Inbox POPIMAP Addons Chat Labs Offine Themes
- & ogum
Stames

s e e, You can abvys

Sent Mal
Drata
AN Save Changen | Cance

ol th tecod” Leon more

g 100 =
amu.mm
©

06 (1 1558 used
Masnos [EeTemp—

Instant Chat on Gmail

Step 7 i
} Just as we said previously, .
you can chat using a variety
of Google products. If,

for example, you have an
Android phone, you will
probably also have Google
Talk. As long as they use the
same Google account, they
will share contacts.

E Me: Hi mate

‘E‘ bdmandroid: Hi Russ &

How's it going?

Your status will be visible to everyone you
use Hangouts with.

v/ Show when you were last active

|| Show which device you're on
(phone, tablet or computer)

|| Show when you're on a video or
phone call on your devices

Notifications

Chat Status

Your chat status controls your availability to chat with
your friends. You can manually enter your status which
can be viewed by all of your Chat contacts.

To change your status, click the down arrow next to your
picture in the Chat list. Select the status you'd like to
appear next to your name in your friends’ chat lists. By
creating a new status message, which appears beneath
your name in your contacts chat list, select Custom
messages from the status menu.

Your status message can be anything you want, from
your favourite quote to a simple note to say you're hard
at work or away from the computer. To clear your custom
message, click the text under your name in Chat and
delete it or select another message from the status drop-
down menu.
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Gmail Conversations

Gmail groups all replies with their original message, creating a single
conversation or thread. In Gmail, replies to emails (and replies to those
replies) are displayed in one place. Here’s how to use Gmail conversations
to their best advantage.

Step 1

When you open one message in a conversation, all of your
related messages are stacked neatly on top of each other, called
Conversation View. In Conversation View, each new message
is stacked on top of the ones that arrived before it, so that the
newest message is always the one you see first.

Gmail Conversations nbox  x B &

Russ Ware Hi Mate, Have you seen the conversation settings in Gmail? It makes reading e 13:38 (24 minutes ag

m russ ware Yeah, but you can also split . Or even mute a you a 13:39 (22 minutes agt
Russ Ware 13:49 (13 minutes ago) 4 Reph
to me [~

Really? | didn’t know that. How do you mute a conversation?

Russ

From: russ ware

Sent: Monday, April 07, 2014 1:39 PM
To: Russ Ware

Subject: Re: Gmail Conversations

Step 2

To see all the messages in a conversation, just click the Expand
all button. A conversation will break off into a new thread if the
subject line of the conversation is changed, or if the conversation
reaches over 100 messages.

ES w0 Y
2of10 £ > B - Q-

B&E

29 Jan (1 day ago)

29 Jan (1 day ago) -, -
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Step 3

If you like, you can change this setting so that replies aren’t
threaded into conversations but appear as individual messages in
your inbox. To do so, go to the General tab of your Gmail Settings
and check the box next to Conversation view off.

Settings
General Labels Inbox Accounts and Import Fiiters and blocked addresses Forwarding and POP/IMAP  Add-ons Chat Labs Offiine

oc view on
Conversation view off

gousas
Send and Archive: Show “Sand & Archive® buttan in reply
Leam more (O Hide "Send & Archive™ button In reply
Desktop Notifications: Click here to enable desktop notifications for Gmail.
New mail - Notify me when any new message arrives in my inbox or primary tab
yourdesion when new el messages arivel Important mail notifications on - Notify me only when an important message arrives in my inbox.
LS (@ Mail notifications off
Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you click successively. To leam t

searsh, haver your mouse over he irmage.
Presels: Astar dstars allstars

In uso:

Notinuse: & Kk & & W B v E H @
Keyboard shortcuts: (© Keyboard shorteuts off
Leam more Keyboard shortcuts on
Buttan labals: ©leons
Leam more Text
My picture: Change picture g Visible to everyone
Leam more Visible only to people | can chat with

v : If you have a Gocgle Profile picture then it s always visible to everyone,

Step 4

If you're part of a long message conversation that isn't relevant,
you can mute the conversation to keep all future additions out of
your inbox. Open or select the conversation and click the More
button above your messages. Select Mute from the options.

1 m- [ More = 1of10 > = -

Mark as unread
Inbox  x

Mark as not important

Jlications com> Add to Tasks 29 Jan (1 day ago)
Add star

'ou I've booked Tuesday, 6th February off, so | Filter messages like these

Mute

&

Terms - Privacy

Last acoount activity: 2



Step 5

1 If you need to find a muted conversation or if you accidentally
muted a thread, don't worry. Muted messages are not marked as
read and are still searchable. You can type is:muted into your Gmail
search box to find all muted conversations.

|e | is:mute - n

Q,  is:mute

G Search the web for "is:mute”
a | ——

» Starred

Shift + Enter

~ Everything else

me, Mail (2) Super Nintendo - Address not found Your message wasn't delivered tc
Mark Ayshford Office Party! - Hey Jim, Just checking in to see if the party invites have
.
David Hayward Retro Gaming - I've got some great retro gaming hardware from eBay.
Hayward
David Hayward GTX Titan GPU - Hi Jim, There's a great deal on Nvidia GTX Titan grz
o
Martin Smith Movies - Hey Jim, When's the next Marvel film coming out? Would be
Step 6

1 Conversation View in Gmail can be confusing at times.

To make things clearer and focus on a single reply, you can open
a single email from a conversation string. To do this, open the
Conversation and click on the top-right options Arrow (next to
the Reply button).

& B

29 Jan (1 day ago) - D
« Reply
= Forward
be good to go see it
Filter messages like this
Print
Add Martin Smith to Contacts list

Delets this message

Block "Martin Smith"
Report spam
Report phishing
nfidential and intended Sh iginal
. om they are addressed. 0w original

not copy it, re-transmit
mit to the sender

tem. Papercut Lid

nts of this message. Any
the author and do not

Translate message

Mark as unread

Step 7

} From the menu choose Print. This will open a single email in

a new tab or window. Close the print dialog window or press
escape. The tab stays open so you can refer to the email and keep
it open.To open a whole email conversation in a new tab, press
Ctrl when you click on the email.

L] L] .- ¥ - Mora
Office Party! Inbux

9 Mark Ayshford <mark@bdmpublications.com™
tame =

Hey Jim,
Just checking in to see if the party invites have all been confirmed now? Twenty five people at the last count!

Chieers
Mark

Mark Ayshford
Director
Black Dog Media Limited

Gmail Conversations M

& 2\
Settings

General Labels Inbox Accountsand Import Filters and blocked addresses Forwarding and POP/IMAP  Ad

Button labels: © Icons
Leam more 7 Text
My picture: Change picture g Visible to everyone
Leamn more " Visible only to people | can chat with

v : If you have a Google Profile picture then it is always visible to everyor
Create contacts for auto- © When | send a message to a new person, add them to Other Contacts so that |
complete: Il add contacts myself

Importance signals for ads: ‘You can view and change your preferences here.

Signature: (O No signature
(appended at te end of all sutgoing messages) ()

Gmail Usability Tip -
Text Buttons

If you are not a fan of the icons within the grey buttons

that appear at the top of Gmail when you select an email,
you can now set them to more descriptive text. To do so,
click the top right cog and select Mail Settings; then in
the General tab, scroll down to Button Labels and check
the Text option. Save your settings and the icons on

the buttons will be replaced by text or have text added
alongside the icon (as on the Reply button).
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Using Inbox by Gmail

Inbox is an email client from Google, to run alongside the old email
system. Inbox works differently to Gmail in several key ways but the most
important change is the way which it identifies and groups your messages.
Here’s how to make the switch from Gmail to Inbox.

How to Get Inbox

At this point, Inbox is an optional addition to your Google account,
so you will need to request access to it or be invited.

Step 1

If you know anyone already using Inbox on their Android phone,
you can ask them to send you an invitation. Each user of the
service has invitations they can send out via email. You can then
download Inbox for Android.

£ Inbox

The inbox that works for you

Step 2

You can also request an invitation directly from Google. Send an
email to inbox@google.com and wait for a reply. You might not
receive an invitation straight away but you should do within a
few days.

X I © Vv

Re: Invite

inbox@google.com 220ct
to me ‘

Thanks for requesting an invite. We'll send you one as soon as possible.

Your friends at Gmail
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Step 3

Once you have Inbox on your Android or iOS phone, you can
access Inbox on your computer at www.inbox.google.com. If you
want to send your friends an invitation, click the + button and
choose Invite to Inbox.

®  Promos e The Heslth Lotery, Receprional Digial Marketing, Fit Brans, zavwl.com, LatsLuury.co

W Purchases 5+ Google Play. Tesco Food and Wine, easyel. Your Bank Orde, MandM Direct, Amazon
e
Scribblenauts Remix * J
ah  Soclal (25+ Facebook Twiter. Popular In your network, Facebook, Twitter for Business, Facebook
M Updees Google Alert corvey WGBS, Shar ot Anglian_Win
WMo NatWest, 02 Billing, eSpares, Google Dilling, Virgin Media Vodafone. no_reply. Vang,
FH Travel 20 TripAdvisor. TripAdvisor. Dooki Booki affliates, tions. suntran
M Foms 05 wSpates, Finlus, Finhux, Darts Offers, Loy Bank, Tiekeimasi
e soperS il

leem3

B POF




Inbox Labels

Upon opening Inbox for the first time, you will notice that it looks
very different to Gmail, with messages sorted by label.

Step 1

Labels are like individual inboxes, used to quickly sort different
types of emails into sections. Labels include Promos, Social, Finances,
Purchases and Travel. Marketing emails from online stores will go
into Promos, while invoices go into Finance, for example.

‘ Promos (25+)

The Health Lottery, Receptional

- Purchases (25+) Google Play, Tesco Food and W

Scribble

-n Social (25+) Facebook, Twitter, Popular in yi

F Updates (25+) Google Alerts, panelbase.net st

m Finance (21)

NatWest. 02 Billing, eSpares, G

Step 2

You can move emails in and out of labels, create your own
customised labels and choose when you want to see them in your
inbox. If you don't want your emails grouped together, you can turn
off bundling so that messages show up individually instead.

Social & &

Today

e Facebook

o Popular in your network

Do you know Shona Brooks, Courtney Palmer and 8 others? -

Follow Yasmine Boult, G and Christian Grey on Twitter! - Russ Ware Some people you

@Glinner tweeted: Haha! The planet we live on is dying! - Popu

Yesterday

e Popular In your network @sundarplchal weeted: Exclted o announce dates for Google 1/0 In San Franclsco on ...
G Popular in your network @BrandonCyrus tweeted: HAPPY PRETTY LITTLE LIARS DAY! - Popuiar in your netwo.
0 Popular in your network @ArchDigest tweeted: Inside the glamorous New York City penthouse of Stephen and ...

G Popular in your network @ravenmaster! tweeted: Sing a song a sixpence, a pocket full of rye! - Popular in your

This month

G Facebook

o Popular in your network

Russ, you have 4 new notifications, 32 friend requests and 1 photo tag - A lof has happ
@LumiaUK tweeted: Let's have #LoveUninterrupted this Valentine’s — silence your #Lu...

[ -

Wiahinar Trark and anstimizn stha narfarmancn of e Tamate with Tudstne Anahsice |

Using Inbox by Gmail &

Step 3

You can see if there are any new emails in your labels without
even opening them. After the label heading, if there are new
messages inside, you will see “1 New" or“2 New" When you open
the label, new emails are shown separately at the top.

o Russ Ware Billing ~ Russ Ware Group Editor Black Dog Media Limited Mobi 12718 Email: ru
Promos o
Toda

o The Health Lottery Want a Free Ticket For Friday’s Diaw? Claim It Now! — Having liouble seeing (his email?
° Roceptional Digital Marke. 154 Incredibly Uscful Tips From SESLondon 2015

e Fit Brains Valentine’s Day Sale - Fit Rrains Valentine's Nay Salel Did you know that the emotion of
. zavvi.com Last Chance Dox Set Blow Out - Cxtra £5 Off | Xbox One Games Price Crash | Ferrari Il...
@ LateLuxury.com Sardinia, Hertfordshire, Lake District, Sutfolk, Vietnam and more — Hand picker

Step 4

You can move emails in and out of labels easily and you can also
pin emails to make them easier to find later. To move emails out
of a label, open the message and click the three dots to see the
“Move to"menu. Click a label name or click“Remove from..”

ound for long

Move to
. Millions of reviews to help you plan and | # B&n
f1sor

@ Spam

F  Remove from Travel

EXT) to Faro (FAO)

ity found by travellers. ™ All fares shown are round trip

Bundled in the inbox
W Purchases

Feb Mar Apr i1 Finance

ul
Lowest price™ £261 £275 £111 2 Social
Average price £377 £355 £2227 M Updates
:28:42 EST

My Forums
Update the routes =

+ Create new
lirfares from Exeter

itly found by travellers.™ All fares shown are round trip

£92 Palma de Mallorca £135
£149 Minorca £193
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Step 5

1 To pin a message in a label, open the message and click the
pin icon in the top bar of the message window. You can also pin
multiple emails by rolling over the icon in the message list, then
checking the box next to each one you want to pin. The pin icon
appears at the top.

Back 7 selected I O v

Pin to the inbox }—

Billing - Russ Ware Group Editor Black Dog Media Limited Mobile: 07791

D Russ Ware

Promos

Today

The Health Lottery Want a Free Ticket For Friday's Draw? Claim It Now! — Having trouble s¢
Receptional Digital Marke. 154 Incredibly Useful Tips From SESLondon 2015 — View this email in y
Fit Brains Valentine's Day Sale — Fit Brains Valentine's Day Sale! Did you know that
zavvi.com Last Chance Box Set Blow Out - Extra £5 Off | Xbox One Games Price |
Latel uxury.com Sardinia, Hertfordshire, Lake District, Suffolk, Vietnam and more — Har
Travelzoo This Week's Top 20 Travel & Entertainment Deals — Miami, [biza, Greec:
Cartomizer Outlet Vaping Special For Valentines Day — Up fo 15% off everything with discc
D usc Get it on Time! | Valentine’s Day Gifts for Him and Her! | Plus 20% Stu
M1 Fhuvar mam 01 Duseall Dhiline 2%n | FN Manitar anls £00 00 + Eraa Nalivans _ Hauin:

Gmail and Inbox
Interaction

Your emails are synced between Gmail and Inbox, so in
general, what you do in Inbox also happens in Gmail.
Here are a few important examples:

- Moving an email to Trash in Inbox deletes it in Gmail.

- If you create or delete a label in Inbox, it will be created
or deleted in Gmail.

- When you automatically add emails to a label, or choose
the “Always do this” option when moving emails, a filter
will be created in Gmail.

Features that are only in Inbox won't carry over. Here are
a couple of examples:

- Reminders won’t show up in Gmail.

- Pinning an email has no effect in Gmail.
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Setting Inbox Reminders

Inbox not only lets you keep track of emails more easily but it also
lets you create and view reminders from the same interface (the
inbox). Here's how to create reminders and use the snooze option.

Step 1

) To create a new reminder, open Inbox and tap the red Create
New button floating at the bottom of the screen. Select Reminder
from the icons which appear. You will also see frequent contacts
listed here.

v
Fares to Faro, found by travellers like you. ...

Bank, Ticketmaster, musicMagpie

DOOO P

Step 2

1 Type in your reminder or choose a suggestion that comes up as
you type. If you want to be reminded at a certain time or place,
click Snooze. Click Save to finish. Your new reminder will be pinned
in your inbox.

o o+ S

@  calRuss
@  call Comeast
Q call gym

call Mom

call Verizon



Step 3

If you clicked Snooze, there are some additional options to
choose from. There are default quick options such as Later Today,
Tomorrow and Next Week, or you can tap Pick Time & Date and
choose a specific time to be reminded.

Snooze until

Later today

Tomorrow
Next week

Some day

[E]  Select date and time

Q@  Select place

Snoozing Emails

Snoozing allows you to quickly postpone dealing with an
email until later in the day, helping you keep track of important
messages that you can't deal with straight away.

Step 1

Open an email or reminder. At the top of the email, select Snooze
and choose a snooze option such as Later Today or set a time and
date. You can also snooze right from your inbox by swiping left on
the message.

e Games Price Crash | Ferrari Headphones ©

Snooze until..

Later today 18:00

Tomorrow hu, 07:00
VERY OM EVERYTHING

Next week Mon, 07:00
Some day

b TECHNOLOGY MEM

E]  Select date and time

@

Select place

Using Inbox by Gmail &

Step 2

If the email is something you might want to check out later,
choose Someday from the Snooze options. You can then go back
through your Someday list later and decide what to do with them.

©

&« Selectdate and time e

February 2015

P"'LOv

11qits 2 3 4 5 B 8
:°1:131415

w

w

Step 3

You can add a reminder note before you snooze an email. Open
the email and click Pin. Type where it says “Remember to.." at the
top of the email and then click Save. Now click Snooze and choose
an option.

clean

Travelzoo (o me

Travelzoo Weekly Top 20

Every week we search mere than 1.000 companies worldwide
for their very best deals and compile the Travelzoo Top 20(R).

Step 4

To view all of your snoozed emails, go to the main menu in the
top left and choose Snoozed.
When it's time for your email or reminder to come back, it will
show up at the top of your inbox.

K Inbox
m Sardinia. Herlfordshire, Lake Distiici, Suffolk, Vietnam and more

Snoozed

Done

<

Last Chance Box Set Blow Out - Extra £5 Off | Xbox One Games Price Crash | Ferrari H
Drafts
Google Alert - Samsung Galaxy
Sent

€ VvV D

Reminders

Din

spam
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Create Tasks from Gmail

One of the most useful planning tools Gmail includes is the ability to
create tasks from any message you receive. This tutorial will show you how
to use this little know feature of the Gmail application to its full potential.

Step 1

Open Gmail on your computer and find the email you want to
create the task from. Open the email or select it by checking the
box next to it in the main inbox list. Both actions will bring up
several new options along the top of the email pane.

Google - KN
Gmail - =i a o | .- ¥~ More
| comom | trread
Inbox (1) z e
soma
s « Evaryting ase
- p— T g
Moro= Mark Ayshford Offics Party! - Hey J
ﬁnnm + David Hayward Retro Gaming - 've got 56
FYo— e pe——
@) s vare Martin Srith Movies - Hor
T R
—t e e e
s e e R it

Your Google dsta it your aata. The Google data archiva That you started on 25 Jan

068 (03 of 15 68 usna
[

Step 2

Click the More button at the top and then click Add to Tasks. You
can also use Shift-T. When you do this a tasks list panel will appear
in the bottom right corner of Gmail. Any tasks you have added,
from any source, will be listed here.

-IE8 # 0%

i o B m N o = G
Mark as read A
Mark as important
o russ waro followod you back on 500 Whal's now with russ SEE WHAT'S NEW Ur 6Fob
Ad 1o Tasks
Add star
1-909
Filtor mossagos ke those
avid (3) Super Nintendo - AR tho memoria Wi s00n, in proparation for tha naxt game - Wk 30Jan
ayshiord Office Party! - Hey Jim, Just checking in to see if the party invites have all been confirned now? Twenty five people at the | 26 Jan
Hayward Retro Gaming - I'va got some greal ratro gaming hardware from eBay. Classic systems and consolas, as well as spares for 29 Jan
Hayward GTX Titan GPU - Hi Jim, There's a greal deal on Nvidia GTX Tilan graphics card on Amazon al the moment, | think we sh 29 Jan
smitnh Mavios - Hoy Jim, When's tha next Marvel fim coming out? Would be good 10 o e i Choars Martin Martin Smith Group 29 Jan
Hayward UFO Spotted in Devun - Hi Jim, Did you see the UFO Wral vas flying low over Devon last night? Ll me know if you gola v 29 Jan
+Galo Confirmation of Email Address - Hi, Just a quick omail to confirm your omail with my databasos and vieo verea. Kind rogarc 20 Jan
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Step 3

The latest task will be shown at the top, labelled using the
subject of the email. Click on the arrow next to the task title and
you can change details such as the due date, add notes and move
it to a different task list if you have one.

1al on Nvidia GTX Titan graphics card on Amazon at the moment. | think we sho 29 Jan
film coming out? Would be good to go see it. Cheers Martin Martin Smith Group 29 Jan
e the UFO that was flying low over Devon last night? Let me know if you gota v 29 Jan

juick email to confirm your email with my databases and

Tasks: BDM Publication... _ 7~ X

nanged Hi BOM, The password for your Google Account [ russ ware followed you back on

Google+
e Related emai
scount, your data. The Google data archive that you start .
¥ 9 ¥ [ Super Nintendo
Related emai
18 - Privacy O >

tem deleted.
View recently deleted items.

Step 4

To show a task as
completed in the list,
check the box next to
it. The task will stay in
the list as a reminder.
If you want to remove
a task from the list,

night? Let me know if you got a v 29 Jan

1ases and

Tasks: BDM Publication... _ A

2 Account ¢ Back to list

|
t you start [ Office Party!

) ) 14 February 2018 E®
select it and click | |
the trash icon at the Notes
bottom of the Tasks
pane. Once a task is
removed, it cannot be 1 Related email &
restored. :
« Back to list
Actions » + i =»



Step 5

Once you add a due date to a created task, it will appear in your
Google Calendar on that date. If you go into Calendar and can't
see the task, make sure that the Tasks option is highlighted in the
left-hand sidebar. You can change the colour of shown tasks using
the drop down menu.

6 [ 7] 8 9 10

13 14 15 16 17
W Delete
o000
(L 2 X 1]

20 21 23 24

Step 6

When the Tasks option is selected in Calendar, a new sidebar will
open on the right to show all tasks. You can manage tasks from
here or from in the main Calendar panel. If you don't want the
sidebar to be displayed, click the X to close it.

= Google Calendar tooar ¢ > February 2018 O Mo - £ o0 Y
Sun Mo T wd Tha Fi sat

i DR E EY a 1Fed 2 3

sow T owoToE s prer— o thamtanch weh e

Woww o ow oW ow

- . 0 i 5 =
Acd 1 friend's calendar +
o .

BOM Pudications
andsys

8 Reminders

Other calendare N

8 Holdays n United Kingdom

% % 2 % Mar 2 s

Step 7
Once you have created a task from an email, go back to the Tasks
panel in Gmail where you can add additional tasks as part of that
main task. To show that the task is a sub-task, you can indent it.
Click anywhere in the tasks panel and hit Enter to add a task.
wooge M < |
Gmail - = o W ey ®- e

LK Gmail - Tasks

Inbox (1)

Officg & Secure | https://mail google.com/mail/u/0)/?ui-?Rview-biopRver-Tqarjayb7df.

Tasks: BOM Publications's st

Staog ? | Baskilist
Sat Mal O Offce Party

Orats [ue date = e last countt
More =

Hanm - +

& vavid Hapvard 1 Relatod omall i

Move tolist v
@ roovere by

Create Tasks from Gmail M

Step 8

Select the new task and type a title. Like any other task, you can
use the arrow to go in and set a due date and notes. Go back to
the list and highlight the sub-task. Click Actions and then select
Indent. The title will indent, showing that it is part of the task
above it.

Tasks: BDM Publications's list

-
1 «Back o list

[ Office Party!

T —

‘Nmes

1e last count!

Tab
+ Shift+Tab
8+Up
ward 2+Down
Shift+Enter

Help

Email task list

Print task list

View complated tasks
Sort by due date

Actions Popine + m = he f th Aivis

Step 9

To remove an email association from a to-do item in Gmail Tasks,
highlight the desired task (click anywhere in its title, for example).
Press Shift-Enter and then click the X next to Related email option.
Once the related email is removed, it can't be added again.

The conversation has been moved to the bin and will be permanently deleted in 30 days. Learn more Undo

. & L ot <
Google+ Inbox  russ ware followed you back on Google+ - You've follawed cach other. See what's new with rus
me, David (3) inbox Super Nintendo - Ahh the memories. I1l have to dig out and dust off the old Wi soon, in preparatio
russ ware Let's chat on Hangouts!
an Osborme Mutsd ! Dental appointment - Just a short note to remind you fve booked Tuesday, 6th February off, so |
David Hayward inbox Retro Gaming - I've got some great retro gaming hardware from oBay. Classio systoms and conse
David Hayward inbox| GTX Titan GPU - Hi Jim, There's a great deal on Nvidia GTX Titan graphics card on AMmazon at th
Martin Smith Inbox  Movies - Hay Jim, When's the naxt Marvel film coming out? Would be good to go see it. Chaars M
David Hayward Inbox UFO Spotted in Devon - Hi Jim, Did you see the UFO that was flying low over Devon last night? Li
James Galo inbox Confirmation of Email Addrass - Hi, Just a quick amail to confirm your email with my databases an
Google Inbox  Your password changed - Your password changed Hi BOM, The password for your Google Accoul
Google Download Your Data Inbox Your Google data archive is ready - Your account, your data. The Google data archive that you ste

Terms - Privacy
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Schedule Gmail Messages

With an additional bit of software, Gmail can be set up to send specific
emails at scheduled times. This is particularly useful if you are sending
emails to recipients in different time zones, to reach them anytime.

Step 1

The first thing you need to do is download and install the
Boomerang software for Gmail. Open your Chrome browser and
search for “Boomerang for gmail”or point your browser to www.
boomeranggmail.com. In addition to letting you schedule emails,
Boomerang offers several other features that we will look at here.

’ \ BOOMERANG FOR GMAIL IS HIRING! HELP  PRICING  INSTALL

Schedule an email to be sent later. Easy email reminders.
Boomerang for Gmail lets you take control of a s
) ) Add this to your Gmail!
when you send and receive email messages.
i T i pps B £ €
P Mike Kaiser = vy =

Step 2

With Boomerang installed you will see a new Send Later button
with a Boomerang icon. You can now write an email when it's
convenient, then schedule it to send automatically. Just write the
message as you normally would, then click the Send Later button.

Google -
omai- B © C | |-
== e
nbox ) 1 locewurarewu  arm
ad = | Thank you for installing Boomerang. e
st
oo o® Lt take you on a tour of Boomerang features inside Gmail fortna natgama - Wh 300
sk o fo s wetss et 29080
[—— P——
oo e roment (mickweshe 200
P
L T I Fin i S Grop 28
Fr—
Py = e vooviyougetay  z8en
o« eovass Knrogm 7890
= T
o fod on 25 January 2018 25 Jen
sonpt
e - e
PR IEN
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Step 3

From the popup menu, schedule the sending time with either
the handy calendar picker or text box. The smart menus display
your most frequently used scheduling times for easy access.
Boomerang will then automatically send your message at the
chosen time, without you having to worry about it.

Super Nintendo - Afh the memories  David Hayward
Retro Gaming - 've got some reat | g oot fckets
GTX Titan GPU - HiJim, There'sa g g, 4

Movies - Hey Jim, When's the next i | have managed to get tickets for the midnight screening of Black Panther, can you make it?

Cheers
UFO Spotted in Devon - Hi Jim, Did
Jim
Confirmation of Email Address - Hi, Boomerang thie: £
In 1 hour
Your password changed - Your pass In 2 hours
In 4 hours

fa  Your Google data archive is ready -
Tomorrow morning

Tomorrow afternoon

In 2 days
In & days
In 1 week
In 2 weeks
In 1 month

At a specific time:

Examples: ‘Monday 9am’, “Dec 23°

n O L Y ] Coiem |

Step 4

You can also set up email reminders. This means taking messages
out of your inbox until you actually need them. At the scheduled
time you chose, the software will bring it back to your inbox,
marked unread, starred or even at the top of your message list.

- I
- o [ [ m N Mo~ | ™ Boomerang 1ot <

Retum Comversation to Inbor: (£ &
russ ware followed you back on Google+ imox Only i nobody rosponds

In't hour 14:48 (20 hour
In2 hours

In4 hours

Gaogle+ <noreply-16122d69@plus gaogle com> Linsubsssite
tome -

You've followed each other. See what's new with russ | Tomorowmoming

Tomorrow aftemann
4 oays
52 In1 wook
Unsubseris from these emais. 1n2 wesks
Google LLG, 1600 Amoéhoatro Plowy. Mouniain View: GA 94043 UBA In 1 month

Ala

£ . D
7 RC——— 292018 800 AM
Rangorm tims +
0GB (0%) o/ 1588 used o - P
Branaga [y



Step 5

This function is useful to remind yourself about stuff that is weeks
or months away but you may forget why you wanted to keep it
in the first place. You can attach a note to the message as you
schedule it. When the message returns to your inbox, your note
will be added to the email thread.

Bl a [} .- - More - 4™ Boomerang

[ ]

Movies Inbox  x Enter the note to yourself below.

o Martin Smith <manin@papercutlid.co.uk>
Y tomer

Hey Jim,

When's the next Marvel fim coming out? Would be good to go see it

Cheers v
This note will eturn with your message.

=N

Martin

Martin Smith
Group Senior Designer
Papercut Limited

Mobile: 07718 923473
Email: martin@papercutitd.co.uk

This email and any files transmitted with it are confidential and intended

solely for the use of the individual or entity to whom they are addressed.

If you ars not the intanded recipiant, you should not copy it, re-transmit

it, use it or disclose its contents, but should retum it o the sender

immediately and delete your copy from your system. Papercut Lid

does not accept legal responsibility for the contents of this message. Any

views or opinions presented are solely those of the author and do not

necessariy represent those of Papercut Ltd.

Papurcul LI, Registered in England and Wales No. 04308513, VAT Registration No, 785 6278 72

Waf | Cickhere to Reply or Forward

Boomerang Extras

Boomerang is a useful and rather powerful tool that can play an
increasingly important part in how you use your Gmail account.
Here we will be looking at some of the extra functionality it offers.

Step 1

One of Boomerang's other useful features is tracking responses.
When writing an email, you can set Boomerang to give you a
reminder if you don't get a reply after a certain amount of days. If
the message comes back to your inbox without a response, you
can then react by sending another email to follow up.

I've got tickets Inbox  x

L H BOM Publications <bcmpubsuk@grmil.com>
Stared to David -
Sent Mall Bud,
Drafts (2) | have managed to get tickets for i Boomerang this: % 1youmake 2
More - Cheers In 1 haur
In2hours
Inanours

Jim
k B0M +
LV
@ s vere in2daye
In 4 days
In1 week

In 2 weeks
In 1 month

Tomorow moring
Tomorrow afternoon

At specific time:
Examples: Monday s, “Dec 23

2912018 8:00 AM

- K
==

David Hayward <david@bdmpublications. com>
tome =

Boomorang s in 2435~ noresy - (R

Sounds like a plan! What's the date?

Schedule Gmail Messages M

Step 2

You can schedule your follow-up message as you're writing
the original email. If the person replies to your original email,
Boomerang will detect the response, and will not send the second
email. If they don't reply, the software will send the follow-up
message automatically, without you having to think about it.

Vg 20N Publications debmpubekeignsd cor> 1162
o David I+

Oh hang on, in my exeitement | forgat to write it down! Sorry mate, give me a see

L PRS-

I

EN: et B<0
==

Boomarang ths in2days~ Wnoreoly [l

Step 3

You can also send recurring emails. All you have to do is write a
message as you normally would, then click Schedule Recurring
Message from the bottom of the Send Later menu. From the
menu, you can then choose the start date, frequency, day of the
week to send and end date..

Compose Mail - bdmpubsuk@gmail, To Cc Bee
russ ware followed you back on Goo Subject

Super Nintendo - Ahh the memories

Send Message o
Rotro Gaming - 'vo got some great |

In1 nour
GTXTHan GPU - Hi Jim, Theresag " 2o

In4 hours

Movies - Hey Jim, When's the next |
UFO Spotiod in Dovon - Hi Jim, Did
Gonfirmmation of Emall Address - HI, |
Your password changed - Your pass

urData  Your Google data archivo is roady

Step 4

Tomorrow moming
Tomorrow aftemoon

In2days
In4days
In 1 week
In 2 weeks
In 1 month

Ala specific lime:
Exampios: Wonoay sam’, Doe 25

2w2018800AM T
73 Schedule recurring message = @
P oot e~ roron ~ €2 A B

To remove Boomerang from your computer, first uninstall the
plug-in from your browser. Now revoke Boomerang's access to
Gmail data. Right click the Boomerang icon in your browser and
click Manage Extensions. Now disable Boomerang and then click

the Bin icon to delete

Extensions

Allow in incagnite

4om, Boomerang for Gmall 127
-

it.

Developer mode

¥ Enabled 8

The ultimate email productivity tool. Send later, track responses, and use Al to wiite

better emails.
Permissions  Details

Allow in incognito

E Docs 010
S —

! Enabled 5]

The Complete Google Guidebook 69



G Gmail & Google Calendar

Gmail Tips and Tricks

You can be up and running with the basic Gmail in seconds, or you can
spend ages customising it and getting it set up in several different ways.
Even if you have been using Gmail for a while, there are probably dozens

of tricks that you never even knew were possible.

Add Stars to Messages

You can mark a conversation or message that appears next to
the item in your inbox with a star. Stars can be an eye catching
way to mark a special message or even a great visual reminder to
follow up on an item later. Stars will only appear to you and not
to anyone else, so you won't offend your friends by starring their
messages rather than reading them. To star a message from your
inbox, just click the Star icon next to the sender’s name. You can
also add a star when reading a message by clicking the icon on
the top right of the message.

Accounts and Import  Filters and blocked addresses Forwarding and POP/IMAP  Add-ons Chat Labs O
Drag the stars between the lists. The stars will rotate in the order shown below when you click successively. To |
ssearch, hover your mouse over the image.

Presets: 1star 4siars all stars

In use:

Notinuse: % % Kk K& & W B + W H B

(O Keyboard shortcuts off
" Keyboard shortcuts on

O lcons

~ Text

Change picture g Visible to everyone
~ Visible only to people | can chat with

v : If you have a Goegle Profile picture then it is always visible to everyone.

© When | send a message to a new person, add them to Other Contacts so that | can auto-complete to the:
~ I'll add contacts myself

You can view and change your preferences here.
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Customise Display Density

Gmail automatically adjusts
the amount or “density” of 101 < > | gm v -
information on a page when
you adjust your browser v Comfortabla
window or when you use Cosy
different sized screens. If you
prefer a denser view whatever
size your monitor, you can set

Display density:

Compact

Configure inbox

a limit on your Default Density. gl Setinee
This setting reflects the lowest Themes
density (the most space) AINILE ) Gt add-ons
permitted for your account. Sen foodback
Choose how many messages "

elp

are on your screen at a time
by clicking on the gear icon
and then selecting from
Comfortable, Cosy

or Compact.

Voice and Video Chat

With Gmail, you can now use voice and video chat services such
as Google+. From within these services, you can have an actual
conversation with someone or even chat face-to-face over video.
To get started, download the voice and video chat plug-in from
www.google.com/chat/video, quit all open browser windows and
install the plug-in. Sign in to Gmail, Google+ or Chrome OS device.

Gmail Setup (25%)




Labelling Your Emails
Labels help you organise your messages into categories such

as work, family, to-do, read later, jokes, recipes, etc. Labels do all
the work that folders do but with the added bonus that you can
add more than one to a message. Only you can see your labels, so
whether you mark a message with “Best friend” or “Read later’, the
sender will never know. You can create a new label for a message
in your inbox by selecting the box next to the message, clicking
the Label button above your message list and then clicking

Create New.

o []
Inbox  x

H
i and thought of you! | am we

H
i and thought of you! | am we

david@bdmpublications.com

. Il have to dig out and dust

irnative 05 Titles
itd

176
mblications.com

.- % -

Move to:

Social
Promotions
Updates

Forums

Spam
Bin

Create new

Manage labels

Clean Up Your Inbox

You can use the Move To button at the top of your inbox to easily
move a message out of your inbox and add a label at the same
time. If you have lots of labels, you can pick the one you want by
typing the first couple of characters and letting auto-complete
find the right one, or alternatively create a new one.

More ~

3,

ation for the next game - WHERE

New Label

Please enter a new label name:

" Nest labal under:

Craatn

Cancal

Gmail Tips and Tricks M

Search Your Mail

It can be a pain to scroll through hundreds of old emails just
to find the one you need, which is why you might want to
try searching for it instead. For example, if you're looking for a
message that contains the word “shopping’, simply type “shopping”
in the search field and click the Search button. Your results will
be displayed with your search results and within the message
highlighted in yellow. If you're having trouble finding the result
you want, you can refine your query by clicking the small arrow in
the search box and entering your criteria in the appropriate fields.

ser Nintendo - bdmpubsuk: X || |

@ Secure | https://mail.google.com/mail/u/0/#inbox/1614218ae202a50a

o g

David Hayward
david@bdmpublications.com

david@bdmpublciations.com

G Search the web for "Dav" Shift + Enter

BDM Publications
Hi Dave, | saw this and thought of you! | am worried to even think how many h...

BDM Publications
Hi Dave, | saw this and thought of you! | am worried to even think how many h...

David Hayward <david@bdmpublications.com>

tome [~

Ahh the memories. Il have to dig out and dust off the old Wii seon, in preparation for the next game - WHERE | BEAT
vard

David Hayward

Group Editor Alternative 05 Titles

Black Dog Media Ltd

Tel: 01626 362264

Mobile: 07534660976
Email: davidébdrpublications.com

Web: bdzpublications.com
Tuitter: spMPub

FaceBook: BDM publications

Black Dog Media Ltd
Ashfield Lodge,

12 Terqguay Read,
Newton Abbot,
Devon

Tal2 4an
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3 Gmail & Google Calendar

Google Calendar

Google’s free online calendar app is perfect for keeping track of all the
important events in your life. And if you use other Google products such
as Android or Gmail, you can set things up so that everything integrates

and syncs perfectly and with barely any effort.

Creating Events

There are three ways to create a new event on the desktop version
of Google Calendar. Which method you use depends entirely on
which you find easiest or most convenient.

X Add title

30Jan2018  9:00am to 1000am 30Jan2018  TIMEZONC

() Allday Doesrit repeat -

EVENTOETALS FNODATME  guesTs

Q Add location Add guests

P addconferencing ~

Guests can

[0 Modify event
Invite others.

M seeguestlist

L) Notification ~ 30 minutes. X
ADD NOTIFICATION
[ bdmpubsuk@gmailcom @ ~

@ Busy - Detautusbity - )

= B B 1r U E= oxX

Add description

= Google Calendar

5> January 2018 Q ow- @ 0 Y

Click on the Date

1 Open the Google Calendar screen and scroll to the date and time
where you want to mark an event. If you need to look far ahead,
click on the month view button at the top of the screen. You can
then scroll through whole months by clicking the forward and
back arrows, also at the top. If in Week view, you can click and drag
on the event location if you want it to spread over more than a
single hour. If in Month view, you only have the option to click,
although you can change the length of the event afterwards. Type
the title and event time for your new event in the box. Finally, click
Create event to publish the event to your calendar immediately or
click Edit event details to add additional information.
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Using Quick Add

1 To use Quick Add simply type “Q" while you're in Calendar. Quick
Add can almost read your mind. If you type in something like
“Lunch with Dad at The Ivy 1pm Friday”, Quick Add can figure out
what you mean and pop the new event right onto your calendar.
Just remember that for Quick Add to work at its best, you need to
include: what, event title, e.g. lunch; when, time and date or day;
who, if there is anyone else to include in the event; and where,
location of the event.

Add title and time

30 Jan 2018 - 30 Jan 2018

MORE OPTIONS SAVE

ADD TIME

Q Maonth # HH o m

Wed Thu Fri Sat
3 1 Feb 2 3

® 11am Lunch with Andi

14 15 16 17



Google Calendar u

Click the Create Button
} Just click on the Plus sign in the bottom right of your Calendar | d

window, this will bring you to a page where you can enter as C reate a N eW Ca e n a r
much information as youd like about ygur event.. On this pag.e, With Google Calendar you are not restricted to having
you can also add guests, change a reminder setting and publish one calendar crammed with all your birthdays, events,

your event to other users. Once you've entered the appropriate appointments and holidays. To make things less messy, it
information and selected the desired settings, click Save. is possible to create several calendars if, for example,
you want to keep personal and business entries
completely separate.

secure | i ®|

: Calendar Tobay < > January 2018 QA Month - L = 0 Y
Sus m Tue Wed The Fr Sat
a1 1 Jan 2 3 4 5 13
s T Step 1
» At the left-hand side of the Google Calendars screen,
mowom = A = = = = look for the section labelled My Calendars. Click on the
small arrow button and select Create New Calendar.
far +
N s % P ™ ™ 5
o Add a friend's calendar
Add other calendars
My calendars
A 2 22 23 24 25 26 27
gt BDM Publications
Birthdays
2 29 D Fll 1Fa0 2 3 Reminders

Step 2
X Lunch with Andred =] Give your new calendar a title and write a description
D2 1200 o 1 S0dma0ts e zoNe if you wish. The location box is useful if the calendar is to
] Atdey Dossriapeat - be public, as it makes it easier for your friends or family to
A avers find events on it.
@ Addlocation Add guests
LERIEERD) - Cuests can:
& Notifcation - 30 mintes ~ X 0 modtysvent

Invite others
See guest list

ADO NOTIFICATION
£ bampubsikggmaicom @ -

Busy ~  Default visivilty =~ (D

Time rene
(GMT-05:00) Eastern Time

B I U [EE % -
bdmpubsuk@gmail.com

‘Add description

Step 3

All of the calendars you create will be listed under My
Calendars on the left side of your page. Just click on the
name to select it. For each of the calendars, you can add,
delete and edit events any time you like.

BDM Publications
Display this only

Birthdays

. Settings and sharing
Reminders

Other calendars

Holidays in United Kingd
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Sharing Your Calendar

Itis possible to share your different calendars with individuals or
groups. An email invitation is sent and the contact will be able to
view your calendar alongside theirs.

Step 1

} Log in to your Google Calendar and look for the calendar list on
the left-hand side of the screen. Roll the mouse over the calendar
you want to share and click the small arrow button. Select Share
this Calendar from the drop-down menu.

Calendar settings

Name
|BDM Publications

Description

Time zone
(GMT-05:00) Eastern Time

SET MY PRIMARY TIME ZONE
Owner
bdmpubsuk@gmail com
Learn more about exporting your calendar EXPORT CALENDAR

Access permissions.

[ Make available to public See all event details -

Learn more about sharing your calendar GET SHAREABLE LINK

‘Share with specific people

© hdmpubsuk@gmail.com (Owner)

Step 2

} Enter the email address of the person with whom you want to
share your calendar. From the drop-down menu on the right side,
select a level of permission (view only or view and make changes),
then click Add Person. Click Save to finish.

Share with specific people

Add email or name

Mark Ayshford

mark@bdmpublications.com

david@bdmpublciations.com
CANCEL  SEND
David Hayward

david@bdmpublications.com

Step 3

1 Once you click Save, the person with whom you selected to
share the calendar will receive an email invitation to view your
calendar. The person will need to click on the link contained in the
email to add the calendar to his/her Other calendars list.

Google [ a ]

Gmail - - a L] L] LR - More ~

compose R FlipkKey - Own a Vacation Rental? - Get More Bookinas for Less. List Your Property for Free on FlioKey and TripAdvisor.
Inbox (618)
Impodant TUSS_Walre, |/ i B 1 recommends that you use Google Calendar Inbas %
Chats
St W = o
Drans (18) to rugs_ware -
Spam (261) Ive been using Google Calendar fo organize my calendar, find interesting events, and share my schedule with friends and fa
circles you might like to use Google Calendar. too
Dmap)Trash

e

A recommends that you use Google Calandar.
Notes To accept this invitation and reaister for an account, please visit, oS/, >
Sentltems k@G 2ALMNVDQ couk 1220006462

Google Calendar helps you keeprack of everyting going on in your e and those of the important people around you, and &
interesting things to do with your ime.

-

Search peaple
« paul Wood

- FEE Click hereto Reply or Fanward
© russ ware

© Russell Ware

NMIIFR

R Hiipkey- Own a Vacalion Rental?
Get More Bookings for Less. List Your Property for Free on FiipKey and TripAdvisor.



SMS Reminders

If you have Google Calendar on your Android smartphone, your
events and reminders can be automatically synced between
desktop and mobile. If you don't have Google Calendar on your
phone, it is still possible to receive reminders on your mobile.

Step 1

The first thing you need to do is obtain a verification code. This
will show you that your phone and carrier is capable of receiving
SMS reminders from Google Calendar. Click on the gear icon at the
top of the page and select Settings from the menu.

“ +russ  aam g Share m

-

Day ‘Week Month 4Days Agenda More =

Thu Display Density
3
Comfortable
Cozy

Compact

10 Settings
Help
Labs

17 Offline

Sync with mobile device

Step 2

Click on the Mobile Setup tab at the top of the settings page.
Select your country from the drop-down list and then enter your
full mobile phone number. You may also need to select your
carrier from the menu that appears.

Google Calend:
Sync Settings
ielect calendars to syne to your iPhone/iPadiiCal*
r Calendars
bdmpubsuk@gmail.com
3 Contacts
iared Calendars
2 Holidays in United Kingdom (Read Only)
or any other CalDAV device.
bdmpubsuk@gmail.com - Sign out

Google Mobile - Help

©2000 Google

Google Calendar

Step 3

If your carrier is supported, click the Send Verification Code

button and you receive a text message on your phone. Once
you receive this message, enter the code you received in the
Verification code field and click the Finish setup button. Click Save.

Your Google Calendar verification
code is 731738.

Event notifications

Notification ~ 30 minutes * X

ADD NOTIFICATION

All-day event notifications

ADD NOTIFICATION

General notifications

New events q
Someone sends you an invitation to an event Emall
Changed events

‘Someone changes an event Email
Cancelled events "
Someone cancels an event Email
Event responses

Guests respond 1o an event for which you can see the guest list Email
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Google
Maps, Earth,
Translate &

Flights

Using incredible satellite imagery,
combined with Google’s huge database of
places and businesses, Google Maps lets
you search the world for the places you
want to know more about. You can find
the easiest way from A to B on foot, get
public transport directions and maps for
cities around the world, or just explore the
planet in Google Earth.
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Get Started with

Google Maps

Google Maps is a great service that you view in your web browser or via
the app. Depending on your location, you can view basic or custom maps
and local business information, and that’s the start. Here’s how to get
started using Google Maps.

1] Search Maps

You can search for places (towns, cities, addresses) and
businesses using the search box at the top of the page. Search for
a location and the view will switch to show that location. Search
for businesses and the view will remain the same but red dots will
appear to show individual businesses. If you search for “railway
stations Devon”the map will zoom to the location (Devon) and
show all known railway stations in that area.

You can also search for individual businesses by name. If there
is more than one business with that name, a list will appear to
the left of the map, showing the addresses of each of the
businesses. Click on the business in the list to be taken there.
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Pan Controls

You can use this control to move the view up, down, left and
right. You can also scroll around the map by clicking anywhere on
it (you will see the mouse pointer change to a hand) and dragging
the map in the direction you want to move.

This is a very quick and easy way, not only to show off the very
impressive visuals this app contains but also make navigating far
easier too.



Street View

} Click on the little man and drag him onto the map. Any road or
street that is overlaid in blue can be viewed in Street View. You
simply drop the man at the location you want to view. Once in
Street View, you can split the map screen so that half shows the
map view and half shows the Street View. To do this, click on the
box in the bottom right corner of Street View.

ﬂ Zoom Controls

} Click the + and - buttons to zoom in and out of the map. You
can also click on the slider and drag it up and down to zoom more
quickly. If you have a mouse with a scroll wheel on it, you can use
this to zoom in and out of the map much more easily.

Information Box

} Many businesses are shown on the map with an icon next to the
name, particularly restaurants, hotels and pubs. Click on the icon to
pop up the information box. This will show you the address details,
links to reviews and to a website if applicable. You can also click
the Directions link to quickly open the Route Planner menu.

6| Map Layers/Map View

1 These controls let you switch to a flat map view, as well as add
layers of information that can be overlaid on the map. These
layers include traffic, weather, webcams, photos, public transport
information and many others.

MapsGL

You now also have the

option to use MapsGL.

MapsGL uses new

technology called

WebGL (Web-based

Graphics Library) to enhance the Google Maps experience.
WebGL brings 3D graphics to your browser without the
need to install additional software. This allows Google
to provide seamless transitions between various levels
of imagery and different map views. You can view some
buildings in 3D and parts of the map using 45 degree
aerial images. This is still a beta test of the feature, so it
doesn’t work everywhere you want to look.

MapsGL requires a certain level of specification in your
computer to work. You can check out the recommended
specifications at www.maps.google.com.

Get Started with Google Maps z

Step 1

To access your
content, open
Google Maps

and click on the
Your Places link. If
you're not logged
in to your Google
account, you'll be
prompted to sign in
before continuing.
Your content will
appear in the

left panel.

Step 2

Click the tabs at
the top to see
specific types of
information. Your
ratings, check-ins,
and directions will
appear under the
More menu. To add
a Home and Work
location, click on
the relevant button.

Step 3

To delete content,
click on the “X”
icon to the right
of any item. Note
that deleting
information

from the Your
Places tab will
also permanently
remove it from any
related activities.

Your Places

Your Places makes it easy for you to organise content
relevant to you on Maps, including maps you have
created with My Maps, businesses you have rated in
Google+ Local and locations and directions you have
previously searched for.

Your places

LABELED SAVED

Home
Set a home address
Work
Set a work address

VISITED

Your piaces

VISITED

Home
Kingsteignion, Newlon Abbot, UK

Work
Set a work address
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Planning a Route with Maps

Google Maps features a very powerful, and normally very accurate,
route planner. You can plan a route by car, on foot or even using public
transport. If you save your route to My Maps, you can easily access it again
on your mobile device.

Step 1

Click on the Apps icon at the top right of the Google Search
home page and select Maps. The map, normally zoomed out on
the country you live in, will be shown on the page and a search
box, which will act as your navigation hub. Note: If you aren't
signed in to your Google account, do so now.

Germany

Step 2

Click on the blue arrow on the search box. Two boxes will appear
in the blue bar, these are start and destination input points, along
with buttons to choose your mode of transport. These include
travelling by car, on foot, by public transport or by bicycle. Click on
the mode of transport you will be using.

¢ m @ F &K 4

kon the ma O,

Isle of Man|

Home Kingsteignton
Ireland
Work SET LOCATION

London
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Step 3

In the start box, type the starting point for your journey. If you
have added a home address to My Places, and if your journey
starts at home, you can simply type Home in the first box. If not,
type your preferred starting locations. This can be an address or
even just a town or city.

Creedy Rark

© =B @ F N

Exeter

Y eoford!Neopardy

Home Kingsteignton
Work SET LOCATION

London

DELAYS
Light traffic in this area

No known road disruptions. Traffic incidents will show up here. Pathfinder

Village

Step 4

Type your destination in the second box. Again, this can be an
exact address or a town or city. Suggestions will appear as you
type, so make sure you select the correct address; there will almost
certainly be more than one instance of your street name to
be found.

© m B F &H
Exeter

Hamburg|

Hamburg Germany
Hamburg-Mitte Hamburg, Germany
Hamburg-Nord Hamburg, Germany

Altona Hamburg, Germany

DELAYS

Light traffic in this area Rathfi

No known road disruptions. Traffic incidents will show up here.



Step 5

With both starting point and destination completed, Google
Maps will automatically generate your route. If you want to
include additional stopping points to your journey, click on Add

Destination and a third box will appear. Remove this box by
clicking the X next to it.

m B8 F H

Exeter
Scotland

Newcastle upon Tyne

® ©-:::0:::0

Add

OPTIONS

Send directions to your phone

g viaM5and M6 12 h 32 min
12 h 32 min without traffic 706 miles
DETAILS
Step 6

Having generated your route, the map screen will zoom in to
show the complete journey highlighted in blue. You can zoom in
and out as normal if you want to get a closer look at the route. You

can also alter the route by clicking on any part of it and dragging
the blue line.

{8)Scotiand
“Edinburgh
.
swns(0)Newcastle upon Tyne

NORTHERN
IRELAND!

Isle of Man

& 12h32min §
Dublin, kel «Manchester

Galway
“Ireland
mecick

Amsterdam
ENGLAND comprage Netheri
‘ Antwerp
Brussels
-Lio Belgium

Lux|

Jersey

Planning a Route with Maps m

Step 7

The route is shown as a list of directions in the left-hand column
which is accessed by clicking the Details icon. At the top of the
list the distance and the estimated journey time is displayed. Roll
your mouse over the list and you will see a marker displayed on
the map at different junctions, roundabouts, etc.

& from Exeter
o Neweastie upon Tyne.

13 h 18 min (739 miles) <

viaMs ana

Exeter

> Get on MS from A3015, BI212, B3188, Honiton
RA/A301S andEx 29

s uues(0 Neweastie upon Ty»

NORTHERN
IR

> Follow M5 and M42 o Lundon R/A38 in

Isle of Man
Staffondshire. Take exit T4 from M Tol

=130
publin RO

(Get on Mg In Chashive East from AS0, ASOD and “Ireland

> M6, Take A74(M) and M74 0 AB4 in

Continue on Ca WALES
Stiling. Take exit 10 from M9 +

Step 8

Scroll to the top of the directions list and you will see three icons,
a link to save the route to My Maps. Share the details and you can
also print directions directly by clicking the printer button. You can
choose to show the map or just the directions on your printout.

Share link Embed map

A38 In
6 Toll
Short URL  Learm more

150. A500 and

You can also copy the link from your browsers address bar

M74 10 AB4 in
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Using Google Street View

Street View is a feature of Google Maps that allows you to quickly and
easily view and navigate high-resolution, 360-degree street level images
of various cities around the world. With this guide you can learn the new

ways to enter Street View.

Step 1

To start using Street View, open the Google Maps page by
clicking on the Maps link on the Google Search home page. Type
the name of the street, town or city you want to start viewing in
the search box at the top of the screen.

IRELAND +gaifast

Ireland

Step 2

When the map has zoomed in to show the area you searched for,
click and drag the little yellow man from the bottom of the map
zoom controls, onto the map. Blue lines will appear to show which
streets and roads have been captured for Street View.

bnteian Folls @,

900
Street View @ Photo Sphere
hghlghted areas 0 see mages
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Step 3

Drop the yellow man icon onto any of these blue lines to see that
road in Street View. As you hold the man over a marked location,
Street View image will remain static, but if you slowly move it you
will get additional Street View previews.

Topsham Museu|

Step 4

With Street View now showing, you can move around by moving
the mouse pointer onto the road so that it becomes a circle
and then clicking. The camera will pan forward to that position.
Repeating this action lets you follow roads and streets along
their length.

Google



Step 5

Move the mouse pointer up onto the side of a building and it
turns into a rectangle. Click the mouse and the camera will rotate
to show the building centred on the screen. If, when you move the
pointer onto a building, it shows a magnifying glass, you can zoom
in to the image.

Using Google Street View Pi

Step 7

You can also use the mouse wheel to zoom in and out of the
image in Street View. If you want to view the image in full screen,
click in the button with four arrows in the top corner of the
window. Click the X next to that to close Street View and return to
the normal map view.

Step 6

In the corner of the Street View window is a small box showing
your position on the map. You can expand or minimise it by
clicking the icon to the bottom left. When you expand the map
box, it will split the screen with Street View. You can also quick
navigate your location by double tapping on the desired location.

N
ra B :
T\GEORGE i LA"WS 8
e e
Mo q iy ¥
ol 3 {
=\ 19!

reet View OanoSH\«e
highlihted a

Dirsctons to Hewnon Abb, Davon, UK

Google

' Newton Abbot, Deven, UK

Route Plan with

Street View

When using the route planner feature of Google Maps,

it is possible to have the route displayed with a Street
View image for each junction, roundabout or major
change of direction. To activate this option, plan your
route using the steps shown previously, click to print the
route and then click the Street View link at the top of the
Print screen.
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Share and Embed Maps

Google Maps is a great tool for navigating when used on a phone or
tablet: planning a route in advance. Not only can you use this great tool
yourself, you can also share maps with others and even embed them on a
website to give your customers directions.

Step 1

) Before you share a map, you need to zoom and scroll until the
area you want to share is centred on the window. Only the visible
portion is shared. You can also choose to share the map in Map
view or Earth view.

G 13 | M SecUTe | NIDS:/WWW,G00GIE.CO.UK/MADS/@SU 55136
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Step 2

1 If you have saved favourites on a map, only you will see them.
Equally, if you embed the map and view it on your site, you see
your saved places on the map. Your site’s visitors won't see those
saved places, they see a map built for them.
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Step 3

1 Directions can be marked on the map, and will be shared when
you send it. Right-click on two points on the map to set your
direction to and from those locations. Check that the correct route
is selected, if alternatives are available.

ot

“Siheim oy 0BEY

A0,

Step 4

1 In the top left corner of the screen, click the Menu icon. Select
Share and embed map. Check the box next to Short URL to create
a shorter link. Double-click the link to highlight it, then copy it by
pressing Ctrl+c (or Cmd+c on Mac). Paste the link wherever you
want to share the map, like an email or Google+ post.

Share link Embed mep

Short URL 1 earm mare

hitps://www.google.co.uk/maps/dir/50 5487100,-3 6141749/50 5606807.-3. i

You ¢an also apy the ink from your browser's address bar.




Step 5

} By using a short URL, you can squeeze a long Google Maps

link into fewer characters to leave more room for other text. For
example, the URL http://goo.gl/I6MS is easier to share than the
long URL http://googleblog.blogspot.com/2009/12/making-urls-
shorter-for-google-toolbar.html.

Embed map

Share link

[ Short URL  Leam more

https://goo.gl/maps/kCHvApHIdVN2

Step 6

1 When the recipient opens the email, they can paste the link into
their browser and see the map, with directions marked and listed
in a step-by-step format. They will be able to interact with the map
(choose an alternative route, etc)) just as if they created it.

To.. James Gale:

| From |mss@bdmpublications.com v

Send
Bec...

Subject | | Hide Cc &Bee

fere are those directions i promised...

ttps://goo.gl/maps/NkQRE

Step 7

1 You can embed a basic map, driving directions or a local search
into your website or blog from the new Google Maps. When your
viewers are signed in to Google, they can also see their home and
work, saved locations and more in your embedded map.

Sharelink  Embed map
® 183195, Kingateignton, Newton Abbot T... H

T2 mies

&£
£

R, i
oo s AR e Temsct s oo map e

By embedding this map, you agree to the terms of service.

Share and Embed Maps ¥

Step 8

} Ensure that the map youd like to embed appears in the current
map display. Click the settings gear icon in the bottom right. Click
Share and embed map. In the box that appears, make sure the
Embed map tab is selected.

Share link X

Embed map

|ﬂtfame ~http 1m1211m311d1006

Sarr'\ic?;gearleg; .
CandunastaillB V%
This map is built for you

When you view this map on your site, you'l
see your saved places on the map.

O Exeter Rd, Newton Abbot TQ12 3QJ

® 183195, Kingsteignton, Newton Abbot T...
More options

Preston

Your site’s visitors won't see those saved
places - theyll see a map built for them.

A Al ¢

[Teigngrace
,‘s

Exeter Road

“ A382

By embedding this map, you agree to the terms of service.

Google

&
e _Terms of Use

Step 9

} Choose the embed size you want, then copy the HTML and

paste the code into the source code of your website or blog. Keep
in mind that traffic information and some other Maps features may
not be available in the embedded map.

Embed map

‘ <iframe src="https://www.google.com/maps/embed?pb=!1m20!1m8!1m3!1d10139.96431497623
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Explore Deeper with Maps

From adding more detail to maps to making it more intuitive to find local

businesses, these changes may not be immediately noticeable. However, if

you know where to look, a host of new features are there to be used. Here
we take a look at using these extra options.

Step 1

Open Google Maps on your desktop. The map should be centred
on the country you live in, even if you have not shared location
information with Google. Photo tours can be found using the
satellite imagery (Earth view).

Washington Square Park
46 dkkk S - 4318 revews
Parkand Garden

N ©] Il <

save NOARDY  SDNDTOVOUR  SHARC
PHONE

Historic Greenich Village concrete-Bgreen park known for s
statuly aeh L pring pecplewatehing

Now York, NY 10012, UsA
nycgavparkaerg

Gpen now: Open 24 houss

To @ o

Adda labal
SUGGEST AN EDIT

Popular times wesnesdoys ~

Step 2

Having entered your search criteria, if photo tours of a location
are available, they will be displayed as a series of photo thumbnail
images on the pop up left side menu. These photos will show a
side facing circular arrow icon in the bottom left.

- _-asniBBNRRR.._

2 3a

B  Addaphote

Review summary

4.6

5
4
3
2 ek K
)

4318 reviews
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Step 3

Photos, See inside and street views can also be displayed along
the bottom of the map, by clicking the Yellow man icon. Photo
Spheres are marked with a small blue circle, See Inside with an
orange icon and street views with a circular arrow.

Yavapai Pointi®

Uth*RiMm Traili$

on Images

— Street View (O Photo Sphere See inside
Click highlighted areas to see images

Step 4

Not all areas will feature photo points. They are made available
when there are several different views of a particular area. Click on
your choice of view and Google Maps will automatically swap to
that location and view, here we have selected Photo Sphere.




Step 5

Photo Sphere and See Inside are interactive still photographs
that have been uploaded to Google Maps. The latter allows you
to do exactly as one would expect and give you a view inside the
location, by simply clicking the small orange icon on the map. To
exit to Maps click the back arrow top left.

Step 6

If you choose instead to open a photo sphere, you can use
your mouse to grab and drag the image around to see a 360
degree image of a location. Photo spheres are created using a
smartphone app which, as mentioned, blends multiple photos
together as one.

bbey Precincts - Dean's Yard :

Explore Deeper with Maps a

Step 7

Another fantastic feature
of Maps is the 3D rendered
view point you can access
in key locations by clicking
the 3D button on the
main navigation controls,
bottom right. By pressing
and holding the Control
key you can explore this 3D
environment at your will.

Step 8

While in 3D mode, zoom into the screen and your viewpoint
will change from the 3D rendered background to Street View
automatically. This offers a perfect showcase of view points with a
single gesture.

Google
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Google Maps TipsandTricks

Google Maps and Google Earth are two of the most powerful and useful
tools that Google has ever produced. If you have never done more than
check out your house on Maps, here are a few tips and tricks that will help
you to see the real possibilities of these tools.

Turn-by-turn Navigation

If you own an Android
smartphone, you won't o>l
need an extra GPS device
for your cross country
excursions. Map your
road trip and get hands-
free, turn-by-turn GPS
navigation, complete with
voice guidance. You can
even get live traffic reports,
letting you see current
traffic conditions before
you set off and while you're
on the go. Get estimated
travel times and even find
alternative routes if things
look busy.

Follow the route

e 140 23mn

Best Western Lord Hal...

. ®
Dunchideock E‘
Exeter EX6 7YF

B3195

Newton Abbot.
@

Gourten®y 5
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Offline Maps

Get access to a map, with
or without a network signal.
Download a map of your
destination to use offline and
maintain GPS functionality even

when you lose mobile service. You Consiow

can save and use certain maps f “"‘”"::
when you're not connected to =, |
the Internet. If your mobile device | Wy ‘
has GPS, the blue dot shows your | W 3 o
location so you know where you R St

are. You can even get maps of
indoor spaces. The next time you're
running through the airport or in

a shopping centre, use Google
Maps on your mobile phone to get
indoor walking directions and find
your way around.

‘
CANGEL DONE

Biking Maps

If you are more of a fan of pedal power than horsepower, you
can use the Google Maps Biking Directions beta. Find dedicated
bike trails, routes without motor vehicles and the best streets for
cycling. Dark green lines indicate bike trails, light green shows
dedicated bike lanes and dotted green lines are bicycle-friendly
roads. Navigate it all with biking directions in Google Maps
Navigation Beta.

50.5279570,-2.6048862
t

Haad nert on Ao il psrds Nerrmiy




Your Places

Want to map out your travel
plans or share hiking spots
with friends? Try making your
own map of what matters to
you most with Your Places.
Mark locations, add details like
photos and links and invite
others to collaborate with you
on your map; and access it on
your Android device. Sign in to your Google account to access
your map across all your devices. You can take your map on the go
to find your favourite spots easily and even access your desktop
location search history on your phone, and vice versa.

Sharing Maps

You can share maps via a short URL, an HTML embed, email,
text message and even send maps to certain GPS units and cars.
To generate a customisable embed code or URL, click on the link
icon to the top left of your display. Check the Short URL box (or
whatever you require) or click the link for Customise and Preview
Embedded Map. If you want to send the link out, rather than copy/
paste the text that's been generated, click Send for
further options.

Directions

Share link Embed map

Short URL  Leamn more
https://www.google.co.uk/maps/place/Kingsteignton,+Newton+Abbot/@50.

You can also copy the link from your browser's address bar.

MapsGL

MapsGL uses technology
called WebGL (Web-based
Graphics Library) to enhance
the Google Maps experience.
WebGL brings 3D graphics to
your browser without the need
to install additional software.
This allows you to provide
seamless transitions between various levels of imagery and
different map views. Some of the MapsGL improvements include
3D buildings in Map view mode and 45° aerial imagery, smooth
transitions between zoom levels and seamless 45° aerial view
rotations and the ability to Swoop quickly from the Map View to
Street View imagery. With MapsGL, you can experience all of this in
your browser without a plug-in.

Google Maps Tips and Tricks m

Google Arts & Culture

Google Arts & Culture is a platform which brings world heritage
sites of the modern and ancient world online. Using Street View,
3D modelling and other Google technologies, these amazing sites
are now accessible to everyone across the globe. With videos,
photos and in-depth information, you can now explore the
wonders of the world from your armchair just as if you were there.
A fantastic feature that makes Street View even more unmissable.

woue  oouwee  wewsy  mvoames Q. @

« Google Arts& Cuturo

Send to Phone

Google Send to Phone enables you to send text messages of
Google Maps content to your mobile phone. For example, you
might text yourself an address or location you've found.

To send something you've found on Google Maps to your phone,
click the link icon in the left panel. Click Send and choose Phone
from the left side. Enter the required information and hit Send.
You'll receive a text message with your selection. You can also send
a local search result to your phone, by clicking More > Send from
the place marker’s location information window.

. P -
Bridgend M
Leavenow ~ OFTIONS ¢ Cardiff /Brist I\,—ehinpgnrﬁ\
E
/ Bath
n

Weston-superMare
3]  Send directions to your phone
Minehead
fombe Glestonbury

i ple
= viaA303 4h32min B

Tauntan
Fastest route, the usual traffic 258 miles National Park g
DETAILS

Exete

4h32mi
258 miles.

Bourner

My Places

Using My Places, you can
create custom, annotated
Google Maps that include
place marks, lines and
shapes. You can even add
descriptive text and embed :
photos and videos in your i
map; then share your maps
with others. This can be _
handy for mapping out your favourite restaurants, planning an
upcoming holiday or saving biking routes for future reference.

i
Ey Lineg

Title  Running Route

Description_Plain text - Rich text - Edit HTML
Mew route through the forest |

s
H

Flradate g & |$
-2

4

H

i

T eing
R

The Complete Google Guidebook 89



3 Google Maps, Earth, Translate & Flights

Explore with Google Earth

Google Earth lets you explore the world from the comfort of your own
home. Featuring high quality satellite imagery, as well as incredible 3D
rendered models, Google Earth lets you take a trip to a faraway place, stroll
through a 3D forest and even travel back in time.

Step 1

If you have not already installed the Google Earth plug-in on
your computer, you will need to do this before you can begin.
From the Google Maps page, click your mouse on the Apps icon
in the top right corner of the screen and click on the Earth icon.
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Step 2

Click on the link to install the plug-in. When installation is
complete, you will need to refresh the page to load the Earth view.
You should notice that the view changes to show a much more
realistic detail. You can now zoom right out to show the
whole globe.

Step 3

You can search for locations in Google Earth by clicking the
Search icon in the side bar to the left of the screen. Type the name
of a street, town or country in the search box and the view will
zoom in to show it. Search also for landmarks and businesses.




Step 4

The view of many locations in Google Earth will be in 3D.To tilt
the camera, use the controls at the top left of the window: the
control with the eye tilts the camera, the control with the hand
pans the camera. You can pan, zoom and tilt by right-clicking on a
point and moving the mouse.

Step 5

Switch to view while using Google Earth by clicking the Menu
options, top right, and then selecting Map Style. Now you can pick
how the Map details are shown. From limited information to in-
depth detail or an option between the two.

Map Style < X

Clean
No borders, labels, places or roads.

Exploration

Rorders, lanels, places and roads

Everything

Al borders, labols, places, roads, trancit, landmarks and
water

Custom (@]

Choose your own look and feel.

Explore with Google Earth ‘,

Step 6

You can access news, photos, videos and Wikipedia information
via Google Earth. Click on the ship’s wheel icon on the left side bar
to switch to the Voyager screen. You can then click on individual
piece to read it in full. This information is updated regularly so
remember to check back.

VEL NATURE CULTURE EDUCATION  HISTORY

Google Earth

Download Google Earth Pro for PC, Mac, or Linux

Byinstaling, you agees to Google Eant's Privacy Pulicy.

Google Maps/Google Earth Additional Terms of Service
Last Modifio: Dacormbes 17, 2016 Linux -L5B 4.1 (Linux Standard

Baso) o

Googe Eurth ")

Gosgls MapalCangle magary,
business isings, Fafc. reviews, and othe related nformaton provided by Google, s lcensers, and users (the

sing Googhe Mags/Geoge Earth, you e agreaing o

“Universal Torms”);

Lo p—

Google Earth Desktop

In addition to the browser plug-in described above, you
can also download and install the standalone desktop
version of the app. The desktop version lets you view

satellite imagery, maps, terrain, 3D buildings, galaxies far
away in space and the deepest depths of the ocean. You
can learn about the moon and follow Apollo missions;
take narrated tours about the effects of climate change
and even travel back in time with Historical Imagery.
There is also a Google Earth app available for your
Android or Apple smartphone.
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Using Google Translate

With the Earth in the palm of your hand or at the end of your keyboard,
there are no limits to how far you can explore without barriers. Yet if
you have been inspired to open up your world on the other side of your
screen, there is one barrier that could limit your travels, that of language.

Setting Up Translate

Google Translate is far more than just a basic translate tool. You can
use this in several different ways.

Step 1

Unlike Google Earth or Maps, the Translate app is far less
graphically intense but its lack of visual gloss is replaced with a
very powerful tool that can prove as essential, so let's take a look.
Open the Apps menu on the tool bar and select Translate from the
choice of applications.

o e O Y
G n
My Account Soarch Maps.
Google el
Gmall Calendar

Google Search

[ 4
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Im Fooling Lucky @
Gouglus

Celebrating the writer Virgiia Wocl!

74
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Step 2 Google
This is the main
control window of
Google Translate, from
here you can decipher
any communication

break downs. Notice $e=-

Translate

English Spanish Russian Detectlanguage -

the two boxes on Ppeerers e s o s aceomen
screen. The left (input)
is where you enter the
original text and the
right (output) is where
it is translated.

|

9

A

—> JOIN THE TRANSLATE COMMUNITY
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Step 3

Just like a standard Google search you can choose to input your
text via the keyboard or using voice input. To use the latter, click
on the Microphone icon to the left or if you prefer the former, tap
the keyboard icon to the right. Your text will now appear in the
box to the left. By clicking the double arrow icon between these
boxes, you can swap the text.

rslator Tookit  Website Translator

Step 4

NOTE: You are limited 5000 characters per translation so ensure
you enter your text in small chunks to avoid missing text. For
this first example we have entered an expression in English and
selected Norwegian, from the drop down menu, as the translated
language. The translation happens in real time.

Google

Translate (BT pre—— Y

DRCEN e - |

*| Ged morgen, hvordan har du det?

Pussian Engleh | Spanieh | Englih - dencied | -

Goed morning how are you?

Bo< pr—

Row 410y, you e, P, maming




Step 5

1 If you wish to translate the same piece of text into another
language, click on the downward arrow icon and select your
language for the list of options. You can also hear both the original
and the translated expression by clicking the speaker icon in the
bottom left of the input or output windows.

Google

Translate

Russian  English Spanish English -detocted %  English Russin  Norwoglan - m
amcaans Cosean Guaa razzen warsm soa U

Good MOr asanian GCroatian  HaitanCrecle Khmer Mongolian Snai uee I har du det? @
Amanc Gom s Koroan MyanmorGumese)  Senaa Viemamose
Aravc Omish  Mawman  Kuon(Gmman)  Nepal Sowk  wesn
Arverts an Hoow  Kvoe [Rorvogan ] sownan  sa

L Agertraijani Engish Hindi Lao Pashio Somall Yiddish
Hosaue Eoporato Hvong Latn Forsan Soonch  Yoriba
Butansian Ssonan  Wngeran  Laven potsn Suinese 2

See also Bengal Fllipino Ioglandic Lithuanian Portuguese Swahill

how are you, you, Bosnian Finien igoo Luxembourgien Punjani ‘Swegisn
Bulgaion Froch  Indoresion Macadonion Rorwnian Tk
Ctaan frsan e waingasy russan Tame
cemuane [ wany Samon T
Gienena Gooman  manese  Masyaam ‘scors Gacso ™
Chnesa (Smpifad)  Gaman  lwvarass  Mataes satan Tiin
Cnncsoirotona)  Grok Kennosa waon sesoro eanan

Step 6

} By clicking the Pencil icon in the input box, you enter your text
by writing it, using your mouse, touchscreen on a pointer tool.
Once you have entered your word(s) you can either select from
the options running along the bottom of the input box or press
the blue return icon to enter it.

Translate Tum

st engian A | Engan-cocin | - PPy ... |

Hello *| Hallo @

s msooo | KB @<

\—\ Q,\\ (o T

Step 7 Google

} Translated text can be

Copied, Shared or Saved

to Phrasebook, the results Russian | Englich | Altenian | chinesasduiscted) -
using the icon links in the wRm RS T (R LF?
output box. By clicking
the Star icon to the top o -

right you can open your FE R ——
Phrasebook and quickly

view all your saved

translations. You can also

save the file by clicking

Export to Google Sheets.

Translate

Goog

Using Google Translate

Step 8

1 By clicking the Pencil icon in the input box, you enter your text

by writing it, using your mouse, touchscreen on a pointer tool.
Once you have entered your word(s) you can either select from

the options running along the bottom of the input box or press

the blue return icon to enter it.

>hrasebook

All languages - Sort -

Can you direct me to the nearest AT NINNT NN 27
railway station?

How are you feeling today? Kak camouyBcTEME cerogHa?
Good moming Bz

BEMBERAET! R Super Moon is coming! How n

times have you seen

Google
Translate

Engish Hebrew  Spanish  Detect language  + % veorew Engten russan - [N

Choose file ] 072_Expert .- GERMAN docx Caneal

3
\

= JOIN THE TRANSLATE COMMUNITY

Google Translate for Business: Translator Toolkit  Website Translator

Translate Documents

To translate a piece of text that is larger than 5000
characters you can upload a full document which will
be read and translated by the Translate app. Once

the process is complete you are free to download the
translated document. This process is far from complex as
we will detail below.

From the “translate a document” link below the text
input box, click on blue text to bring up a small grey
box with a Choose file link on the left side. Click this link
and locate the file you wish to translate and select as is
usual with your OS. You can upload files from a number
of formats from Word to HTML files, there is a 1MB file
size limit so ensure you doc is compatible. Once your
file is uploaded tap the blue Translate icon to load your
translated document, leaving you to copy and paste the
results as you wish.
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G Google Maps, Earth, Translate & Flights

Using Google Flights

Google have apps for navigating the world around you, Google Flights is

the next logical addition to their app portfolio, giving you quick access to

explore the world for real. With this app you will can find and book flights
for you and your family making the world more accessible.

Step 1

Navigate to the Google Flights website google.com/flights to be
presented with this home page. It is advised that you allow Google
to track your location so you will be automatically linked to your
nearest airport, based on distance.

Google Flights

Roundtip ~  1passenger = Ecanomy ~

O Exeter Q Ty JFK LGA.EWR () Ssat, 30 Mar <> Wed3Apr L&
Recent destination: Madrid
Suggested trips from Exater Explor
Germany
£208 L

=

ltaly

Step 2

Just above the main search bar, you will notice you have three
options which are very important to ensure your search results
match your requirements. Your options are type of trip, number of
passengers and finally type of seat. Enter your picks to move on.

passenger =

Econamy ~

+/  Round trip

One-wa)
v Q@ Whereto?

™ sat 301

Multi-city

Recent destination: Madrid

Suggested trips from Exeter

' ﬁ ﬂ Paris
Fri 26 Anr — Sun & Maw
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Step 3

In the search bar, first enter the airport you wish to fly from and
the destination you wish to travel to. NOTE: if this location doesn't
fly to your choice of destination the nearest airport that does, will
be selected for you. Next you will need to select a travel date.

|
i B RE |
o] W g
S L
TG T
Roundtrip »  1passenger v  Economy v
O Exeter Q whereto ¢ > Wed3apr <

@  Popular destinations Sat, 30 Mar - Wed, 3 Apr

Recent destination. Madrid fenstercem
Nom-stop - 1h 30 me from €397
Suggested trips from Exeter Parls Emicredest
r Nom-stop - 1h30 me from £258
Paris German
Dublin A L]
hialed Non-stop - 1h10 flomesso | 1
ened Nomstop - 1h10 me om AAES
Malaga
| Nor-siop - 2130 me from €335
b Amsterdan Allcante Switzerlond
= Fri, 26 Apr Nomstop - 2h 15 me fromeses °¢
1 2 s 1stop

@  More destinations

Step 4

Having selected the airport and your destination you can now
confirm that your flights are available for the time period you wish
to fly. To do this simply enter the departure and return dates and a
listings of all available flights within this time scale.

Roet | () smaiMar < > | wed3apr

March Apiil
Racent destinaton: Madrd b S
12 ° 4 5 6 7
Suggested trips from Exeter
8 9 0 0m o12 1
. W15 16 17 516 17 18 19 20 2 %
19 o0 2 2 o2 2 2 24 % % VW
- 5 26 2 2% 3n° 2 %




Using Google Flights

Step 5 Step 8

Click the flight that suits your needs to be taken to this window, From the map screen you will see a selection of locations and
from here you can view any stop overs or changes required by flight prices that are available from your choice of airport. Click
clicking the small arrow icon to the right of the top bar. If you have on any of these to be shown the flight plan, a visual and a brief
happy to move on click anywhere on the listing to move on. selection of alternative flights and their costs.

[ T— Dublin |78~

£2 Ma-
oo, SOPS ¥ Airines v || Bags ~  Duration ~

O Exater < @ Barcelona () sat 30 Mar <3 ved3Apr <>
£333
Bags Stops ¥ Alrlines  ~ Price Times = Connecting airports  ~ More ¥ .4
Nathorland
o, Lurembourg ¢ 12"
M EXT-BCN > Choose retum to Exeter e Belgium £488
Jersey fo0s | Lvshfsar
Ret o
at by T “
o 15:15 - 18:40 4h2sm 1stop £378 o Geneva
AirFranss, Flybs - Qpsrated by JOON BCN-EXT hOm €06 round trip £333 o
France po
o 06:15 - 10:50 5h3sm 1stop £397 e
Air France, Flybe - Opsrated by JC BN-EXT 2h5meos tound tip Bergerac
Bilbao Y Marseille
o 20:25-10:507 15h25m 1stop & £397 - £502 £847
. Fyhe BcH-ExT 2h0m o round tria
© viongeror mere sspensie fignts Naples
o Pizza, Pompelil, art & the Royal Palace Madhid
&)  lestminutecom eDreams Aerabilel CheapOair Opodo Expedia Sun, 9 Jun — Sun, 16 Jun £635 Pakma do Mall
v
@ Ryanair- Non-stop-2h 50m €46 £104
“
# Flybe, Air France - 1 stop-7h 5m £378 Spain
i Flybe, Alitalia - 2 stops - 11h 20m £432 i

Step 6 [ vierigrs | :“’

This screen is where you actually book the flight, confirm the ‘
listed details and when you are happy to proceed click the Select
icon and you will be automatically taken the airline or ticket
vendors own website, where you can complete your booking.

I Exeter = Barcelona o £378 I Step 9

You can also choose to change the search parameters based on

¢ Q) Update results when map moves

| S R the price of the flight. You can do this by using the slide bar on

Al sieigoi DO S the left of the screen and selecting the price you wish to pay. The
results are displayed below.

2= Departing flight - Sat, 30 Mar

Step 7 ™ 1-week trip in the next 6 months

If you are more open with your travel plans, and don't have a
strict destination you wish to visit you are well covered by this app.
From the home page click the Explore Destinations link directly Price @)
above the world map bottom right.

Under £100

lights .. = @ Mélaga

s
somm < ) At = Y oce = ) Do - Sun, 21 Apr - Sun, 28 Apr
Norway o -

the next 6 months G

o= £30
B e S

fieland ' -4
aima do Mallorea ,
421 hn - 500,20 o s
ot 2010 Naples
0 s |
oxeaT v 5104 Sun, 21 Apr = Sun, 28 Apr
N
Mon, 28 A - Sun, 5 May o e s Non-stop - 2h 50 m
3 top b S0 e e A privg R
£50 1 P
essa L
£26

Budapest
Mo 29 A - Sun 5 May
S vop 7S

s Ubse o

o

Munchaster T T p——— -
Goaogle Flights @ Language-Engiish  ~ Country - UnitedKingdom = Currency - GBP - Diselaimer
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Google
Photos &
YouTube

Photos makes it easy to share the right

photos with the right people with just a
few clicks. For organising photos, Photos
has file importing and tracking features,
as well as tags and facial recognition for
further sorting. And once you have your
photos organised, discover how to find,

play and even upload your own videos

on YouTube.

The Complete Google Guidebook 97



G Google Photos & YouTube

Get Started with Photos

If you have never used Photos before, you may be surprised to discover
just how useful this free tool is. It not only lets you create slideshows of
your favourite images and share images with your friends and family, it
also allows you to edit your images. By making Photos the central hub for
your photography those memories will be safe.

Uploading to Photos

Step 1

Open the Photos app via the App icon and the drop down menu
accessed from it. The first thing you will need to do with Photos
is upload your images and videos into it. Unlike its predecessor
Google’s Picasa, Photos doesn't search your computer for
compatible files thus you will need to organise yours first.

= Google Photos. Q  search yaur photos CREATE  UPLOAD

5 |
‘ i

> Googe iy J| 8 Appsiore

Step 2

Having placed the
files you wish to
upload to Photos in
a folder, the quickest
way to transfer them
is to simply drag and
drop the files on the
Photos window as a
group. Each file will
then upload to the
app, the speed of
which is based on
your connection.

Drop files anywhere to upload
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Step 3

When you files have uploaded to Photos, they will be displayed
based upon the date the images or videos were captured, newest
to oldest being the default setting. Notice the link to the Desktop
Uploader, ignore that for now as we will cover it later.

Google Photos O, search your photos

Assistant

L]
B aivume

=%  Sharing

B Archive =
Bin

- -
@  Addpartner account t . I Pﬂ. .",,‘pl |ml

Using Photos

We break down the key features and controls of the Google
Photos application to enhance your ease of use.

II Menu

By clicking the three lines icon, top left, you can open the
main Photos menu panel. Here you can quickly access the key
functionality of the application, from sharing your images and
videos to clearing out unwanted files.

Settings

The Settings link gives you access to Photos customisable
features. From this link you can decide upon your storage options,
compressed but high quality storage is free, while keeping your
files at the original size is limited to 15G without a paid upgrade.



oogle Photos n Q. search your photos B

Assistant

=

Fri, 21 Apr 2017

M Photos
B Abums

I
|
I a sharing

Archive

Bin

‘Add partner account n
£2  settings E

A send feedback

@ Hep

D App downloads

L/iohotos.googie com

Sat, 31 Dec 2016

Sat, 22 Aug 2015

=

Get Started with Photos i;

CREATE  UPLOAD = 0 Y

Sat, 19 Nov 2016

Sun, 12 Jul 2015

A T S

B Search

By entering the title of your file you can search your image and
video database for it. If you have a large amount of files stored in
Photos, you can narrow the criteria of your search to specific files
from Videos to 360 photos by double clicking the search bar.

Create

Tap this link to open a pop-up menu which contains four
additional links, Album, Shared album, Animation and Collage.
By click on your choice from these four options you will be taken
directly to its specific window.

H Upload

By tapping this link you will open an upload window, where you
can search your computer for any additional photographers or
videos that you wish to add to your Photos file collection. Once
you have located the files, select them and click Open to upload.

ﬂ Timeline

Here you can control the images and videos that are displayed
in the main Preview window based upon the date they were
originally captured. Do to this simply scroll up or down through
the Timeline bar, stopping at the date you wish to view.

Preview Window

By default, all images, animations, collages and videos will be
displayed in this main window. You can scroll through your entire
collection and by clicking on a file you can view it full screen and
even add it to your Pinterest account by tapping the icon top left.

B Add Partner

This option is a far more in-depth way of sharing your entire
library of files with another user, for example a family member or
friend. We will be covering this important feature at great depth
further on in this section of the publication.

The Complete Google Guidebook 29



G Google Photos & YouTube

Collages and Animations

One of the great features included with Photos is the ability to make
collages and animations of your files, either for yourself or to be shared
with your friends and family.

Step 1

Starting with a collage, the first task is to select your photos. You
can select a single folder by clicking on it in the folder panel or you
can select numerous images by clicking on the tick icon on the
top left corner of each of the images you want.

5 selected

Wed, 31 Aug 2016

Step 2

Once all the images you want are selected, click the + icon
located in the top right of the preview window. A new menu will
open; from the options you are given, select Collage. Photos will
now auto generate a collage based on your images.

Step 3

You can edit your image collage by tapping the edit icon located
to the top right of this screen. You have a series of options and
filters that you can apply to your new image. To use a filter click the
middle icon and then click on the style you wish to apply.

AR NN
AR RANNNNNS

Step 4

You can also adjust the level of filter use using the slider bar in
the middle of the filters listings. The crop and rotate tool enables
you to cut out sections of the collage or rotate the image at either
90 degree angles or manually, using the user control.
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Step 5

When you are happy with the edits to your collage, tap the Done
icon. You have a couple of options for saving it. Click the more
options link on the far right corner of the window. Now choose
how you wish to store your new collage from this list.

Slideshow

Download  ShiftsD
Download original
Rotate

Add to album

Add to shared album

Archive

[
Step 6

Moving on to the Animation option, once again select the
images you wish to add and click the + icon and select Animation
for your list of options. Now all your have to do is leave the Photos
application to do the work for you.

s
el

et 25001201 Fi 280042018

Step 7

Photos will now auto
generate an Animation
based on your images.
This animation is simply
a slideshow, moving
between a series of still
images. This animation
is automatically saved to
your collection of files
within Photos.

Collages & Animations i‘

Step 8

When you are happy with your collage and or your animated
slide-show you can send them to your contacts by tapping the
Share icon. When you see this window, choose how you wish to
share the file and click the required icon to make your selection.

To [ype a name or email address

Suggestions

Navid Hayward
david@bdmpublications com
david@bdmpubleiations.com
david@bdmpublciations.com

David Hayward
3 Google Photos

russ ware
@ Google Photos

New shared Add to shared
album album

f|

Google+ Facebook Twitter

®

Welcome to Pinterest

or

Torms of

Service Privacy Policy o Cookde use. Pinterest helps you
find ideas to try.

How it works ‘
Continue as a business E

About Pintorest  og  Buonossa Tomme of Sgnga Privacy Polcy  Help Phonoapp Ancridapp e Colections Expiore  Intormational

Link to Pinterest

Pinterest is a very popular social networking tool, based
around sharing images, which is closely linked to the
Photos application.

If you are already a Pinterest user or simply wish to sign
up and share your photos with the world, it couldn’t be
easier to get started. Visit www.pinterest.com and sign in
using your Google account. Once you are signed in you
can upload directly by clicking the icon on any of your
images, when you are viewing them full screen.
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3 Google Photos & YouTube

Editing Images in Photos

Google Photos not only provides you with storage for your photos and
videos in one place, it can also be used to edit your picture. Photos editor
is not a fully-featured image editing program but it includes enough to
make the best of your photos. It’s also free!

Quick Fixes

As stated Google Photo editing isn't a full optimised and
functional Photoshop alternative but with that said, there are more
than enough options for you to clean up or enhance your digital
photography, with only the most basic understanding of photo-
editing. Photos offers simple tools, designed to help fix common
problems with a few clicks as follows.
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Lightand
Colour Fixes

These controls let you
change the lighting
or colour levels of
your image. You can
either use the sliders to
change Light, Colour
temperature and Pop.
The latter being a
fantastic tool that adds
greater depth to your
images with a simple
adjustment to the slider.

€, uNooeoms  bowE

Undo Edits

You can easily remove any edits you have made to your
photographs while you are still editing. All you need to
do to remove your edits is click on the Undo Edits button
located at the top of the editing window. By doing this
you will instantly remove any changes you have made to
the image, from applying filters to cropping and rotating,
so make sure you are happy to do so before clicking. You
can copy your edits via the edit menu (three dots) and
paste them on any image in your library.




Image Processing (Filters)

These controls let you quickly add a range of different filters to
your images. These range from sepia and black and white, to soft
focus and graduated tint. Click on each filter and you can then
control the intensity of the effect using sliders. You can easily undo
any effect using the buttons below the filter list.

UNDOEDITS  DONE

Click and hold to compare

When editing or applying filters to your images, it is very
important that you don't loose sight of the original image; this
ensures that your edits aren't actually detrimental. At anytime
during the editing process, you can revert to your original image
by pressing and holding on the mouse button or screen. Your
altered image can be saved as a copy so you can keep both.

Editing Images in Photos i;

Rotate and Crop

The crop and rotate tool enables you to cut out sections of the
collage or rotate the image at either 90 degree angles or manually
using the user controls down the right hand side. NOTE: If you are
using the crop tool to zoom this could effect image quality.
You can also crop the image to a number of specific aspect ratios,
Free (user defined as detailed above), Original, Square, 16:9, 4:3 and
3:2 by clicking the aspect ratio icon in the top bar. Having selected
any of these ratio options, Photos will place an adjustable frame on
the image, click Done when you are ready to crop.

30w 2017
B i

pexels photo jpg

Adding Information

Each photo or movie file in your Photos library contains
unique information. This includes file size, resolution,
date and time it was captured all as default. This data can
be viewed by clicking on the “i”icon on the control bar at
the top of the window. You can add a custom description

to your files, which will be stored as part of the image’s
information. To save this new info tap the X Icon in the
top right corner of the screen.
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G Google Photos & YouTube

Using Photos Albums

Google Photos Albums is an easy way to store your photos online and
then share them as and when you choose. Google provides free storage
that makes sharing your photos quick and easy.

Adding Photos to
Web Albums

The Stream, like the Facebook News Feed, shows you real time
updates from your friends, family and other Circles.

Step 1

Open the Photos app and search through your photo folders to
find the images you want. Each file acts as an individual but you
can create new albums containing a mix of files if you wish.

= Google Photos Q s CREATE  UPLOAD

© Mo 130002017

Fi, 21 Apr 2017 Sat, 31 Dec 2016 Sat, 19Now 2016

Step 2

To create a new album folder, click on the tick icon on the files
you want to add to the folder. Now click the + icon in the top right
of the main tool bar and select Album from the drop down list in
the top right corner, as shown here.

selected

Step 3

You can choose to save to an existing Album to create a new
one. Access to these albums is achieved in the same way, by
clicking the link of your choice.




Step 4

Having chosen to create a new Album, you can now customise
its name by entering your title into the text input box at the top of
the collection of files; click the tick icon to finish . You can also add
files to this folder by dragging and dropping directly.

Untitled

Sharing Web Albums

There are a couple of different ways to share your files and albums,
depending on whether the recipients have signed up for Google.

Step 1

To share a single file, click
on the image to enter full
screen view and then tap the
Share icon on the right of the
screen. From this menu screen
you can share with a Google
contact by clicking them.

Step 2

Alternatively you can share via your social networks by tapping
the link to Facebook or Twitter. To share to a non-Google contact,
click Get Link and then copy and paste it into a message or email.

tps://photos. epp.0oo. OUIATZNSYIESIONEZ2  COPY.

Step 3

To share an album, click on the
icon in the top right corner of the
album and then click on Share.
Once again you can quickly share
with Google contacts by clicking
on their name.

Using Photos Albums i‘

Sharing options

Album Access

The people you share with are added to the Shared with list

in Google Photos. These people can do the following:

« If your album visibility is limited, they can view it by
signing in to Photos.
They can see the shared album on your Photos Web
gallery, your Google profile and in Google+ (if you've
signed up).
Google+ users: The people you share with have
permission to reshare your album. Within Google+, they
can also see who else you've shared it with.

Step 4

Alternatively you can
also share via your social
networks by tapping the
link(s). To share to a non-
Google contact, click Get
Link and then copy and
paste it into a message
or email and send the
link as per usual.

B o
G oniy album owner can add photos

https://photos.app.goo.al/BxSFZVNFG4cqEXJ3  COPY

B O

Step 5

Add a comment if you'd like to add context to your photos. This
text will be posted with your photos in Google+. Add Google+
circles, individual people or email addresses and then click Share.
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3 Google Photos & YouTube

Photos Tips and Tricks

Dig a little deeper and you can find all sorts of useful tools, to help you
make the most of the Photos app. Whether you want to auto-organise
your videos and photos or organise your old files, you will find help here.

Organising By Places and Things

When you add to and build your Google Photos library, you
will naturally capture photographs and videos that feature
similar people and places. Photos will recognise these trends and
catalogue your files accordingly in your Places and Things albums.
These two folders are located side-by-side in your main Alboums
screen, starting in the top left corner. The Places folder will contain
grouped files based on the location of the image. Things will focus
on files which feature similar images, from dogs to people
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Using the Photos Assistant

Google Photos has its very own built-in tool that helps you
quickly access the app's key features and also offers you something
a little different. By clicking the Assistant link on the main control
bar, you will be taken to this screen. From here you can access
Album, Shared Album, Collage and Animation options. You can
also link to a Partner account to instantly share your files and even
see custom versions of your photos, edited automatically in-app.

Create new

0000

Abum Shared album Collage. Animation

Archiving your Files

Due to the quality of the app you are going to want to use the
Photos app to store your photography and video clips, you may
find things get a little too

cluttered and it’s difficult
to find your files. This is
where the Archive tool
comes in. Select any file
you wish to achieve and
click the More Options
link. From here select
Archive or press Shift+A
to add the file to your
Archive folder.

Slideshow

Download

Add 1o album

Add to shared album

Aschive




Photos Tips and Tricks i;

Additional Photo Apps

To get the very most from Google Photos, you will need to download two
independently running Google apps, Backup and Sync and Google Photos
mobile. Combine these apps with Photos to cross all your platforms.

Step 1

Open the Photos app and click on the Albums link. From here
click on the Movies icon found at the top right corner of the
screen. You will need to download this software to progress,
namely the Backup and Sync and Photos software from Google.

‘App downloads

Back up a lifetime of
photos

o Backup and Sync
wrom;

DOWNLOAD

2 For mobile devices

Step 2

Download and install the Backup and Sync. Once the software is
running it will automatically search your computer for the correct
photo and video files and place them in your main photo library
listings in the Photos app. It does all the hard work for you.

le Photos Q, Search "Germar

1453287 MOV
.

{
FTF 1M0_2650. 0

1
| : IMG_UB54.0PG:

w Ml
T

42016 Wed, 31 Aug 2016

192015

R

Step 3

On your mobile device head to the App Store or Google Play and
download the Google Photos app. Once complete, open the app
and enable access to your photo library. From the home screen,
tap Movie and then select the files (photos or videos) to use.

X SAVE

Step 4

You can now set the files to music by tapping the note icon. You
can select your music or a default theme. Once you are happy with
the video clip, tap add to album to save it to Google Photos. Head
back to your desktop and the file will be in your Movie folder.

< 0§ !

The Complete Google Guidebook 107



G Google Photos & YouTube

Get Started with YouTube

YouTube provides a forum for people to connect, inform and inspire others
across the globe and acts as a distribution platform for original content creators.
More than 1 billion unique users visit YouTube each month so don’t miss out.

mmmmm
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II Search

You can search YouTube just as you would search on Google and
as you type your search term, suggestions will appear below the
search box. Previously searched terms that are similar will show
at the top of the suggestions box. Search results are displayed in
order of relevance.

H Upload Controls

This drop-down menu contains a direct link to the upload screen
as well as links to your uploads dashboard; here you can see all of
the content you have uploaded and your analytics, which shows
how many times your videos have been viewed and, if you have a
channel, how many subscribers you have.
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B Account Controls

Here you can see your viewing history, channel subscriptions,
playlists you have created and social connections. You can also
control or delete channel subscriptions. Social connections allows
you to share your content with your Facebook or Twitter accounts.

Recommended Content

If you are signed in to your account, and have viewed any videos
previously, content that is recommended for you will be displayed
at the top of the home page. You can view more recommended
content by clicking the word “recommended”. If you have
subscribed to any channels, relevant content from those channels
will also be included here.



Bl Recommended Channels

The listing here is based on the videos you have watched and
which channels you have previously subscribed to. Roll your
mouse over the Subscribe button to see how many subscribers
any channel has and click the button to instantly subscribe. A tick
next to the name of the channel shows that it is verified as an
official channel.

H Subscribed Channels

A list of your subscribed channels is shown here. You can click
the arrow button just above the list to change how it is displayed:
new content, A-Z or most relevant. Just below the channel
subscriptions list is a button which takes you to the complete
listing of available channels. You will also find the controls for
managing channels there as well.

Latest Content

The most recent content from your subscribed channels is
displayed as a list at the bottom of the screen. If you have not
subscribed to any channels, this list will be populated from the
most viewed content on YouTube, content that is currently
trending and that which is relevant to your geographic location.

Manage Playlists

With playlists, you can put a series of videos all in one handy place.

For example, you could create a playlist of all of your favourite
music videos or sports clips.

Step 1

To add videos to playlist, click the Add to link underneath a video.

You can add it to a playlist that already exists or you can create a

new one.
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Step 2 o T

You can make changes
to your playlists by
visiting your Library.
This link is found on the 7o
left side of the main
YouTube user window.
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Deep House Music Live Mixes

Step 3

Open the playlist you want to change and click the Edit button
next to the playlist you want to edit. Click Done to save any
changes you make.

G Youlube searen T

 tome
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Deep House Music Live Mixes
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Step 4

Reorder videos in your
playlist by hovering your
mouse over the video
until you see a grey

Deep House Music Live Mixes
(D  BOM Publications +  videos + No views * Updated tor
A st

b Payall < Shae O Playlstsettings

i ‘Adam Beyer @ HYTE Berlin - NVE 2017 (BE-ATTV)
by BEATTV

Deborah De Luca @ Allimeclubbing Bucharest (BE-AT.TV)
vertical bar to the left of ke
the video. Click the grey Y -
bar, then drag and drop . wi- Ao st 7 )
the video to rearrange it.

Step 5

To delete an entire playlist, click the More icon at the top right
corner of this window, then click Delete Playlist at the top of the
list. Once a playlist has been removed, you cannot undo.

Deep House Music Live Mixes
Avidecs - No vt - Updtad o Dele
x ™
< pre e

“ Hot Since 82 @ Eastern Electrics 2017 (BE-AT.TV)
[ .

by BEATTY

R o Fizpatick - 69 Festivel Portugel 2017 (BEATTV)
wyseATy
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Using the YouTube App

The YouTube App, is your gateway to great videos and shows on all sorts
of subjects. YouTube is the gateway to a huge and always expanding world
of entertainment. Follow this guide and enjoy YouTube, wherever you are.

Step 1

Log in by tapping the Silhouette icon (top right corner). If you
don't, you can set one up (tap Sign In then Add Account). It's a
good idea to use YouTube while logged in, as this allows videos
you might like to be offered as viewing suggestions.

X Account

Sign in now to upload, save and comment on videos.
£ Settings
@  Terms & privacy policy

@  Help & feedback

Step 2

You can search for a subject or channel using the Magnifying
glass icon. You're then presented with a list of relevant videos,
showing how many views they've had, their length and their
uploader. Their length, in minutes, is shown in the screenshot.

< Google X | I
0 Google
7.3M subscribers - 2.1K videos
Latest from Google

031919

Google GDC Keynote

G

Stadia GDC 2019 Gaming Announcement  ;  Driving change with Rolling Study Halls  :  Introducing Emil: the creative coder i Beating the reco
adding color to machine leaming digits of pi

99K views -1 we

1.5M views - Streamed 2 deys ago 53K views - 6 days ago

38K views -1 week ago

Google's Stadia Announcement at GDC 2019 in Under 14 Minutes
1.5M views - 2 days ago

& Engadget

STADIA

Watch Gooale’s Stadia Event In 5 Minutes
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Step 3

Tap on a video to open it. You might have to watch a short advert
first. While watching, you can use the Thumbs icons to like or
dislike it, the Share icon to share it or you can save it to your Watch
Later list for viewing later. Similar videos are listed below it.

Google — GDC 2019 Teaser
Google - 463K views

#34 ON TRENDING
Stadia GDC 2019 Gaming Announcement
1,563,615 views

Made by Google 2018
Google - 646K views

i 9 lad o =
K f e

51K Share Downloa

#+ Google
J 730 subscribers

Comments 49K

9 Add a public comment..

P Qe E——

Step 4

Two more controls are worth a mention. The small triangle below
the right corner of the video can be tapped to reveal or conceal
further information and links and you can tap the Subscribe
button to be informed whenever the YouTuber posts a new video.

Autoplay @)

Single GPU mugcry, IEES

Google — GDC 2019 Teaser
Google + 463K views.

/wilter.com/GoogleStedia
Follow Stadia on Facebook: http://facebook com/GoogleStadia

“The Stadia Controller has not been authorized as required by the rules of the Federal Communications
Commission. This device is not, and may not be, offered for sale or lease, or sold or leased, until
authorization s obtained.

Made by Google 2018
Google - 646K views

Category  Gaming

Comments 4.9k B2

9 Add a public comment.




Step 5

Tap the video as it plays and you get these controls. In the centre,
there's the Pause/Play icon and either side are the controls to skip
to the next video or restart. Scrub through the video using the red
dot, or make it full screen with the icon in the bottom right.

Up next Autoplay .

Google — GDC 2019 Teaser
Google - 463K views

Made by Google
aunch Event

Made by Google 2018
Google - 646K views

~
=

er.com/GoogleStadia
icebook com/GoogleStadia

authorized as required by the rules of the Federal Communications
I may not be, offered for sale or lease, or sold or leased, until

Step 6

The Three-dots icon, in the top right, gives access to further
options, such as: reporting the video, adding captions or changing
the resolution. Tap the video at the top of the screen, anywhere
there’s no icons, to hide the controls and go back to viewing.

Quality - Auto (720p) Up next Autoplay @)

Captions

Report

®© 7 8 &

Help & feedback

() Playback speed Google — GDC 2019 Teaser

Google - 463K views

e G Tyt
hitp://twitter com/GoogleStedia
on Facebook: http-//facebook com/GoogleStadia

as not been authorized as required by the rules of the Federal Communications
e i not, and may not be, offered for sale or lease, o sold or leased, until Made by Google 2018

Google - 646K views

Commission. This dev
authorization i obtained.

Category  Gaming

Step 7 S
Notice the rectangular
icon with the Wi-Fi icon
within it. Tap this icon
to stream YouTube
from your tablet to a
TV, using Chromecast
or Airplay. Simply select
the device you wish to
cast to from the list and
your video will instantly
play on that device.

Using the YouTube App n

Step 8

The YouTube app also features the ability to “Go Live” with your
content. This is available directly through your device if you have
a camera and microphone attached or built in. To start your live
stream click the camera icon and select “Go Live"to share your
stream with the world. Once complete your stream will be save to
your YouTube video uploads.

Start the show

D New from My Channels

Fao i
J 7

YouTube Kids/Gaming

Google have two more content focused applications
that sit alongside their original YouTube app, YouTube
Kids and YouTube Gaming. Each of these apps, which
require separate downloads, follow the same basic
build as the original, albeit the content is locked to the
respective app. For example YouTube kids features only
child friendly videos and content and all search results
will remain within these confines. Thus enabling users/
parents and guardians to control of the content viewed.
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Uploading Videos
to YouTube

It may sometimes seem like the whole world is uploading videos to
YouTube, from the random ramblings of retro gamers to budding
musicians. If you want to add your own voice to the varied world of
YouTube, here’s how to get started.

Step 1

Sign in to your YouTube account if you haven't already done so.
At the top right of the screen, wherever you are in YouTube, you
will see an Upload arrow button. Click this to get started.

Q

o Y

Solomun *

Step 2

Click anywhere in the upload window on the next screen to start
browsing for your videos. Alternatively, you can drag videos onto
the browser window from any open folder on your computer.

3 YouTube ™ Search T 0

WPoRT VIDEDS

insartyou vdeos fom
} o ot

LVESTREAMMG

Select files to upload
Ordrag and drop video fles:

(( o) i“f‘:i.‘_mﬂ

Warung Beach

Loco Dice b2b The Martinez

Deborah de Luca @ Deborah De Luca - Set@

Alltimeclubbing, Bucharest-  ASEVEN (Berlin) - 21-10-
panje Guzova CREATIVe Official

32K views * 3 weeks ago 41K views * 3 months ago

ars (BE-AT.TV) Brothers b2b Seth Troxler at

K.BOOKING AGENCY
g 23K vlews * 3 weeks ago
months ago

—

] 1:26:58

Jiuli live @ biza Es. gebomh de Luca at Chateau DJ Rush @ Awakenings by

Lee Burridge @ BPM Festival

‘ercle e Chambord Day, ADE 2017 (BE-AT.TV) Portugal 2017 (BE-ATTV)
K.BOOKING AGENCY BE-ATTV BEATTV
1 week aga 20K views + 3 months ago 84K views « 2 months ago 68K views -

Streamed 4 months ago

1§ by Films e

Lt ’

ial Here We Go Again...

Fifty Shades of Grey - Topic  Avengers: Infinity War - Topic Black Panther - Topic

Video Formats

Not sure which format to save your video? If you receive

an “invalid file format” error message when you're
uploading, make sure that you're using one of the
following formats:

.MOV, .MPEG4, .AVI, WMV, .MPEGPS, .FLV, 3GPP or WebM
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Step 3

Once you have added a video to the upload window, using
either method, a new page will automatically open. If the video
file has a title, it will automatically be entered in the title box.

UPLOADING B0% oot scondorsmaons. [

E3 vour video s still uploading. Please keep this page cpen untilits done.

Basicinfo Translations Advanced settings
IMG 2058 Public
Upload status:
b ek Desoription Also shareon
Your video il be five ot
NSO De/AMINOSFIS4 m
Tags (e.g. Alber! Einsein, llying pig, mshup) +Agd 1o playist

s©

s will appear when the video has finished processing

VIDED THUF

Thumbnail

Video Manager -+



Step 4

Fill out the rest of the information, including the description and
the tags, as these help make it easier for the video to be found by
searchers. If you wish, you can alter the privacy settings so only
certain people can find it.

WTube™ Search a *
I3 ek Publish to make your video ive. Oraf saved
- Trisions Advancad arings
AFantastic Famly Holiday pusie
Highiights of our brlfant winter holday to the Cormwall caast. Ao shareon v ]
Gomwall x| holiday x | « Agd e playeer
viDEo THUMBNAILS @
o o
o
VidooMinsger |+ Add mare videos
)@ 2O Liguege Ergih(K) T Locaton UntedKingdom v ResvicedModeOF v | § Hewry | @ Wap

+ Copyright Creators Advertise Developers +YouTube
§ PobybSshty  Sedfesdbeck  Testnmm festures

Step 5

When the video has finished processing, several thumbnails will
automatically be grabbed from it and displayed. Click on the one
you want to use as the display thumbnail on YouTube: select the
one that you feel sums up your video clip the best.

)
o o Highlights of our brilliant winter holiday to the Comwall coast. also share on

Your video will be ive at:

ttps:fyoutu be/ AMINOSFBSa %

Cornwall 3¢ | holiday % | + Add o playiiet

vioeo TrumeNaiLs @

Video Manager

Step 6

If the uploader detects that the video is shaky, as it is being
processed, you can choose to stabilise it. A progress bar will
show when the video is uploaded to the site.

B VouTube™ Search 3 .
‘A Fantastic Family Holiday Retwrn 10 edting
‘Share Embed Email
i —
| flvlclafs] ¢ [«
https://youtu.be/AMINOSFbjS4
[ ——

Uploading Videos to YouTube u

Step 7

To check your video has been added to your account, navigate
back to the main YouTube page and click on your name in the left-
hand column. All of your uploaded videos will be displayed there.

CREATOR STUDIO videos [

-
B5 DASHBOARD

Actions v Addto

B ViDEo MANAGER
A Fantastic Family Holiday HD

6 Feb2018 11:52

Playlists Edit -
(t») LIVESTREAMING v
-8, COMMUNITY v
e ‘CHANNEL v
il Anawymes v

3, TRANSLATIONS & o
‘A’ TRANSCRIPTIONS

Step 8

Click the Video Manager button to quickly see and manage all of
your uploaded videos. Here you can check the number of views,
likes and dislikes, as well as being able to share or delete videos.

A Fantastic Family Holiday Cancel

VioCo mroRMATION

A Fantastic Family Holiday Chamnet S0M Puicatons
- Uplosded time: 6 February 2018 ot 11:52.
Duston 12
Raw file. 1MG_2058.mav.
v, "o
e %o
s » o
Cormerts: m 0
— eosirau be/AMIGSFSSH

Your account st cboible f
ciator thambnads. Lean

Hisicinfo Transiations Advanced settings
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Using Google Chromecast

Streaming from the YouTube app can be extremely easy, even if you don’t
have a Smart TV. Chromecast, the thumb sized media streaming device
that plugs into the HDMI port on your TV. Set it up with a simple mobile
app, then send your favourite online shows, movies, music and more to
your TV using your smartphone, tablet or laptop. However, that doesn’t
mean that there aren’t more advanced tips and tricks you can use when

setting up your Google Chromecast correctly.

Set Up Chromecast Hardware

Before you can begin to cast content from your device to your TV or other large screen device, you will need to get the Chromecast
hardware connected and set up correctly.

(® t
- Visit google.com/chromecast/setup on your laptop or mobile device

Welcome to the new Chromecast

app

Mok the mostofyou Chromesast.
My setup name is ‘Chromecast XXXX{

Step 1

Everything you need to get going is included in the
Chromecast box. You can plug your Chromecast into any open
HDMI input. If you do not have access to a nearby power socket,
you can power your Chromecast by plugging the USB power
cable directly into an open USB port on your TV.

Step 3

Once itis plugged in, you should see
the Chromecast home screen. If you do
not see the Chromecast home screen on
your TV after setting it up, use the Input or
Source button on your TV's remote control
to change the input until you see the
Chromecast home screen.

Step 2

Using the cables and adapters that come with the
Chromecast is important. To Improve Wi-Fi reception or
if you are having trouble slotting the Chromecast into
an awkwardly placed HDMI socket, you can use the
HDMI extender included in the box.
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Using Google Chromecast

The Chromecast App

The official app is not the only way to manage your Chromecast device but it should certainly be the place you start.

chromecast

P Chromecast
J GoogleInc. ¢
r o PeGI3

UNINSTALL

onmlosds

An easy way to watch online video on your TV

Step 1

Some devices, particularly the Google
Nexus ones, may already have the
Chromecast app, which connects to the
hardware plugged into the TV, pre-installed.
If not you can download the latest version
from the Google Play store for free.

Screen Casting

C v 80759

O

Devices

Tap on the gear to change settings and customise your idle
screen with Backdrop.

GoTIT

1 Chromecast1354
PIN 7983

B i

Step 2

Make sure the device is connected to
your Wi-Fi network and then open the
Chromecast app. It should automatically
begin scanning for devices. Once found it
will show your Chromecast in a list, along
with any other compatible devices.

r

Chromecast name

CANCEL  OK

Step 3

Tap next to Chromecast to connect. The
screen will change, as will the screen on
your TV. This will show a code that needs to
match on both the device and the TV. Give
your Chromecast a name if you wish, such
as "My Chromecast” and then tap Done.

Many media apps include a dedicated Cast button, used to project movies etc. to your TV. However it is also possible to cast your device

screen as well.

D YouTube

[Music Playing]

The Best Sci-Fi In The Galaxy

Subscribe and watch new short films every week
on DUST.

DUST

Step 1

You can cast YouTube and all of your
favourite apps, from your device to the big
screen. Casting allows you to mirror your
Android phone or tablet to the TV so that
you can enjoy your great content exactly as
you see it on your mobile device.

iscover apps

0 Cestscreen
® Lo

B  Help &feedback

Step 2

Connect your device to the same Wi-Fi
network as your Chromecast and open the
its app. In the top left corner, touch the
navigation drawer and then tap the Cast
Screen button. Select your Chromecast from
the list shown.

£ Connect to device

Step 3

Anything you open on your device will
now be cast to your TV via the Chromecast
(Where compatible). There are some
limitations to using screen cast but in
general you can project almost everything
from your device to the big screen.
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Google Home Devices

There are now 4 different Google Home devices to choose from, including the
tiny Home Mini and the new Google Home Hub. The specification and size
varies greatly, so if you are not yet sure which Home speaker is best for you,

check out all of the details here.

Google Home Speaker

From enjoying your favourite music or hearing the morning
news, to checking traffic or adjusting your thermostat, you can

ask Google Home anything - no hands required. Powered by the

Google Assistant, you have command of your home, your music
and your curiosity, whilst its sleek design fits wherever you want
to enjoy music or access the Google Assistant. Start by saying,

“Okay Google," or “Hey Google.”

Dimensions

Diameter: 3.79 in (96.4 mm)
Height: 5.62 in (142.8 mm)
Power cable: 70.8 in (1.8 m)
Weight

Device: 1.05 lbs (477 g)
Power adaptor: 4.58 0z (130 g)

T

A

A

2
o
3

e

R

45

2

i
2
%

e

Colours

Body: White
Base: Standard base is slate fabric.

Supported audio formats

HE-AAC, LC-AAC, MP3, Vorbis, WAV

(LPCM), Opus, FLAC with support for

high-resolution streams (24-bit/96
KHz)

Wireless Network

802.11b/g/n/ac (2.4 GHz/5 GHz)
Wi-Fi for high-performance
streaming

Note: WPA2-Enterprise is not
supported.

Audio

High excursion speaker with
2" driver + dual 2" passive
radiators delivers clear highs
and rich bass
Far-field voice recognition
supports hands-free use.
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Google Home Mini

Speaker

The original Google Home gives you hands-free help, and the
new Google Home Mini lets you experience it in more places.
Whichever you choose, you can get answers, enjoy your
entertainment, manage your day and control your smart home
using just your voice. Both hear you reliably when you say, “Okay
Google,” and they can even distinguish your voice from others in
your home for a truly personalised experience.

Dimensions

Diameter: 3.86 in (98 mm)
Height: 1.65 in (42 mm)
Power cable: 1.5 m

Weight

Device: 6.1 0z (173 g)
Power adaptor and cable:
approximately 2.6 0z (75 g)

Colours

Chalk, Charcoal, Coral (Google Store
exclusive)

Materials

Durable fabric top, Non-skid silicon
base, Plastic housings created using

recycled material
Supported audio formats

HE-AAC, LC-AAC, MP3, Vorbis, WAV
(LPCM), Opus, FLAC with support for
high-resolution streams (24-bit/96
KHz)

Wireless Network
802.11b/g/n/ac (2.4 GHz/5 GHz) Wi-Fi
Audio

Far-field voice recognition supports
hands-free use

360 sound with 40-mm driver
Chromecast and Chromecast Audio
built in

Bluetooth support




Google Home Hub

Just ask your Google Assistant to get in-depth, visual answers
about recipes, local businesses, sports and more. Some
questions however, are better answered with a video just say,
“Hey Google, show me how to cut a pineapple,’ for example. You

Dimensions KHz)

Depth: 2.65 in (67.3 mm) Wireless Network
Width: 7.02 in (178.5 mm)
Height: 4.65 in (118 mm)

Power Cable: 1.5m
Weight
Device: 16.9 oz (4809)

802.11b/g/n/ac (2.4 GHz/5 GHz) Wi-Fi
for high-performance streaming

Note: WPA2-Enterprise is not
supported.

Bluetooth 5.0

Supported Bluetooth profiles: AVRCP
controller, AVRCP target, A2DP sink,
A2DP source, GATT server, GAP
Display Audio

7in (177.8 mm) LCD touch screen
Resolution: 1024 x 600

Colours
Sand, Aqua, Chalk, Charcoal

80dB SPL @ 1KHz, @ Tm
Full range speaker

Supported audio formats 2 mic array

HE-AAC, LC-AAC, MP3, Vorbis, WAV
(LPCM), Opus, FLAC with support for
high-resolution streams (24-bit/96

j 7:35 AM - Mon, 18 Oct & Commute

© Clear Jamie - Updated 1 min ago
20 min to work
MON TUE WED s
24°19° 18° 11° 21° 14°

Google Home Devices G

can also enjoy songs and videos from YouTube Music on a crystal-
clear screen and speaker or listen to Spotify, Deezer, and various

radio stations from Tuneln.

Google Home Max

Google Home Max brings the power of Google to music lovers,
meaning you can fill even the biggest room in your home with
rich, immersive sound. Google Home Max automatically tunes
itself so that you can place it anywhere in the room. To ask it
questions or give it commands just start by saying, “Ok Google”
to bring your own Google to best-in-class speakers.

Dimensions

Width: 13.25in (336.6 mm)
Height: 7.48 in (190.0 mm)
Depth: 6.08 in (154.4 mm)

Power cable: 2 m

Weight

Device: 11.68 Ibs (5300 g)
Colours

Chalk, Charcoal
Materials

Acoustically transparent fabric
Rigid polycarbonate housing
Silicone base

Supported audio formats

HE-AAC, LC-AAC, MP3, Vorbis, WAV
(LPCM), Opus, FLAC with support for
high-resolution streams (24-bit/96
KHz)

Wireless Network

802.11b/g/n/ac (2.4 GHz/5 GHz) Wi-Fi
for high-performance streaming

Bluetooth 4.2

Supported Bluetooth profiles: AVRCP
controller, AVRCP target, A2DP sink,
A2DP source. GATT server, GAP

Audio

Two 114 mm high-excursion (+/- 11
mm) dual voice-coil woofers

Two 18 mm custom tweeters
Sealed rigid housing

Acoustically transparent fabric

Processor

1.5 GHz 64-bit quad-core ARM Cortex
A53

Sensors

Ambient light sensor
Orientation sensor
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Google Home
First Time Set-up

Setting up your Google Home device properly for the first time will make
using it much easier, so take the time to get things right. You will need to
have the speaker, an Android device, a Google account and a working Wi-Fi
connection that both Android and Home devices can connect to.

Setting Up Google Home

All of the setup for your Google Home speaker is done through the Google Home app for Android. Use this app for future access

and changes to the settings.

Step 1

Plug in your Google Home device and wait
for the audio cue to show it is ready to be set
up. Make sure that the switch that controls the
microphone is set to “On’. If you accidentally
turn the microphone off on your speaker, the
device will inform you accordingly.
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Google Home
Google LLC

Tools #5 Top Apps

What's new @
Last updated 11 Oct 2018

With the new Google Home app, you can now
control, organise and manage compatible lights,
cameras, TVs and more, all from just one pla

Read more

@

Rate this app

W W W W W

Reviews are public and editable.
Pact edite are vicihle tn the

Rate this app

Step 2

Currently, Google Home is only available
for Android devices, and most have it pre-
installed. If you don't already have it, find the
app on the Google Play store, download and
install it on your mobile device (phone or
tablet). Once installed, open the app.

Choose account

Use this account with the Google Home app

russ ware
russ.ware@gmail.com

Russell Ware
russware76@gmail.com

Use another account

O 6

Your use of Google services and devices,
including this app, are covered by the Google
Terms of Service and Privacy Policy.

Step 3

You will need to make sure that your mobile
device is connected to the same Wi-Fi network
you intend to use for the Google Home
speaker. It won't work if you are using a 4G
network to connect. Once connected, open
the Home app and confirm which Google
account you will use to log in.



Connecting to Google
Home Mini...

Your phone or tablet may disconnect from
Wi-Fi during setup

Step 4

The Google Home app scans for nearby
devices that are plugged in and ready to set
up. If no devices are found, and you're setting
up a device, tap Yes. Make sure that you're near
the Google Home device that you're setting
up and it’s plugged into a wall socket. Then
tap Next.

Teach your Assistant to
recognise your voice

Voice Match helps your Assistant identify

your voice and tell you apart from others

by creating a unique model of your voice
on this device.

Why set up Voice Match? It allows multiple
users to enrol on this device. You can
also use your voice to access personal
results, which you can turn on after setting
up Voice Match.

Keep in mind: A similar voice or recording

Step 7

Next, to improve your Google Home
experience, set up Voice Match. Voice Match
allows multiple users to use the same
device and get personalised results. Follow
the prompts on screen to teach Google to
recognise you. You can remove Voice Match
settings later if you wish.

Google Home First Time Set-up G

Google Home Mini found

Would you like to set up this device?

Step 5

Hopefully your device will be found by the
app, displayed on screen and you can then tap
Next to continue. If you are setting up multiple
devices, select the one you want to set up first,
and then tap Next. The app will now connect
your phone to your new Google Home ready

for configuration.

Enter your address

Your address helps with services such as
traffic and local weather

Street address

Gloucester Rd, Newton Abbot, Dewv:

Step 8

The Google Home app will ask for access
to use your location to pre-fill your address.

This is the address where your device is
located. If you allow access, your address

will be pre-filled; otherwise, you will need
to enter it manually. When your address is

entered tap Next.

Where is this device?

Choose a location for your Google Home
Mini. This will help name and organise
your devices.

Create new
Back garden
Bathroom
Bedroom
Cellar

Den

Step 6

You should hear a sound on your speaker to
show it is connected. You can now continue
the setup by selecting the room it will be in
(this is just to identify the speaker), choosing
your region, and setting the assistant language
you want to use. Once done, you will need to
connect to your Wi-Fi network.

Add music services

Allow the Assistant to play music from
your linked services

Spotify
e Free service available °

Google Play Music
[o »  Play Music subscription Q
active

YouTube Music
@ YouTube Music Premium Q

membership active

Step 9

You can now add your favourite services, for
example music. Spotify, Google Play Music,
YouTube Music and Deezer are just some of
those available. If you add more than one, you
will need to choose a default music service.
Follow the further on-screen prompts to
complete the setup.
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Home Voice Commands

There are hundreds, if not thousands, of different voice commands you
can use with Google Home, from simple music commands to asking for a
currency conversion or changing the temperature on your smart thermostat.

Here are a few of the most useful commands to try.

Music

As well as Play, Stop, Pause and Resume, you can also:

Request a song - “Play <song name>,""Play <song name> by <artist name>."
Request an artist - “Play <artist name>,""Play music by <artist name>.”

Request an album - “Play <album name>',"Play <album name> by <artist name>
Play music based on mood - “Play happy music.”

Shuffle - “Shuffle.”

"

News

You can choose which News sources to use in the Home app.

Listen to the latest news “Catch me up,""Listen to the news, “Tell me the news."
Listen to news from a specific provider “Listen to NPR News,""Play BBC Minute.”
Listen to news about a topic “Listen to news about North Korea.”

Listen to news from a specific category - “What’s the latest in business/technology?”
Play next news story - “Next’, “Skip."

Thermostat

If you have a smart thermostat, (Nest, for example) you can control it with:

To adjust the temperature - “Make it warmer/cooler,” “Raise/lower the temp.”
To switch heating or cooling modes -“Turn on the heat/cooling.”

To set the mode and temperature - “Set the heat to 20."

Turn thermostat off - “Turn off thermostat.”

To hear the ambient temperature on the thermostat - “What’s the temperature inside?"
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. o’ Traffic

You can get information on traffic and commute times.:

Hear commute conditions - “How long is my commute?”

Specify method - “How long will it take to walk/train/bus/bike to the library?"

Specify destination - “How long will it take to get to Costco?”

Specify source and destination - “How long will it take to get from work to Heathrow airport?”’

Weather

You can ask Google Home to tell you about the weather.

Ask for current weather - “What’s the weather?”

Ask the weather forecast for a specific day - “What’s the weather tomorrow, Monday, weekend, etc.?”
Ask specific questions about weather/forecast - “Is it going to rain tomorrow?”

Weather in a specific location - “Will it rain tomorrow in London?"

..- - Alarms & Timers
You can easily set your morning alarm or time an egg with Google Home.

Set new alarm -“Set alarm for 6.00 a.m. tomorrow.”

Set recurring alarm -“Set alarm for 7.00 a.m. every day of the week."
Snooze - “Snooze for 10 minutes.”

Set a timer -“Set a timer for 1 minute.”

Find out time remaining on timer - “How much time is left?"

Cancel a timer - “Cancel timer.”

—— . o ~  Facts & Information

You can ask your Google Home speaker to tell you all sorts of info.

Questions - “What'’s the capital of Mali?" or “How far is the sun?"

Translations -“How do you say hello in Japanese?” or “What'’s ‘good morning’ in Danish?’

Currency Conversion - “How many euros is a dollar worth?" or “What is 100 pounds in Danish Krone?"
Dictionary - “How do I spell vigorously?” or “What does circumlocution mean?”

Learn more things Google Home can do - “What can you do?’
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Play Music on Google Home

Listening to the music you want on Google Home requires you to set up the

music services it uses. To do this you need to know how to ask the speaker to

play, stop, pause, shuffle and skip the music you want! Let’s take a look at just
how you listen to music on Google Home.

Choosing Music Services

You can connect your speaker to a great variety of different music services, from Google Play Music to Spotify and Deezer,
which will give you access to millions of songs.

< Add... :
Add to home

(+] Set up device >
2 Invite home member >
|_§ Create speaker group >
" Create new home >

Manage services

J Music and audio >
I3} Videos and photos >
Step 1

You will have been asked to choose a music
service during the setup of the Google home
speaker, but if you skipped this step, or want
to add more, you can add services at any time.
Open the Google Home app on your Android
device and tap the +Add button on the Home
tab. Then tap Music and audio.
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&< Music :

The Assistant will use this music provider by default
when asked to play music. You can still play music
using all other linked providers when specified.

Your music services

YouTube Music o

YouTube Music Premium
subscription active

Google Play Music
>
[o Google Play Music subscription ©
active
@e Nodefault provider O
dahn

Use other accounts' preferences on
shared devices

More music services

Deezer P
Deezer Premium subscription

required

Step 2

If you have a Google Play Music or YouTube
Red account (connected to the current
Google account), these services will be linked
automatically. To link one of the other music
services, tap the small link icon next to each
one. Read the information in the box that pops
up and then tap Link Account.

Spotify

. . ()
Free service available

Link your Deezer Account

Link your Google Account to Deezer
to enable playback on compatible
devices and access your playlists.
When you interact with the Deezer
service through the Google
Assistant, your queries may be sent
to Deezer for use in accordance
with its privacy statement. Deezer
may provide personal results and
personalised recommendations for
you. You can unlink your account
anytime in the Assistant settings.

CANCEL  LINK ACCOUNT

Step 3

You will now be taken to the music service
Login screen, where you will have to log in
to your account (or create an account if you
don't already have one). Once this is done
successfully, you will be returned to the Home
app where you will see the music service
linked to your Home device.



Play Music on Google Home G

Playing Music on Google Home

Spotify: Free Music
Streaming

Spotify Ltd.

[!] Parental guidance

Free music streaming: dance albums,
disco hits, pop, hip hop, rap, jazz & more

-~

*okk ki 12,593,872 4
Contains ads
In-app purchases

Free Discover
and easy to use. new music.

Step 1

Now you have your music services linked to
Google Home, you can start listening. Exactly
what music you can listen to depends on
which service you are using. For example, you
may not be able to request certain songs by
name if you only have a Spotify Free account.

.o

< pevice settings

Default TV
Choose a TV

Do not disturb

Equaliser
Bass, treble

More

Personal results O
Allow personal results on this device, such as

email, calendar, contacts and reminders. This

also allows payments on this device.

Notifications O

Receive notifications such as reminders on

Step 4

Guests and housemates cannot access
your library content if you've set up Voice
Match. However, you can give them access
by uploading your music to their account. If
you haven't set up Voice Match, guests and
housemates can access music from your
library in the same way you can.

Welcome home

il Now playing

The Last In Line
Dio
Google Play Music

)  OFFICE SPEAKER > =

®¢'  Google Assistant :

Start with "Ok Google"

To get your Assistant's attention you can say

Step 2

To play a specific song, say “Hey Google,
play <song name>,""Hey Google, play <song
name> by <artist name>,"or"...play <song
name> on <music service>"Certain music
services will also allow you to search for songs
by saying,”...play songs like <song name>

Mix — Sia - The Greatest

Sia - The Greatest

Step 5

You can also play music from your desktop
Chrome browser on your Google Home
speaker (as long as the computer is connected
to the same Wi-Fi network). Open the browser
and start playing the music. Click the Chrome
menu button, select Cast and choose the
speaker to play through.

Discover

il Now playing

Impressions

KC Lights
Google Play Music

o)  OFFICE SPEAKER i =nu
@+ Google Assistant :
Help

Try saying 'OK Google'...

Step 3

There are some specific commands for the
different music services, but all of them will
react to the general music control commands.

ni

These are:“Play,“Shuffle,“Pause,"Resume,’

i

“Stop,“Next,Skip,"What song is playing?”
"Volume up/down, or “Set volume to 5.

A Cquainser sewngs H

Office speaker

Bass

-6dB 0 +6dB

Treble

-6dB 0 +6dB

Step 6

You can use the Home app on your Android
device to control the music that is playing
on your speaker. Open the app and tap the
speaker name on the home tab. Here you
will see play and pause controls, along with
a volume slider. Tap the Equaliser button to
change bass and treble levels.
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Play Music Using Bluetooth

As well as being connected by Wi-Fi, your Google Home device can also be
used as a Bluetooth speaker, playing music that is stored on your phone
or tablet or even your laptop. You can also stream music from your Google
Home device to a pair of Bluetooth headphones.

Play Music on Home Speaker

Being able to play music stored on your phone or tablet through the Google Home speaker is a useful addition to its bag of
tricks and opens up a host of new audio possibilities.

Office speaker

Now playing

40%

Volume

9 Stop casting Open Google Play Music

. = J &
Step 1

Open the Google Home app and tap the
name of the device you want to connect with
via Bluetooth. In the top right corner of the
device info card, tap the device settings menu
and then find the Paired Bluetooth devices
heading and tap it. In the next screen, tap the
Enable Pairing Mode button.
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Wi-Fi
TP-LINK_AP_4C1A

Bluetooth -
On =

Phone visibility
Allow other devices to find your phone
and transfer files

Data usage

Flight mode
Turn off calling, messaging, and
Mobile data

NFC and payment
Make mobile payments, share data,
and read or write NFC tags.

Mobile Hotspot and Tethering
Mobile networks

Location

Step 2

Now open the Bluetooth settings on your
mobile device and turn Bluetooth on. The
device will scan for available connections,
and you should see the name you gave your
speaker appear in the list. Tap the speaker
name to pair the devices using Bluetooth.

Thursday
18 October

|

P

Bluetooth O

Scanning for Bluetooth devices...

PAIRED DEVICES

88 Olixar AquaLux

VEHO 360bt
Office speaker
DESKTOP-LO6K9F4

Samsung Galaxy S7 edge

STOP DONE

Camera

Messages Email Phone Settings

Step 3

If the Google Home speaker is paired with
multiple speakers, it will default to the most
recently paired device. You can tell Google
Home to connect by saying “Hey Google,
connect to Bluetooth,"or you can change
which speaker is paired by opening the
Bluetooth settings on your phone.



< Recently added
211 tracks
Glve IVie Sometning

Seafret

Oceans

Seafret

Destiny ft. Sia and Sophie Barker

Zero 7

Stereophonics - C'est La Vie
Unknown

The Temper Trap - Sweet Dispos..

[SLUGL)

Modest Mouse - Float On

Unknown

Step 4

To play music through the connected
speaker, just use whichever music player you
normally use to play your device music. When
connected to the speaker using Bluetooth,
anything you play (from MP3 files to YouTube
videos) will play through the speaker.

Play Music on Bluetooth headphones

Play Music Using Bluetooth S

Office speaker

Playing Jungle on Bluetooth Audio

66*

LV N

Step 5

You can also use voice commands to tell
your Google Home speaker to play music
that is stored on your mobile device. Just
say "Hey Google <song name> or <playlist
name>"You can use all of the normal music
voice commands to pause, stop, skip, change
volume, etc.

< Paired Bluetooth devices :

Galaxy S8
3 Added 15/10/2018 X
Step 6

To unpair the devices, open the Google
Home app and find the device card for the
Google Home that you want to unpair. Open
the device settings and then go to Paired
Bluetooth devices. Tap the X next to the device
that you want to unpair and then tap Unpair.

You can also connect a set of Bluetooth headphones through the Google Home speaker and app.

Setup

Set up new devices or add existing devices
and services to your home

New devices

Set up new devices in your home
h Google Home, smart displays and
devices labelled 'Made for Google'

Works with Google

Have something already set up?

Step 1

Turn on your Bluetooth headphones; placing
them in pairing mode; this is normally done
by pressing the pairing button on your
headphones (a light will usually flash to tell
you). Now open the Google Home app on
your Android device and select the speaker
you want to connect to.

Choose a default speaker
for music and audio

When you ask Office speaker for music, it'll
play on the speaker selected below

Pair Bluetooth speaker

Office speaker
(this device)

Step 2

Tap the Settings button and scroll down to
find the Bluetooth options. Tap “Default music
speaker”and then tap “Pair Bluetooth speaker”.
It will then scan for available headphones (or
speakers) and allow you to connect by tapping
the name in the list of available devices.

Volume

Step 3

You can only have one connected speaker or
headphones to play music through at a time.
Once you pair and connect your speaker to a
Google Home, it will auto-connect unless the
speaker is disconnected. You can use normal
Google Assistant commands to play music.
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Google Home Routines

Routines are a set of actions that your Google Home can perform when
activated by a single voice command. You can customise existing preset
routines in the Google Home app, or you can create your own routines from
scratch, using a wide variety of available actions.

Create and Manage Routines

Learn how to customise, create and use Routines with your Google Home speaker and the Google Home app.

@

russ ware

russ.ware@gmail.com

Personal
info

yourvorlce

Assistant Services Home

Home control
Manage the devices in your home

QO

< Routines
)

Multiple actions with one command

Email updates

Latest news & features
Assistant devices

Phone

[ office speaker

. 2 o

5

Step 1

Your Google Home app comes with several
pre-set routines. To view or edit these, tap the
Menu button at the top left, and select “More
settings”. Scroll down and tap the “Routines”
section. Here you will see displayed all of the
existing routines, for example “Good morning
or“Bedtime”.

Il
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Get your Assistant to do multiple things with just
one command. Use ready-made routines that
you adjust to fit your day, and create customised
ones from scratch.

Custom

Entertain me 5

3 actions

Ready-made

Good morning N

5 actions

Bedtime N

One action

Leaving home N

No actions

I'm home N

One action

Commuting to work N

. 2 g ¢
Step 2

Below each routine name, you will see the
number of associated actions. Tap a routine to
start editing it. While all routines can be edited,
you will notice they have differing numbers
of actions that can be added. The pre-set
routines illustrate this difference.

When...

| say "Entertain me" >

Or it's 08:30 on Mon, Tue, Wed, Thuy, F.. >

My Assistant should... CHANGE ORDER

X Adjust media volume o

X Say something o

Add action

And then play...

O Music o

O News o

@®  Radio o

- 2 0 ¢
Step 3

Routines are split into sections: “When
I'say..., (the command) "My assistant
should...” (the main actions to perform)
followed by “And then play” (additional
actions). You can manage and edit each of
these sections individually.



~ GGG TG - :

When | say...

"Good morning" or "Tell me about N

my day" or...

My Assistant should... CHANGE ORDER

O Take phone off silent o
®
®
®

Step 4

For example, the single command “Good
morning”could take the phone off silent, tell
you the weather alongside your reminders and
commute information. It could then give you
the news headlines from a variety of sources
(BBC, CNN, etc.) before playing your favourite
radio station until you tell it to stop.

< NEW rouune v H
When...

Add commands (required) >
Set a time and day (optional) >

My Assistant should...
Add action
And then play...

Add media

Step 7

If none of the pre-set routines meet your
needs, you can create your own from scratch.
Open the routines settings in the Google
Home app and tap the + button. Start by
editing the command you want to use to
activate the routine. Simple commands seem
to work best, so keep it short!

Google Home Routines G

What radio station would you
like to play?

For example, "Radio 1" or "Radio 5 Live."

Step 5

Tap the checkbox next to each action to add
or remove it from the routine. If the action has
a gear icon next to it, you can tap this to see
further settings. For example, the Play Radio
action allows you to choose the radio station
you want to use, and music settings lets you
choose the music source.

Choose a time for this routine
00:00
Choose which days it should repeat
M T W T F S S

Choose which speaker it will start

Select speaker

Step 8

If you wish, you can set a day/time of day when
the routine activates automatically although
you can still activate the routine at other times
with the command. Next, add an action, either
by typing the name of a Google Assistant
command, or by tapping “Choose popular
actions’ selecting one and tapping "Add”.

Good morning
Tell me about my day

I'mup

Step 6

You can also change the command that
activates the actions (although you will still
need to say “Hey/Okay Google”first). Most
pre-set routines have a couple of commands
already set, but you can add a new one by
tapping the top section, then tap + and type
your desired command.

Custom

Entertain me >
3 actions

Ready-made

Good morning N
5 actions

Bedtime s
One action

Leaving home N
No actions

Step 9

When you've finished setting up the new
routine, tap the check mark at the top and
the screen will change to display all routines.
Your newly created routine will be given the
name of the command word you used (e.g.
“Entertain me”). Test the routine by speaking
the command to your Google Home.
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Google Home Tips and Tricks

Your Google Home speaker is great for playing music or listening to the news,
but it also allows you to do so much more! From getting general info, reading
a recipe and finding your phone, to playing a game or telling you a joke, there
are literally 100’s of things it can do, here’s 10 of the best.

Listen to Audio Control Your TV

Your Google Home allows you to listen to music, news, If you have a Chromecast plugged in
podcasts, radio stations, audio books and more. You can also (or built in) to your TV, you can easily
tell it to play ambient sounds in the : control it with your
background. Just say, “Hey . Google Home speaker.
Google, help me relax,” your Chromecast
or“Hey Google, play is plugged in to
forest/nature/ocean power socket (rather
sounds.”You can than USB), you can
even make it play Ll even use the
white noise! speaker to turn
yourTV on and

.2k off. Just say, “...
i Turn on the TV,

or”...turn my
TV off”

T
Plan Your Day Create Lists

/ Start your day off by saying,
. - "Hey Google, Good morning,’

You can create a list in
the Google Home app and

{)} @ hoppinglist.google.com

= to hear traffic, weather and then add to it using your  E=SVIRSISFIN +2
news reports along with a Home speaker. Once
list of your appointments, you have a list created, +  Additem

reminders, and more; just say, “Hey Google,

you can also ask for these add orange juicetomy | L) Ashovel
things individually. If you shopping list,"or“...add
. [ flowers
need to find something paper towels and hand
nearby, just say,”...where is soap to my list”" For a [ Akd7
the nearest pharmacy?” for reminder at any time
example. justsay,”..whatsonmy | [J] Bread
shopping list
[ milk
M Eaas
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Find Your
Phone

Never lose your phone again!
Provided Voice Match is set up,

you can ask your Google Assistant
to ring your phone. To do this say,
“Hey Google, find/ring my phone,”
and your Google Assistant will ring
your phone, even if it's set to ‘Do

Not Disturb’mode.

Manage Tasks

You can easily set and
ask about reminders
by saying, “Hey Google,
remind me to..."”You can
also use it to set timers
and alarms by saying, “Hey
Google, set a timer for 10
minutes.” If you want to
check how much time is
left just say,“...how much
time is left?”You set alarms
in the same way.

< Reminders

Ongoing

Meeting on friday

Buy dog food

Wash car

Do work

Buy dog food

Control Your Home

If you have smart home
devices such as smart
plugs, a Nest thermostat
or security cameras,
you can link them
to your Google
Home and control
them using your
speaker. You will need
to add the devices
in the Home app,
and follow any
instructions to set
them up.

20

Cook

You can find and make
your favourite recipes
using step-by-step
cooking instructions. For
example, just say, “Hey
Google, find a recipe
for pancakes,"you can
then say,”...prepare
the ingredients,” for a
list, followed by “...start
recipe.”

Get Answers

You can ask your
Google Home to give
you information about
everything from finance
to sports, you can ask for
calculations, translations
and unit conversions, for
example, “"Hey Google,
how much is 1000
Danish Krone in dollars?”
You can even ask for the
nutritional information
on most types of food.

Have Fun

Your Google Home
speaker lets you play games
with it, simply say, “Hey
Google, play lucky trivia,”
(other games include
Crystal Ball and Mad
Libs). If you don’t want
to play a game, just tell
itto“...entertain me,” or
say, “..let’s have fun."You
can even ask it to tell you
a joke!

Google Home Tips and Tricks G

recipes

Here to help

Easy but impressive
recipes
BBC Good Food

Creamy Turmeric
Chicken Skillet
The Kitchn

=] ‘SEND TO GOOGLE HOME

Quick and Easy 15
Minute Chicken
Stir Fry

o X @

how much is 1000 Danish kroner
in dollars

Here to help

Conversion / Currency

152.23 United Sia;es Dollar

1,000 Danish Krong

Disclaimer

<

play lucky trivia

Nice! This is the part where the
music starts and | get to be a game
show host.

Welcome to 'Are You Feeling Lucky?'

Who's asking the questions here?
I guess | am.

And I'm your Google Assistant... but
enough about me.

How many are playing this time?
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Google Pixel Hardware

The Pixel range from Google brings a lot of nice features to the world of
smartphones and tablets. There is also the bonus of getting to use the very
latest version of android as soon as it is released, in the way it was designed

to be seen and used.

Google Pixel 2

Key Features: Capture stunning photos with an effortless
photography experience. Pixel 2 changes the way you take, save
and share your moments, including new ways to dress up your
photos with AR stickers. Save all your photos and videos in original
quality with free, unlimited storage in Google Photos. This means
you'll never have to delete photos again. Plus Google Photos
makes it easy to find, organize and share whatever you want.
With Google Lens you can use your camera to explore the world
like never before. Simply pull up Google Lens on a photo to learn
more about landmarks, artwork and more.

Need help or answers? Just ask the built in Google Assistant.
You can request a ride, reserve a table, buy a ticket - using
only your voice. Access your Google Assistant even faster with
ActiveEdge. Just squeeze the sides to start chatting.
Final thoughts: A fantastic entry level phone.

Dimensions
;ith Layla in 30fHirRNe 145.7 X 69.7 x 7.8 mm
30" 10:00 pm | * 50°F Weight
143g
Display

Internals

CPU: Octa-core (2.35 +
1.9GHz) Snapdragon 83

64/128GB RAM: 4GB
Cameras

Main Camera: 12.2 MP
Selfie Camera: 8MP

Connectivity

Bluetooth: 5.0
Battery
Li-lon 2700mAh
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5in, 1080 x 1920 pixels (441ppi)

5 GPU:
Adreno 540 Memory:

Wi-Fi: 802.11 a/b/g/n/ac DB

Google Pixel 3

Key Features: Capture the perfect shot every time, get things done
with the Google Assistant, enjoy an all-day battery and more. Pixel 3
comes with a battery that charges fast and can last up to all day. It's
even smart enough to shut down the apps that you don't use to keep
you going for longer.

Get everyone in the picture with Group Selfies - no selfie stick
required. Snap portraits like a pro with Portrait Mode. Capture smiles,
not blinks with Top Shot, for a great photo every time. And save all
your favourite moments with free, unlimited online photo storage.

Flip your Pixel 3 face down and go from Bzzz to Shhh in an
instant. It will automatically turn on Do Not Disturb and hide all
your notifications, so you can focus on what matters most. Use the
wind-down mode to turn the screen to grey-scale and get ready
for a good night's sleep.

Final thoughts: A large leap in quality over the Pixel 2, a must.

Dimensions
145.6 X 68.2x 7.9 mm
Weight

68°F 148 g

Tuesday, Oct 9|

Display
5.5in, 1080 x 2160 pixels (443ppi)
Internals

CPU: Octa-core (2.5 +
1.6GHz) Snapdragon 845
GPU: Adreno 630
Memory: 64/128GB RAM: 4GB

Cameras

Main Camera: 12.2 MP
Selfie Camera: 8MP

Connectivity

Wi-Fi: 802.11 a/b/g/n/ac DB
Bluetooth: 5.0

Battery
Li-Po 2915mAh



Google Pixel 3 XL

Key Features: Google has taken their awesome Pixel phone
range to the next level with the Google Pixel 3XL. It has a 6.3
inch full HD display and a slick, smooth curved glass back design
which is stunning to look at and comfortable to hold.

If you're a keen photographer, the Google Pixel 3XL camera
won't disappoint. It comes with a 12.2MP auto-focus, dual-pixel
rear camera with phase detection and a dual-lens front-facing
camera. You can get everyone in the picture with the incredible
Group Selfies feature (no selfie stick required) and capture all the
best bits with Top Shot.

The phone charges fast and lasts the distance with a battery
that’s smart enough to shut down the apps that you don't use
to keep you connected for as long as possible. And the wireless
charging option it super-handy too.

Final thoughts: A fabulous phablet!

Dimensions Memory: 64/128GB
RAM: 4GB
158x76.7 x 7.9 mm
. Cameras
Weight
184 Main Camera: 12.2 MP
9 Selfie Camera: 8MP
Display Connectivity
P-OLED 6.3in, 1440 x 2960 pixels Wi-Fi: 802.11 a/b/g/n/ac DB
Internals Bluetooth: 5.0
CPU: Octa-core (2.5 + Battery

1.6GHz) Snapdragon 845
GPU: Adreno 630

Li-Po 3430mAh

Google Pixel Hardware 3

Google Pixel Slate

Key Features: The Google Pixel Slate is made to deliver
brilliant entertainment, portable performance and everything
you love about Google for how you live & work today.

Experience the 12.3” Molecular Display with 6 million pixels
with the Google Pixel Slate. Plus, enjoy the premium, dual
front-firing speakers. Work offline with Google Docs, Sheets,
and Slides. Even read and respond to Gmail offline, the next
time you're online, your emails will send automatically.

Connect your monitor, mouse and keyboard to turn your
Pixel Slate into a powerful workstation. Multi-task with split-
screen functionality. Plus, collaborate with built-in Google
Docs, Sheets and Slides.

The Duo Cam wide-angle lens helps you get everyone in one
shot, and look great, even in low light. And with up to 12 hours
of battery, Pixel Slate keeps up with you. Plus, when you need a
boost, get up to 2 hours of use in just 15 minutes of charge.
Final thoughts: A tablet with only a few peers.

Dimensions GPU: Adreno 630

Memory: 128GB RAM: 8GB
291x202x7 mm

. Cameras
Weight
731 Main Camera: 8 MP
9 Selfie Camera: 8MP
Display Connectivity
LCD12.3in, ;;);JO X 2000 pixels Wi-Fi: 802.11 a/b/g/n/ac DB
(293ppi) Bluetooth: 4.2
Internals Battery
CPU: 8th Gen Intel Coe 48Wh
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Google Pixel Tips and Tricks

Android 9.0 brings a lot of changes to the Pixel 3 and Pixel XL phones,
including some fundamental ways you navigate and control your device.
Let’s take a look at some of the main new features of Pie on the Pixel 3, and
how to make the most of them in your day-to-day use.

Accessing Overview
Overview allows you
to quickly see and scroll
through all of the apps you
have been using and that are
waiting in the background.
To open the Overview, slide
your finger upwards over the
small pill-shaped button at
the bottom on the screen.
You can then scroll left and
right through the open apps,
and even access the settings

and search.

Quickly switch between apps

Previously, switching between the last two used apps could be done by
double tapping the Recent Apps button. With Pie on your Pixel, this function is
still there, but is achieved by swiping left or right over the small Home button.
You can also swipe and hold over the button to open a carousel of previously
used apps (just like opening the Overview, but done in one motion).

Fingerprint Sensor Gestures

Depending on how you hold your phone, the fingerprint sensor is
sometimes easier to reach than the top of the screen. Therefore, for some users
it will be easier to use the new fingerprint sensor gestures to open the quick
settings panel. Just swipe your finger down over the sensor to open the panel.

Double-Tap to Wake

If you want to be able to quickly see the time, and any notifications you
have, but don't like having the Always-on Display running, you can now
enable Double-tap to Wake. This allows you to quickly tap twice anywhere on
the sleeping screen to display the clock and notifications. Head into Settings >
Display > Advanced > Ambient display, to turn this on.
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Suggestions in Overview
Android Pie brings app suggestions

in a couple of places, including in the
Overview. App suggestions will vary,
depending on what you use most, or
what you have been previously been
using. To enable suggestions in Overview,
open Settings and look for Suggestions.

Direct Reply
The latest version of Android on your Pixel
allows for Direct replies. This means that you can
open the notifications panel, see a message from
a contact, hit the reply button and type, without
having to leave the notification panel and open
the app. This feature needs to be enabled by app
developers, so you might not see it all the time, but
expect more and more apps to allow it.

Open the App Drawer

In previous versions of Android on Pixel, you opened the main app tray by
swiping up from the bottom of the screen. With the new Home and Overview
controls, you will need to get used to swiping up a bit further, taking the
gesture past where the Overview will open. Try to swipe at least 1/4 of the
way up the screen to hit the sweet spot.

Hi, how can | help you?



Google Assistant

Google Assistant can be opened by

tapping and holding on the Home ﬂd
button for a couple of seconds, just
like with most other Android devices.
However, the Pixel 3 also lets you
open Assistant by squeezing the

edges of the phone. You can find

the options in settings > system >
gestures > active edge.

Silence with a Squeeze

You can share maps via a short URL, an HTML embed, email, text message
and even send maps to certain GPS units and cars. To generate a customisable
embed code or URL, click on the link icon to the top left of your display. Check
the Short URL box (or whatever you require) or click the link for Customise and
Preview Embedded Map. If you want to send the link out, rather than copy/
paste the text that's been generated, click Send for further options.

Camera Quick Launch

On the Pixel 3, you can double press the power/standby button to quick
launch the camera. The settings for this button control can be found in
Settings > System > Gestures, where you can turn on“jump to camera”to
allow quick access from any screen.

Quick 2x Zoom

If you are taking a photo and want to zoom in on the subject quickly, you
can do so by double -tapping on the screen. This performs a 2x zoom, but if
you need more, you can still use the zoom slider to get even closer.

Ata Glance

This feature lets you see calendar, weather or other information at the top
of the screen “at a glance” You can enable and edit the information here by
tapping and holding on the home screen wallpaper, then selecting “Home
Screen Settings”and choosing the information you want to be displayed.
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Automatically Recognise Songs

Previously available only if the user was currently connected to the
Internet to get online, this feature has now been made local, meaning your
phone can detect when a song is playing and display information about
the song on screen. To enable the Now Playing feature, head into Settings >
Sounds > Now Playing.

Accessing the Discover Screen

The Android OS introduced the ability to have an extra page to the left of
the Home screen panels some time ago. This has been various things over
the years, but on Pixel 3 it is the Discover screen, displaying news topic in a
variety of categories. From the main home screen panel, swipe to the right to
access it, and then tap the settings icon to customise the content.

Send to Phone

Google Send to Phone enables you to send text messages of Google Maps
content to your mobile phone. For example, you might text yourself an
address or location you've found.

To send something you've found on Google Maps to your phone, click the
link icon in the left panel. Click Send and choose Phone from the left side. Enter
the required information and hit Send. You'll receive a text message with your
selection. You can also send a local search result to your phone, by clicking
More > Send from the place marker’s location information window.

Double-Tap to Wake

If you want to be able to quickly see the time, and any notifications you
have, but don't like having the Always-on Display running, you can now
enable Double-tap to Wake. This allows you to quickly tap twice anywhere
on the sleeping screen to display the clock and notifications. Head into
Settings > Display > Advanced > Ambient display, to turn this on.

Digital Wellbeing

Using My Places, you can create custom, annotated Google Maps that
include place marks, lines and shapes. You can even add descriptive text and
embed photos and videos in your map; then share your maps with others.
This can be handy for mapping out your favourite restaurants, planning an
upcoming holiday or saving biking routes for future reference.
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Google Stadia:
The Future of Gaming?

Google’s announcement in March’s GDC regarding its newest project has
certainly shaken the technology world. Will it change how we play games?

What is Google Stadia?

Stadia is Google future vision of gaming, where gaming can be conducted from a
single place, on virtually any hardware, without the need for eye-wateringly expensive
consoles or monster PC gaming rigs.

The current scenario follows: Imagine you're watching a YouTube gaming channel,
with the presenter playing the latest title — let’s say Assassin's Creed. You like what
you see, and you want to give the game a go. With Stadia, there will be a new button
implemented within YouTube that, once pressed, will begin to stream the game to
the hardware you're currently using.

Stadia Official Specs

Custom 2.7GHz hyper-threaded x86 CPU with AVX2 SIMD and

9.5MB L2+L3 cache

Custom AMD GPU with HBM2 memory and 56 compute units,
capable of 10.7 teraflops

16GB of RAM with up to 484GB/s of performance

SSD cloud storage
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This of course means that the actual ‘grunt; the graphical and

processing power needed to run a high-end, triple-A rated game,
will take place on Google’s servers; in the cloud. This eliminates the
need for you to own a £1000+ gaming system or console in the living
room, as you'll be able to play, or more accurately, stream the game
direct to your TV via relatively simplistic hardware. So with the game
running directly from one of Google's datacentres, you won't need
hardware accelerated elements. Which means you could, in theory at
the moment, play it from any device that's capable of connecting to
the Internet.

This opens up a whole new gaming experience as, potentially
at least, it could mean that any smartTV would possibly be capable
of playing said game. And since a run-of-the-mill smartTV isn't
particularly powerful, in terms of processing power, it also means
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How Stadia Works

In Google Stadia is a hardware free game streaming service
that will enable players to play a catalogue of game titles
on a large variety of devices. All you will need to play is a
joypad, a screen and an Internet connection.

Stadia will allow play on existing desktops/laptops
computers, Smart TVs, tablets and smartphones. Play is
enabled via the Stadia controller that may indeed resemble
a traditional joypad, yet is much more than that. Such
unique features exclusive to the joypad, are the ability to
capture and share your gaming footage directly to YouTube.

So basically get your device online, connect your joypad
and press play, that's it!

that the likes of tablets, phones, and even a Raspberry Pi, could, maybe, be
turned into fully-blown gaming system that would put a PS4 to shame.

Google are stating that Stadia will be able to get you from the press
of the Play Now button, and into the game in as little as five seconds. And
the company also states that it'll easy to seamlessly move the gaming
experience from one device to another, taking over from where you left off.

As well as the streaming technology employed here, Google is also
looking to include its own Stadia controller. This will be a unique controller,
much in the same design fashion as a traditional Xbox controller, but with
some added extras. The controller will be capable of connecting directly,
via Wi-Fi, to the game that's being streamed from the Google datacentre
and identifying which screen/device it is you're viewing, linking it with the
game session that's running in the cloud. This setup ensures that you'll
be getting the best possible experience, without the unnecessary lag
associated with other controllers; where there's delays in communications
between console/PC, game, and session.

There’s also two new, and important, buttons to the Stadia Controller.
The Capture button will be able to save and share your gaming session
back out to YouTube, and the Google Assist button allows players to access
the controller’s built-in microphone to get help from the assistant with
in-game features.

Google’s DataCentre

The technological driving force behind Stadia is the Google Datacentre
network. The Stadia platform is built on top the already existing supercomputer
clusters, spread around the world and linked with high-speed optical fibre and
undersea cables to the 7,500-plus edge node locations.

The edge nodes are spread throughout the world, and the more of them
there are, the likelihood of one being closer to you is greatly enhanced. And, as
you're likely to be closer to one these edge nodes, that means the ping — the
amount of time taken for a digital packet to be sent and received to and from
your device to the edge node — will be significantly lower, resulting in faster
access and a better, almost seamless gaming experience.

This increased performance from Google's edge nodes has an at-launch
specification of up to 4K, 60fps, HDR and surround sound. Pretty impressive
considering that level of specification is hard enough to get right with
a device that's physically connected to your TV. These edge nodes are
essentially a global cache for the Google infrastructure, allowing Internet
service providers the ability to deploy Google-supplied servers from inside
the ISP's own network, boosting the connectivity of Google's services from
directly within the provider you're connected to.

As for hardware, Google's infrastructure runs to an estimated one million-
plus servers. Each of these servers, specifically the ones that going to be
dedicated to the Stadia project and streaming, are made of a cluster of 2.7GHz
custom x86 processors, with each having access to 16GB of memory, and L2
and L3 caches of 9.5MB. There's also a new, custom GPU involved, from AMD,
and while both Google and AMD are being relatively quiet about the GPU
specs, we do know that each GPU will be capable of 10.7 teraflops of power,
with 56 compute units and around 8GB — 16GB of HBM2 memory. Now bear
in mind that's just a single server.

The entire Stadia network will be made up of thousands of these servers,
all communicating with one another, and sharing their resources across the
whole. Considering a single server is already a PS4 beater, and will happily put
a powerful gaming PC through its paces, there's certainly enough resources
for a global gaming network.
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Inside Project Stream

Project Stadia is built on the 2018 project Stream, which had Google stream the
then latest Assassin's Creed game via the Google Chrome browser.
The project was open a few hundred individuals at the time, testing the
backbone of the network, as well as the software behind the streaming.
Obviously, these were early days in terms of game streaming directly from a
remote server to the browser, although Google aren't the first to do so.

Back in 2016 a game streaming company called Rainway launched an app
that allows you to play all your games, regardless of whether they're on Steam,
Battle.NET, Origin, or Uplay, via a browser. By using the custom Rainway gaming
protocol, the company can stream the games you own to your other hardware
no matter what the host operating system is.

And this is all free of charge, and it works extremely well. Project Stream,
however, wasn't as big of a success as Google would have you first believe. The
major issue with Project Stream was lag, with many of the testers commenting on
how poor the connection to the server was, especially when playing a graphically
complex game like Assassin’s Creed. A lot of the gamers commented on the fact
that the game was locked to 30fps, and downscaled to 720p. It's one thing to be
able to view a website over your connection to a server, but to play a real-time
game, with as much detail involved as the example games used, is something
else entirely.

However, Google has obviously learned from its mistakes and the
experience it had with Project Stream. For the company to announce Stadia
with as much gusto, and bandying words around such as 4k, even 8k, and so
on, means that its most likely nailed down the issues it had with Project Stream.

138 BDM'’s Made Easy Series « Volume Nineteen

Bandwidth For Gaming

How much bandwidth is needed to stream games is one of the most
asked questions to ISPs and game service providers. Back in 2015, the
FCC, the Federal Communications Commission, detailed that the absolute
minimum connection speed to the Internet in order to play an online
‘game’ was 1Mbps. While that doesn't sound too bad, bear in mind that
the game itself would need to be played in a very low resolution, while
no one else is using the line, and there's barely anyone playing the game
elsewhere in the world.

For Stadia to work correctly, and in the sort of high-end resolutions
that triple-A games require to look as good as they're programmed to,
will require a little more bandwidth. Although there’s no set bandwidth
speed issued by Google as of yet, the previous project, Stream, required an
absolute minimum of 25Mbyps. In theory, this should get you 1080p gaming
at around 60fps of good quality. In reality, Project Stream managed about
half that on 25Mbps. And, if you're thinking of playing the latest game via
Stadia in 4K, then you're going to need some serious bandwidth.

To be fair, we don't know at present how much bandwidth will be ‘ideal.
In most circumstances, you can probably get away with 50 to 75Mbyps for a

good experience. Aim much higher for better visuals, though.
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Stadia Official Controller

The Stadia controller is going to be one of the main access points
for the new project, although Google are saying that you'll still
be able to use your keyboard, mouse and other controllers.
Visually, it looks similar to that of an Xbox controller, but here are
some key points worth noting with regards to Google’s new piece
of hardware:

A Google Stadia controller can be used to play on non-smart
TVs, via Chromecast.

The Stadia controller connects directly the Stadia service
over Wi-Fi - not to the Chromecast/smartTV/Device function or
Bluetooth. The device receives the data from the Stadia service
and displays it on your TV.

A Google Stadia controller is not going to work with every
TV setup. You can use any USB controller (Xbox, PlayStation,
third party or anything else USB) to play Google Stadia. The only
screen needing a workaround for a non-Stadia controller is a
non-smart TV: you will need to play on a device with an HDMI
output like your laptop and connect that to your old TV.

The Stadia controller has the standard gamepad functions,
plus two new ones: a Share function, which controls things like
streaming your game as you play and so on; and the other is a
voice-command function that uses Google Assistant technology.

If you're using the Stadia controller, you can use voice commands
to launch games with other players and friends.

Google Infrastructure

While it may not be everyone's cup of tea, we rather enjoy reading
about and salivating over the incredible power behind a datacentre.
Google's datacentre is one of the biggest on the planet, and
combined generates some of the highest processor numbers in
supercomputing. But it's not all hardware, here’s a collection of some
of Google software side technology:

-

~

STADIA

N J

Google Web Server (GWS) - custom Linux-based Web
server that Google uses for its online services.

Storage systems: Colossus — the cluster-level file system
that replaced the Google File System

BigTable - a high performance NoSQL database service
for large analytical and operational workloads

Spanner - a globally-distributed NewSQL database

Google F1 - a distributed, relational database that
replaced MySQL

Chubby lock service — provides coarse-grained locking
and reliable, low-volume storage for loosely coupled
distributed systems.

Programming languages — C++, Java and Python
dominate
Indexing/search systems:

Caffeine - a continuous indexing system launched in
2010 to replace TeraGoogle

Hummingbird — major search index algorithm
introduced in 2013.

Borg - a cluster manager that runs hundreds of thousands
of jobs from thousands of applications across multiple
clusters on thousands of machines.

With each Stadia node being capable of creating several hundred
virtual machines with which to stream the games. This means that
thousands of Stadia-built servers, on top of the Google network, can
serve hundreds of thousands of game sessions.

In conclusion is the Stadia going to change the way we play
games? Well it wouldn't be the first time Google have changed the
face of technology and how we interact with it.
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Google Drive lets you store and access
your files anywhere: on the web, on your
hard drive or on the go, your files go
everywhere you do. Combined with Google
Docs, it allows users to create and edit
documents online while collaborating in
real time with others.

Yet that is just the beginning as Google
have an app for everything for work or play.
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Using Google Drive

Google Drive is a free storage service which allows you to store images,
folders and documents in the Cloud. These files and documents can
then be accessed from any tablet, phone or computer via the Google
Drive software. Not only is this a great way to free up space on your
devices, it also lets you access your files from almost anywhere.
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C Y | & Sccure | hitps//drive.google.com/crive/my-drive

x {4 Phowos - GooglePhotos %
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& Shared withme
i Videos
D Recem
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More search tools
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i en @8  fomily-toddierhapy-happy-160692.jpeg
b eaigs Bl imogerps

& IMG_3052.mav
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£ Upgrade storage

B Mos197may

& wosmies

BB vecelsohoto264073jpea
ﬂ pexels-photo-302083 (1) jpeg

BR pexels-photo-302003 jpeg

n Search

You can search Google Drive in the same way that you can
search Gmail or one of the other Google products.

New

Click the New button to open a new document, spreadsheet,
presentation, form or drawing.

B Folders

Your preset Google Drive folders are shown here, along with any
that you have created. Click More to see Labels.
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n Current Folder

The contents of the currently selected folder are shown here. You
can change how items are displayed (List or Grid).

H Display Controls

Change how items in your folders are displayed and how they
are sorted. The gear icon lets you access the G Drive settings.

I3 Upload List

When you upload multiple items to Google Drive, the Upload
box appears, to show you the progress of each item.



Free Google Storage

Google Drive, Google+ Photos and Gmail give you
storage space for nothing so you can keep your files,
emails and photos accessible from any device, anywhere.

If you reach the free storage limit, everything in Google
Drive, Google+ Photos, and Gmail will still be accessible
but you won't be able to create or add anything new.
You'll still be able to create Google Docs, since they don’t
take up any storage space. For G+ Photos, you will only
be able to upload new photos and videos under certain

size limits.

Installing Backup and Sync — PC/Mac

Step 1

The first thing you need to do is check your Google Drive access
status. You can do this at drive.google.com/start. If you have
access, you will see a blue Download button.

I Personal | Business I

@ Backup and Sync

Back up files from your computer, camera, or SD
Cards Lo the cloud. Find your files on any device or

computer using Google Drive, and see your photos

n Google Photos.

s

Step 2

Click on the Download
button and when asked
to, Agree to the Google
Terms of Service. You
must do this before you
start the download.

Step 3

Click on Download
Backup and sync and
follow the instructions
to install the software on
your computer. The site
will automatically detect
whether it is PC or Mac.

[ Drive File Stream

Anewway to access all of your Google Drive files on
demand, directly fom your Mac or PC, without using

up all of your disk space.

Get Started

Backup and Sync from
Google

Dawnload Backup and Sync for Mac

rive Terms of Servce

By using Backup and Sync, you agree to the Google Terms of

vice. If you are a Google Apps user, your use is subject to either
the appropriate G Te Service, or the negotiated
Gaogle Apps terms, if applicable.

iE

Applications

Using Google Drive L

Welcome to Google Drive

~

swipe up to begin

Google Drive on

Android and iOS

You can download the Google Drive app for mobile
devices free of charge, from the Play Store or App Store.
This allows you to both view and edit files in your Google
Drive folders.

Once downloaded, the app should automatically sign

in using the same Google account details you entered
on your computer (which is also, hopefully, the one with
which you set up your Android or iOS device).

You will now be able to see any files you placed in the
Google Drive folder on your computer. If you had the
Google Docs app installed, this will now be replaced by
Google Drive. To create a new doc, tap Menu > New >
Document, or Spreadsheet, etc.

Step 4

You will be asked to sign in again and will then be asked to sync.
This creates a new folder on your computer which is used as the
storage folder.

Google Drive Q  Search Drive =
m Computers > MyiMac

My Drive | Name Owner Last modifi P
Bk B Fictures me §Feb2018

Recent

c]

4+ GooglePhotos
H  Stared

| ]
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Google Documents

Google Docs is a free, web-based office suite. Using this software you
can create text documents, spreadsheets, complex forms and even
presentations. Everything you create is stored via your Google Drive
account. Here's how to make the most of Google Docs.

Creating New
Documents
Step 1

There are several different ways of getting started with Google
Docs. You can create a new online document, you can upload
an existing document to edit or you can use a template from the
templates gallery. Let’s start with a new Google doc.

LI

T
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Step 2

To create a new document, go to your Drive, click the downward
pointing arrow and select Google Docs from the menu, then pick
either Blank or Template. Name the document by entering the text
in the top left corner, this will also start auto-save.

Google Drive Q  Search Drive

= My Drve -

New folder
B wmybrive
L[O Computors Upload files

Upload folder.
&%  Shared with me
@©  Recem B Google Docs >
e M Google Sheets > holiday-vacation.jpg pexels-photo,jpg
*

Google Slides > Uploaded
Y Stamed Sioen ;
LI NamE Owner
@  Backups [ agriculture-arable-clouds-countryside jpg me
253 MB of 1568 used ™  city-cars-road-houses.ipg me
£ Upgrade storage [  tamily-toddler-hapy-happy-160688 jpeg me
™ image1.JPG -

Step 3

Along the top of the document you will find the editing
and formatting tools. If you have ever used Microsoft Word
or OpenOffice Writer, you should be familiar with most of the
formatting options here.
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I
:
:

to your computer if you
wish. To save a copy of
any document in the
Drive, open it and go to

¥
{1

Microsoft Word (docx)
OpanDocument fomat (o8
Rich Text Fomt {nf)
POF document ()

P toxt {1x)

Wb page (i, zipped)

Documant detats

the File menu. Roll the gy

Fago coup.

mouse pointer over the Bra w
Download As... option.

EPUB publeation (spub)

Version history

Step 5

Select one of the following
file types: HTML (zipped), RTF,
Word, Open Office, PDF or plain N
text. Your document will then Language
download to your computer. e
The original document will
remain in Google Drive.

Download as > Microsoft Word (.docx)

Publish to the web... OpenDocument format (odt)

Email collaborators... Rich Tast Format (1)

Email as attachment POF cocument (5o
Plain text (xt)

Web pago { himl, zippod)
EPUB publication (.epub)

& Print 2P

Import Documents

You can import a variety of documents into Google Drive and
then either keep them as they were originally formatted or convert
them into Google Docs.

Step 1

Open a new Google Doc and click the File link at the top left of
your documents options list. Click Open and then click Upload.
The Upload window will appear leaving you to drag and drop your
file into this window. The file will open automatically.

Open afile

MyDrve  SharedwithMe  Stared Recent  Upload

Google Documents

Step 2

When the document has uploaded, click the File option, as
before. From these links click on Email collaborators and enter the
details of those you wish to share the file. This allows you to edit
and collaborate on the document online.,

B

Step 3

Having uploaded a compatible document to Google Docs, said
file will instantly be saved to your Google Drive. These files are then
accessible from the main Google docs menu screen, shown here.
NOTE: Files to be converted by Docs can't be larger than 1 MB.

Owned by anyone -

2 m

Recent documents:

1am using Google Docs
B Onened 0944 !

Version history

Total: 1 edit . Only show named versions '

Today

13 February, 12:57 :
Current version
W BDM Publications

Time Machine

Google Drive tracks every change you make to files and

documents you store there, so when you hit the Save
button a new revision is saved. You can use the tools in
Google Drive to look back as far as 30 days automatically,
or choose a specific revision to save forever.
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Restore Deleted Drive Files

Deleting files from Drive is a very quick process but a file you remove
might not always be gone forever. You have the chance to restore deleted
files before they are deleted permanently. Here is how you restore,
remove and permanently delete files in Google Drive.

Restoring Incorrectly
Deleted Documents

Step 1

If you decide that you don't want to delete a file or folder
that you've moved to the trash, you can restore it so that you
can access it again. Once you restore a file, it will be recovered
wherever you use Drive or Docs, Sheets and Slides.

Google Drive @ Search Drive - = 0 Y
Kl Bin - 2 B m e %
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L0 compn [
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© Recent
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Step 2

At the moment, you can't restore a file or folder from the Drive
mobile apps or from the Docs, Sheets or Slides home screens. You
can restore your files from Drive on the web or on your computer.
Let's look at those options here.

Google Drive Q search Drive
! Folder Suner
File upload
using Google Docs me
Folder upload
B Google Docs
Google Sheets >
Google Slides >
Mor >
@ Backups
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Step 3

Sign in to Drive at www.drive.google.com. Go to the Bin section
on the left side of your screen and right-click the file or folder you
want to restore. Click Restore to return it to its previous location.
To restore a file from the trash that you don't own, you need to
contact the owner of the file.

Bin ~ Q9

B I
4D Restore

B Delete forever




Step 4

If you permanently delete a file or folder that you realise you
need access to, Google is able to help you recover it for a limited
time. However, after the file has been deleted from Google’s
systems, it's gone forever. You can request recovery from Google
themselves at www.support.google.com.
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Removing Files
Step 1

Open the Google Drive folder on the desktop of your computer,
select the file or folder you want to remove and drag it to the trash
on your computer. A file you remove from the Drive folder on your
computer will be moved to the trash in Drive on the web and in
the Drive, Docs, Sheets and Slides.

Bin ~

Files Last modified

B !amusing Goo. B scabeach-holi.. B pexcls-photo-2...

™  pexels-photo-1...

Restore Deleted Drive Files L

Step 2

To remove files in Drive online, sign into Drive at www.drive.
google.com. Now click or right-click the file or folder you want to
remove and then click the Remove icon; as with removing files on
your computer, anything removed will also be removed offline.

My Drive ~ e 2 e § i =0 @

-]

'
g
H

-t O N
£
H

L]
£

+tTO® B*BIE &

Permanently Delete Files

Step 1

If you want to permanently delete a file or folder you own, you
can delete an individual file or empty your entire trash to delete
all files you have removed. Once a file has been deleted, anyone
you've shared the file with will lose access to the file as well.

Bin ~

Files

Step 2

To permanently delete files you added to the trash from the Drive
folder on your computer, simply empty the trash on your desktop.
The files, along with anything else you trashed, will be deleted. On
the web, sign in to Drive, go to Bin and select the file. Click Delete
Forever. The file is now been deleted for good.

Bin ~
Files

-

B Delete forever

e [ G 9 i e IMG_1237.mdv

£)  Restore
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Google Sheets

With Google Sheets you can create documents online, work on them

with others in real-time and then store them online in Google Drive.

Google Sheets, for most users, is more than capable of replacing the
corresponding software in something like Microsoft Office.

Create and Save
Spreadsheets

Step 1

There are different ways of getting started with Google Sheets.
You can create a new spreadsheet, upload an existing spreadsheet
from a computer or use a template from the templates gallery, to
create a spreadsheet with a specific purpose.

Sheets Q  searcl

Start a new spreadsheet TEMPLATE GALLERY 3

Employee shift schedule. Pros and eons Travel planner 2018 Calendar
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Step 2
To create a new spreadsheet, go to your Google Drive, click
the NEW button and select Google Sheet from the drop-down
menu. Once you name the spreadsheet or start
typing, Google Sheets will automatically save your work every
few seconds.
conern | R

w - B ZXISA- % @ E-l-K-%- oB@Y-I-

Step 3

Give your Sheet a title. At the top of the spreadsheet, you will
see text that indicates when your spreadsheet was last saved. You
can access your spreadsheet at any time by opening your Drive at
www.drive.google.com. Here you will see it as a saved file.

Google Drive Q  Search Drive

uuuuuuuuuuuuu
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&  eckups
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Uploading Spreadsheets

Step 1

When you upload a spreadsheet into Google Drive, you have
the choice to keep your spreadsheet in the original format or
convert it into the Google Docs format. If you don't convert the
spreadsheet, you may not be able to access it collaboratively.

= Pros and cons ]
File Edit View Insert Format Data Tools Add-ons Help  All changes saved in Drive

Share... £ % .0 .00 123~ Hind - 10 - B
- T
f . New >
c D E I
T Open... 280
2 Rename...
3 Make a copy...
B Moveto.. . .
8 oeioon L Destinations fc
4 Import...
wamer - TIEF 2018
L] Download as > Microsoft Excel {.xlsx)
) e OpenDocument format (.ods)
; Email collaborators... PDF document {.pdf)

Email as attachment... Web page (.htmi, zipped)

Document details... Comma-separated values {.csv, current sheet)

Spreadsheet seftings. . Tab-separated values (.tsv, current sheet)

O Prnt %P g udantiom 4

1 TTTTTe Nemo enim ipsam voluptatem 3

2 Qui do\orem ipsum quia dolor s!'t 5
Score amet est qui dolorem ipsum quia

13 11 Autem gquibusdam officiis debitis 2

Step 2

Open a new Google Sheet and click the File link at the top left
of your documents options list. Click Open and then Upload. The
Upload window will appear leaving you to drag and drop your file
into this window. The file will open automatically.

Pros and m

E) & moesaon i a
| preem 80 Create M..gle Keep.doc
e & oo e G
9 Documents Goopl CloudPrn doc
& ICloud Drive. 0 Photes and Videos
“ Openafile @ et
9 busaon
MyOrve  Shared ) Domroads
H Movies
1 usie

-

A Appications.
@ Creative Cloud Files.

(Wal

Omicas
[=——
@ Remoto Disc

Optans GCancel

Google Sheets  [==

Step 3

When the document has uploaded, click the File option, as
before. From these links click on Email collaborators and enter the
details of those with whom you wish to share the file. This allows
you to edit and collaborate on the Google Sheet document online.

Share with others Get shareable link &2

There are currently no collaborators, but you can add people to share with here.

People
Enter names or email addresses... V
=n s

Employes shift schedule  Pros and cone Travel planner 2018 Calendar

To-do list Annual budget Monthly budget

Personal

Travel planner Wedding planner

Using Sheets
Templates

If you want to quickly create a spreadsheet, you can
pick one of the templates in the templates gallery. Each
template has standard text that you can replace with
your own, and preset formatting that you can reuse.
You can also create a spreadsheet with a template
directly from your Documents List. Click the red Create
button and select From template....
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Google Drawing

Google Drawing allows you to create, share and edit documents online
and collaborate with others by inviting them to view your edits. You can
even chat with others from within the app, in real-time, before you save or
publish your drawings online as an image or in many other image formats.

Create a New Drawing

Step 1

To start creating drawings in Google Docs, go to your Docs list,
click the NEW button and select Drawing from the More menu.
Then, using the menu options and buttons in the toolbar, you can
create flow charts, design diagrams and other drawings.

Google Drive Q

Folder

File upload =

Folder upload |
Google Docs 5

Google Sheets | e

E 2018 calendar

Search Drive

My Drive ~

2

ED Fe»

>

>
Google Slides > D Create Mem... agriculture-ara...
>

More
B Google Forms >

-
.. B Google Drawings
(s
@  Backups K Google My Maps
2 B Google Sites
4

253 MB of

™ imagel.JPG

Connect more apps

m

== Upgrade storage

Step 2

Click on the tools at the top of the screen to select them. These
range from arrows, lines and poly-lines, to shapes and text boxes.
You can also insert images or photos using the image button. To
place a line, for example, click to place one end of the line and
drag to the other end.

Floor Plan ]
File Edit View Inset Formal Arange Tools Table Help Al changes saved in Diive

L] Qa xN-a-HA- @/

\ Line

"\ Amow

*L_ Emow Connoctor

. Curved Connector

2 curve

Q Foiyine

o Scibble
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Step 3

In line, arrow and scribble modes, you can keep adding lines until
you go back to select mode by clicking the Select button from
the toolbar (the small arrow to the left of the Shapes button) or
pressing the Esc key.

= = P a hN-@-Tm £L£-=-%-—— eoH

\@

\

Step 4

To insert a text box, select it and click where you want to add the
text box. Enter your text and press Enter. Your text will be added to
your drawing. Use text boxes instead of word art if youd like to use
word wrap or specify a different text size.

a (AN-@-TM &-2-=-=- anh Sl g
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\
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Step 5

} The Format menu lets you change the background of your
drawing, align and rotate items, select snap to grid or snap to
guide, change the order of the items (for example, bring a shape
forward) and group items.

Untitled drawing
File Edit View Insert Format | Arrange Tools Table Help Al changes saved in Drve
= ~ 7 Q JB Bod Ct+B = - T - Aral - -
£ ltalic Ctrl+l
U Underline Ctrl+U
5 Strikethrough Alt+Shift+5
% Superscript Ctrl+. E
%, Subscript Ctrl+,
Paragraph styles -
Align >
1= Line spacing -
= Bulleted list -
i= Mumbered list -
List options - I
v
Ty Clear formatting Ctrl+\ s bosc | - :
= Line weight -
Step 6

1 You can undo and redo changes by clicking the two arrows to
the left end of the toolbar. To zoom in and out on your drawings,
click the Zoom button in the toolbar.

Untitled drawing
File Edit View Insert Format Armange Tools Table Help Allc

A Fa AN--T 8 LS5 A

Google Drawing n

Step 7

} Some editing options are available only when you've selected a
specific item. For example, when you insert a text box or word art,
you can see the Edit text button at the right end of the toolbar.
Click it to change the selected text.

rUSS ware v
o Comments
Arial - 4 - B I U A - eo H More - 2~
—
Text Highlight

Step 8

1} Once you're done, your drawing is automatically saved. You can
then add it to a document, presentation or spreadsheet. To do this,
open the document you want to add the drawing to, click Insert
and then select Drawing.

B Uisclosure me UIUHZ2UTS me
I images me 20/05/2013 me ‘
I Smar Onen 12013 me

p ]
B Text Preview 2012 me
q) 02-E Hpeuiiy § B Google Drawings

™ 20130 &F Share...

E 20130 Add star
(i) Hide details and activity

Manage apps
Connect more app

air-ipe 12013
B airp I Move to... ™
™ Blueif Rename.. 12013 me
B bookr 12013 me
ook Mark as unviewed 2013
B books View authorised apps... m
caleul 2013 me
Make a copy
W christ Submit to template gallery 2013 me
W clean: § Remove 2012 me
| vl A Drawing wne e voTI0 me
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Google Slides

Google Slides is an online presentation app that allows you to show off
your work in a visual way. There are different ways of getting started using
Google presentations: you can create a new online presentation, you can
upload an existing one or you can use a template from the gallery.

Creating a Presentation

Step 1

Just like creating any new document in Google Docs, to create
a new presentation go to your Documents List, click the NEW
button and select Google Slides from the drop-down menu.

Search Drive

Google Drive Q

Folder

My Drive ~

ss

Monthly Bills

| today You opened toc

File upload

B

Folder upload

Google Docs

E

Google Sheets

Google Slides

v oW v v

More

- Files’

dh  Backups

Step 2

When you give your document a name and start typing, Google
Docs will automatically save your work. Auto-save will continue
to save at intervals whenever the document is open and being
worked on. You can work from a template or free hand.

Work it out ]
File Edit View Insert Format Side Armange Tools Table Add-ons Help Al changes saved in Drive

+ - B A Q K THR-Q- N - Background... Layout~ Theme.. Transition...

Click to add title
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Step 3

There are several ways to format text and objects on a slide. To
get started, click on the object you want to format, resize or move.
To add custom formatting to text or to an object, you can use the
Format menu or the Edit toolbar.

Modorn Writor

Click o add ti
Gaomatric
[}
.

. WORKIT OUT =

o v}
Lose weight while working? (i
Luxe




Step 4

1 To select multiple objects, hold the Shift key while selecting
each object or drag your mouse over all of the objects youd like
to select. To deselect one or more objects, press the Shift key and
click the objects.

WORKIT OUT

Lose weight while working?
n]

T —— s
Step 5 S B b | T -
1 To change or add
CLICK T0 b0 YETLL
a theme to your -
presentation in real time, besits

go to the Slide menu,
and select Change
theme. Select the theme
youd like to use and it is
automatically applied to
all of the slides in your
presentation.

e

WORK ITOUT

Lase welght while
working?

e
Sonums

Click 0 30d tte

Step 6

} Transitions are a way to make your presentations look more
dynamic. You can animate elements such as bullet points or even
a list of images; for example, making them slide in from off screen.
Go to the View menu and select Transitions.

T - Q- \ - Ei Background.. Layout- Theme.. -+ v Animations 3
~ Slide: No transition
No transition -
No transition
Dissolve
Fade
Slide from right
Slide from left
Flip
Cube
Gallery
Lose weight while

N

Google Slides

Step 7

1 To save a copy of a presentation to your computer rather than
online, you can download it. In your document, go to the File
menu and point your mouse to the Download as option. Select a
file type and your presentation will download.

=5 Workitout |
File Edit View Insert Format Slide Arrange Tools Table Add-ons Help  All changes saved in Drive

Share... Q K M- Q- \ - El Background.. Layout~ Thome.. Transition

New .
Open... %0
Rename...
Make a copy...

M Move to...

§ Move tobin

Import slides...
Version history >

2o > Microsoft PowerPoint (.pptx)

ODP Decument (.odp)
PDF Document (,pdf)
Plain Text (.bx)

Publish to the web..
Email collaborators..

Email as attachment....

ORKITOUT

Document details... JPEG image (ipg, current slide)

Language . PNG image (.png, current slide)

Page setup.. Scalable Vector Graphics {.svg, current slide)
Print setiings and preview

= Print %P

qunm!El Comments n

All changes saved in Drive

M Presenter view
Use new audience Q&A and view
with speaker notes

.. Layout~ Theme.. Transition...

“tation
&8 +Shift+Enter

Present from beginning

Click to add title

Click to add sublitie

Simple Light

Click to add title

Simple Dark

Click to add title

Viewing Presentations

To show a finished presentation, select Start Presentation

in the top right of the screen. A new window opens,
displaying your presentation one slide at a time. To skip
from one slide to the next, use the arrow keys on your
keyboard or click the arrow icon in the grey bar at the
bottom of your presentation. To close the presentation
viewer, press the Esc key.
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Use Templates and Forms

If there is a specific type of document you want to create in Google
docs, sheets, slides or forms, check the template gallery to see if there
is one available. The template gallery includes hundreds of pre-made

documents, from a simple CV to multi-page company presentations. We
also look at the Google Forms app and see how it can be used.

Browse the Template
Gallery

Step ‘I 00gle Drive Q  Search Drive

Open Google Drive En My Drve -
and click on the B R
NEW button on the Mkl E
left of the window. ep— : o
Select Document, = i . il
Presentation, ore N
Spreadsheet or Form "

B Backups

from the drop-down
menu (depending on

what type of document R [
you want to create). e

Step 2

From within one of these document types, click File > New >
From Template. This will open the main Google Docs template
gallery. You can now scroll down through the listings to see which
one would be the best fit for your project.

Search Drive

Google Drive Q

Folder
ss
File upload
B3  Folder upload E
B Google Docs > ]
Blank document =]
Google Sheets > Prosand ¢
From a template You edited
Google Slides >
More >
- File:
& s —

& Upgrade storage
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Step 3

By default, the most popular templates from all categories will be
shown on screen when you first enter the gallery. You can choose
to view specific types of template using the links on the left-hand
side of the screen.

Template gallery.

Recently used

—

Step 4

You can also search for specific templates based upon the
recommended uses, which are used to break up the layout of the
templates. Taking Google Docs as an example you have templates
for CV's, Letters, Personal, Work and Sales.

Template gallery

Work

°
6060 TRAVIL




Step 5

Each template will
have a thumbnail
image preview. If you
want to see more detail
of how the document
is laid out, click the
Preview button. You
can then click Close this
window or Use
this template.

our Company

Company Newsletter

September 04, 204X

Lorem ipsum dolor sit

Create and Share
Templates

You can create your own templates and either keep them for your
own use or share them with the Google Template Gallery, so that
others can use them.

Step 1 My Created Template
. File Edt View Insen Format Tools Table Help Al changes savec
OpenGoogleDiiveand o n o
click on the NEW button. 2 [EERY ENKE TREE TNET TNRI ENKS ZNRN |

Click on Doc, Sheet,
Presentation or Form. Once
your chosen blank document
is open, you can begin to
Create a template.

Step 2 My Created Template

Wheﬂ Creating a File Edit View Inset Format Tools Table Hslp All change
temp|ate that is going S e ~ T Hormaltext - | Arial -1 - B I u
to be shared in the 20 [ RARE RNER THRE THRE TART XKL

template gallery,
avoid filling it with
specific text and

. X Application Information
Images. People using

the template later Tite:

will almost certainly Acdress:
want to put their own Oceupations:
contentinto it. Cemrrinn

Step 3

When your template is finished,
save it and return to the main
Google Drive screen. Select
the template file in the list of
documents using the Share link.
Add contacts or get a shareable
link to email to them.

Use Templates and Forms

& New Publication Proposal BB Yy Alchessered i

QUESTIONS  RESFONSES

New Publication Proposal

VNt o you wort 0 see 0 the shefves of th local tores”

What category of publication? @ Multipie choice

£
nen

O B Reqed » !

Using Google Forms

Adding a further tool to the already impressive listing,
you can use the Google Forms app to create online
surveys and quizzes and then share them with your
family, friends or work colleges.

To start a new Google Form you will need to return to the
Google Drive home page and from there click the NEW
button and select Google Forms from the More option
on the drop-down menu. You will now need to give your
form a title and a description. Now you can start to build
your questions. Enter your first question and selecting
from the options given when clicking the answer options
menu on the right. From multiple choice to text entry
make your choice.

To add another question tap the + icon on the right

side bar. Here you can also add images, videos or sub
category descriptions. You can literally be as in-depth or
simple as you wish. When you have finished your Google
Form, you can change the colour pattern, preview the
finished form or select the format, questionnaire or quiz
using the setting icons top right. Finally tap Send to enter
the details of who you want to share the form with. Click
send for a second time to complete the process.

To check the answers click on Responses at the top of the
text input box, here you can view all completed forms.

(O Collctamai addresses

To

Subjess
New Publication Proposal

Message

I've invited you to il in a form:

[ e forminemai

Addcolaboraors oaneeL se
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Google Cloud Print

Google Cloud Print is smart technology that connects your printers to
the web. Using Google Cloud Print, you can make your home and work
printers available to you, from the apps you use every day. It works on your
phone, tablet, PC and any other web-connected device you want to use.

How to Connect with
Cloud Ready Printers

You can use Google Cloud Print with Could-ready printer (printers
which can connect directly to the Internet and do not need a PC
to work) but as there are far more normal printers around, we are
concentrating on this type for this article.

Step 1

The first thing you need to do, if you do not already have it
installed, is download the latest version of Google Chrome and
install it. Once installed, Log in to your user account on the
Windows, Mac or Linux computer.

@ chrome Festues  Customize  Enterpeise

Browse fast

One fast, simple, and secure browser for all your devices

DOWNLOAD CHROME

Step 2

Open Google Chrome, click the Chrome menu on the browser
toolbar and select Settings. Now click the Show advanced settings
link. Scroll down to the Google Cloud Print section and click Sign
in to Google Cloud Print.

(e}

Getting Started with Google Cloud Print

Classic printers Cloud Ready printers

Classic Printers connect 10 a laptop or PC and
rogister with Google Cloud Print using a feature.

Cloud Ready Printers connect directly 1o the
can register thomsolves with Google Cloud P

of Google Chrome. laptop or PC.

Leamn more. Learn more.

== o
©Coogle Termsof Service  Privacy Policy  Press

Step 3

In the window that appears, sign in with your Google Account
details to enable the Google Cloud Print connector. Hopefully
you will see the printer connected you your computer. Select the
printer you want to connect and then click Add printer.
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Step 4 =

1 You will then see a 000 <
confirmation that Google F T
Cloud Print has been enabled. :m"““‘ ’
The printer is now associated .
with your Google Accountand
connected to Google Cloud
Print. You can print to this i L=
printer using Google Cloud

Print as long as you sign in with &%
the same Google account.

roters  Seanners (

O sen
Canon MG3500 serie
Open Print Queve..

Options & Supplics.
Kind: Canon MG3800 series-AY
Status. 1o

Share ihis printer on the network

Default printer: | Last Printer Used

Dofauit paporsize: | A4

Sharing a Printer

If your friends or colleagues have Google accounts, you can share
your printer with them and let them print to it from anywhere that
has an Internet connection.

Step 1

1 To begin sharing your cloud connected printer, head to the
Google Cloud Print management page at www.google.com/
cloudprint. This shows you a complete list of any printers
associated with your Google Account.

Google
Cloud Print bea)
= B Canon_MG3500_series  Cwned by mo
Pt Jobe 5 EPSON_XP_422 423 425 Series Ownad iy
Printers b Save to Google Drive

Google Cloud Print Home
Add a Cloud-Ready Printer

Add a Classic Printer

Print From Everywhere?

Google Cloud Print =

Step 2

) Click the Printers on the left side and select the printer that you
want to share. If the printer is connected properly you will see a
Share button. When you share printers, you share printer names
so choose a descriptive name when setting up your printer for the
first time.

Canon_MG3500_series sharing settings
Who has nccess

a Privae Ghange.

2 BOMPublcations (bampubsukgigmeil.com) Owner

Invite peaple:

Enter names, email addresses or groups...

= -

Step 3

1 In the dialogue that appears, enter the email address for the
person or Google Group you want to share with and click Share.
Your friend will receive an email notification. To disable sharing,
follow the steps above to open the Sharing dialogue for the
printer and edit the user list.

Google o
Cloud Print ®e= - Delete “ Show Print Jobs Rename (=
PRINT = Canon_MG3500_series

Owned by me
Added § minutes ago

Prinian Location not available

Print Jobs

Printer is online and ready to print

‘Google Cloud Print Home:
+ Advanced Details
Add a Cloud-Ready Printer

Add a Classic Printer

Google Cloud Print integration works with many Google products and services, the first
of which are Chrome OS, Chrome, Gmail for mobile and Google Docs for mobile. You can

also print to third-party native mobile apps on the Android and iOS platforms. You can
also try the Google Cloud Print app for Android, so you can not only submit print jobs to
connected cloud-ready printers but also control printer options and manage print jobs
right from your mobile device.
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Using Google Wallet

Google Wallet lets you securely store your payment information in your
Google Account, so you don’t have to enter your billing and delivery
details each time you shop online. Sign in and quickly pay when you check
out at online merchants and Android apps which accept Google Wallet.

Adding a Payment
Method

You will need to add a valid form of payment to your Google
account should you wish to make purchases or move funds.

Step 1

On your computer, navigate to www.google.com/wallet and
click on the sign-in button at the top of the page. Your sign-in
for Google Wallet is the same as your sign-in for Google Play
(which should also be the Google account you use on your
Android phone).

N Google Wallet FQ  SIGNIN

An easy way to pay
friends and family

‘SEND MONEY REQUEST MONEY

Step 2

Click the Payment Method link in the left-hand column. Any
payment methods you have used previously should be shown
here, including any which have expired. The default method will
be shown with a green tick next to it.

Payment methods

Visa 7877
VISA oo

B2 ADDPAYMENT METHOD

REMOVE EDIT

g Money sent to you will be automatically transferred to your default payment method

P

Step 3

Click the Add Payment Method button at the top of the page.
You can choose to add either a bank account that payments are
drawn from or you can add a credit or debit card. Complete the
requested details for either method and click Save.

O Add debit card

(@  Addabank account

By continuing. you agree to the Google Payments Privacy Notice & Terms of Service:

Money sent to you will be automatically transferred to your default payment method



Review Your Purchases

Anything you buy from Apps, movies to one of our fantastic Digital
magazines through the Google Play store is recorded by Google
Wallet and can be reviewed at any time via the Google Play app/
website as follows.

Step 1

On your computer, navigate to www.play.google.com and click
on the sign-in button at the top of the page, if you haven't already.
Your sign-in for Google Play is the same as your sign-in for Google
Wallet (which should also be the Google account you use on your
Android phone).

P GooglePlay  searcn E3

Entertainment

Apps

Movies & TV
Music

Books
N y = | | 4

Get 50 Days of Music on Us

Try music powered by Google

Newsstand

Devices

Account

My subscriptions

New Movies to Own

Redeem

Buy gift card
My wishlist

My Play activity

Parem guide

Geostorm Goodbye Christcn My Little Pony: Th

Blade Runner 204 King
Adtion & Adventure: Drama So-Fi & Fantasy Actic
*hkk £999  hkkk £999 A kka £9.99 *okokok £9.99 * ok

Step 2

The first screen to open will show a list of all of your transactions,
made using the account you used to sign in. The date, title of the
product and location of purchase are shown, along with whether
it is an online purchase and the price you paid.

Subecriptions and servicts > Ofher purchase activty

Completed purchases

Besc o)

10Nev2017 Google Pley Manies purchase - Transformers: The Last Knight 199
10Nor 2077 Googie Pl Apps purchase - Monument Volly 2 Gorcelied 160
10 cetzor Googls Pl Bocks purehsss - Peyeho USA w6
15y 27 (Gooole Py Bocks purchose - Snard e 007
18y 207 Googe Ply Backs purchase - WIPE-Part 1 £200
2 e 2017 Googl Py Appc purchace-Tiny Panet F 1o Cancatiea 210
19 Fek 2017 Steve, Warrr Queen (0f 00
18 Feb 2017 GooglePiay Bocks purchase - ke Me Decined £100
18 Feb 2017 Google Ply Bocks purchase - Cause o Kill (n AveryBlack Mystery—Baok 1) €200
2reb 2076 Twiight ro Unlock 009

Google Wallet ‘

oogle Wallet

d or request
nsactions SEND MONEY REQUEST MONEY

yment methods
Enter an amount

sh out E
0
A— 0

From: Visa«+ 7877

wding feedback

Send or Request Funds

Google Wallet allows you to send or request money with
Google Account to a business or individual as long as
they have a working email address (much like PayPal).

To do so follow this short guide. Open Google Wallet and
sign in. Click the send money or request money links
from the top of the screen, enter the email address of
your contact. Enter the amount in question, add a subject
line for confirmation at their end, click Review to confirm
and then finish up by clicking Attach.

Step 3

Click on any item shown and you can review more details about
it. These include payment method (credit card, etc)) and how
the transaction will appear on your statement. If your payment
method has expired, a notice will be shown at the top of the
transaction list.

1se activity x
Google

_ ooz

plion ltem Price (GBP)

Gancelled £1.60
Google Play Apps purchase
Monument Valley 2

@ Play Movies purchase - Transformers: The Last Knight

@ Play Apps purchase - Monument Valley 2

Total £0.00
e Play Books purchase - Psycho USA
& Play Books purchase - Sword Bearer Payment method
Google Play balance

e Play Books purchase - WIPE - Part 1
Transaction ID
e Play Apps purchase - Tiny Planet FX Pro GPAISIST00-583317718

DOWNLOAD VAT INVOICE
e Play Books purchase - Slave, Warrior, Queen (Of Growns and Glory—

Questions or concerns?

& Play Books purchase - Make Me Contact Google LLC

 Play Books purchase - Cause (o Kill (An Avery Black Mystery~Book 1)

ht Pro Unlock
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Google Keep

The Google Keep software allows you to easily create memos, notes and
to-do lists on your computer and on your iOS or Android smartphone and
then automatically sync them between the two devices. Here’s how to
access, set up and create new notes in Google Keep.

Setting Up and Using
Google Keep

Google Keep is a great little app that enables you to create unique
to-do lists that can be stored across various hardware platforms.
Ensuring you can Google Keep your reminds safe!

Step 1

Keep is part of Google drive when viewed on your computer,
although there seems to be no simple Go to Keep button on the
Drive main screen. Download the app for your format and then
see the Keep area of your Google account.

Save your thoughts,
wherever you are

Try Google Keep

Capture what's on your minc
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Step 2

Assuming you have no notes created, the screen will be almost
completely blank. To start a new note, click in the Add note field at
the top of the screen. This will expand the box to show a title and
note fields, as well as some additional format options.

= Google Keep a ¢

rake amote = m 7

What's new in Google Keep
Install the Google Keep Chrome extension to save the things that you care
about to Keep with a single click.

~ oot

Step 3

If you prefer to create a to-do list of items, click the New list
button (three dots). If you want to give your note a colour
highlight, click the paint palette icon and select your colour. To add
a reminder alarm, click the bell icon and set the reminder time.

= Google Keep Q ¢ =

iii
i}
~

Ayshic's Birthday
Arrange
the party

Ayshie's Birthday Check List

O BuyCake
O BuyCard

O Find someone else to
‘make the sandwiches



Step 4 = Googekeep
Write your note or
list. This can be as long
as you need it to be,
although if writing a
large document, it is
probably better to use
Google Docs. To add an
image to the note, click i Egz: »
the picture icon and e et
select your image. Click
Done to finish.

Take a nete. = m

‘Ayshic's Birthday Check List

Step 5

Your note will be
displayed on screen. If
you have several notes
or lists, you can choose
to display them as a list
orina grid. Click on any
note to open it to review P —
the contents. If you have B
finished with a note, but ST
want to keep it safe, click
the archive button to
move it to the archive.

SO

Step 6

From the Archive you can still edit notes, change the highlight
colour, add reminders and delete the note. You can tell when you
are looking at a note in the archive as it will be displayed under a
grey bar. To remove a note from the archive and return it to the
main screen, click the Unarchive button.

Ayshie's Birthday Check List

[J Buy Cake
[ BuyCard

[J Find someone else to
make the sandwiches

Google Keep

l[()

Step 7

You can also add reminders to your listings by clicking the
Reminders option from the left side control window. You can set
an alarm to notify you to perform the tasks on your listing. You can
choose to repeat this alarm if these tasks are regular ones and also
archive reminders in the same manner as before.

= Reminders Q ¢ =
Take anote = | 2
Soon
v
Shopping Ist ¥

O candles

@® Today,1:308M

4 = ¢ ® B

€ Select date and time

Feb 14,2018 B
1:20 PM -

Doesn't repeat -

BBQ shopping list
Ribs
BBQ sauce
Pinto beans

BBQ shopping list
Ribs
B9Q saue

Red onions Pinto beans

Cabbage M“‘“"’ Plan birthday
PRSP o dinner for
@ Time reminder mom
Weekend Garden
work
Weed ol the bedst

Harvest tomatoes.
Look for hidden
zucchinis

Keep On Mobile

You can download the Google Keep app for Android and
iOS smartphone for free. Assuming you use the same
Google account to sign in on your computer and on the
phone, notes, lists and memos will automatically be
shared between the two devices. Keep on Android and
iOS offers you a few more options, including the ability
to create memos using voice (dictation). If your notes are
not syncing between your phone and your computer,
make sure to check the sync options on the phone in
settings > accounts > Google account.
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Using Google Pay

Now you can pay with it, too. Just add your credit, debit, loyalty, and gift
cards to Android Pay, and start shopping in stores, in apps, and online.
Google Pay can be used at shops around the world, wherever contactless

payments are accepted.

Setting Up Google Pay

Google Pay is a secure system, but as with anything to do with money and payments, it is important to make sure that you

set everything up properly.

¢ Q

Google Pay
G Pay Google LLC

Finance #3 Top Apps

Editors’ Choice

INSTALL

4.4 % 100M+

541K reviews Downloads PEGI3 ®

The fast, simple way to pay with Google

Read more

Rate this app
Tell others what vou think

Step 1

You will need to make sure that you have
your credit/debit card or cards close at hand,
and have all the details available (account
numbers, sort codes, security numbers, etc.,) You
will also need to download the Google Pay app
from Google Play, if you don't already have it on
your phone.
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!

russ ware
russ.ware@gmail.corg

B Activiy
ﬁ Participating banks
O Enter promo code
O Settings
e Help & support
n Send feedback
0 About
Step 2

Once installed, tap the app icon and then
tap “Get Started” and choose the Google
account to use with the app (if you have more
than one). If you already have a credit or debit
card registered to your Google account it will
be displayed, along with the option to add a
different card.

LLOYDS BANK

~
—~

@ Default

Turn on NFC to pay in shops

NFC lets your phone communicate with the
terminal and other NFC-enabled devices. You can
turn it off anytime in your phone settings.

Turn on NFC

(A
Home Payment Passes
Step 3

Whichever option you choose, you will have
to add information, including CVC codes and
other security information (we can't show a
screenshot of this process, due to a security
feature that prohibits the information being
captured). Complete the info requested and
accept the terms.



G Pay

Using Google Pay

< Screen lock type

LLOYDS BANK

~
-~

Swipe
No security

Pattern .
Medium security Choose how yoU'" Venfy

Your bank wants to confirm that it's you

PIN

Medium to high security, Current lock type
@ Call your bank

03456034335

Visa «+++ 8074

VISA

@

Set up Visa «=+- 8074

Password to pay contactless
High security

Not seeing your current info?

Contact your bank to update it. Setitup
None

Virtual account number Visa +++- 7415
s 5 RECENT ACTIVITY
Biometrics
) Nothing yet!
Face [ @) Continue o -
Registered Once you start using this payment metho
Step 4 Step 5 Step 6

1 The next step is to verify your card with your
bank. In most cases, you will need to call a
number specifically for Google Pay verification,
but this can vary between different banks/card
issuers. The number should automatically be
entered into your phone dialer. Call and follow
the instructions.

J If you don't already have a screen lock set

up on your phone, you will need to set one up
now, for an additional level of security on top
of the app security. It is a good idea to set the
screen lock delay to zero. In some cases, small
purchases can be made even when the phone
is locked.

Security and Advantages of
Google Pay

Google Pay is not only secure, it also makes shopping easier, no matter if you are
buying a loaf of bread at your local supermarket or the latest fashions online.

Purchase Tracking

As soon as you make a purchase, you'll see a payment confirmation that shows you
exactly where a given transaction happened, along with the merchant’s name and
number. So it’s easy to catch any suspicious activity.

Tokenisation

When you use your phone to pay in stores, Google Pay doesn’t send your actual
credit or debit card number with your payment. Instead it uses a virtual account
number to represent your account info - so your card details stay safe and secure.

Simple App Checkouts

Google Pay makes it easy to check out in apps and online. There is no need to enter
your card details every time you buy something. When you're shopping in your
favourite app just choose Google Pay (if available) at checkout and save yourself
some time.

1 Once verified, the last thing you need to do
to start using contactless Google Pay in stores
that offer the service, is to enable NFC. NFC, or
Near Field Communication, allows your phone
to communicate with the contactless terminals.
Either turn it on here, or turn it on in your main
setting menu.

O freedom
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Blogging with Blogger

Blogger is a great way to start blogging as it is simple yet powerful and
allows you to get up and running easily without having to purchase a
dedicated domain. If you are new to blogging, and want to dip your toe in
without taking the plunge, Blogger is the way to do it.

Get Started with Blogger

The first thing to do is open www.blogger.com in your browser
and sign in using your Google account username and password.

Step 1

The main Blogger screen is fairly simple; until you create your
first blog, barely anything is shown here. You will see a couple of
buttons and some news from Blogger Buzz, the official Blogger
blog. To get started, click the New Blog button at the bottom
middle of the screen.

[ Blogger | I ]

dewblog... -

W Reading Uit

Help

Step 2

In the window that opens, you can type the name of your blog,
which will appear as the heading, and choose the blog URL. Any
Google hosted blog will have .blogspot.com at the end of the
URL, with the part you add appearing before it. Try to choose a
URL which relates to the content of the blog, e.g. cupcakerecipes.
blogspot.com or mythoughts.blogspot.com.
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Step 3

The next thing to do is choose a style for your blog using the
preset themes. There are several basic themes to choose from here
but don't worry too much as you can easily change the style at any
time. For now, stick with the default Simple theme. Click Create
Blog to continue.

Blogs List » Create a new blog

Tille ‘ Inside BDM Publishing

Addroses ‘ insidebdm blogspot.com /|

This blog address is available.

Contempo Soho Emporio

Youi can browse many more themes and aistomise yur blog later

==




Step 4

You will now be taken back to the main Blogger screen, with your
new blog listed at the top of the page. To the right of the blog title,
you will see several buttons. Click View Blog to open a preview of
your blog in a new window. Don't worry that it looks boring, you
can fix that later.

&) Blogger | Allposts
Inside BOM Publishing - =
View blog

1B Pests -

A

Pusisn Reverttocnn

Stats There are no posts. Create @ new post
Comments

Earnings

B« a8

Campaigns
L) Pages
5 Layout
T Theme

£ Settings

M ReadingList

@ Hep

Step 5

Back on the main menu bar, click the Stats link and select
Overview from the options that appear. Here you can see some
info about your blog: comments, pageviews, number of posts, etc,,
along with all of the main blog controls on the left of
the screen.

] Blogger | Overview stats
Inside BOM Publishing ~ Trop e - im0 C Mow  Ow  wesk M
s iog

B posts

[re—r—
m s Pagoiews yostarday.
Overvien No stats ot checi agai lter.

- Pageviews last marih
Posts.

Traftc sources Pageviews a i hisiary
Audience

Folowers

Comments
Mlnuge ths racking ol your ow pegriews

Eamings.
Posts Traffic Sources
Campaigns

Pages
ostats yo, check againlaie. No stals yo,check again lier
Layout
Theme
Audience

#2008 « 1

Settings

No stats yet, check again ater

Reading List

®

Help

Custom Domain

Blogger offers two free publishing options for your
blog: hosting on Blogspot (example.blogspot.com) and

hosting on your own custom domain (www.example.com
or for.example.com). You can change your publishing
option at any time and your content will always

remain unaltered regardless of which of these options
you choose.

Blogging with Blogger

Your First Post

Blogging is all about posting. Posting ideas, thoughts, guides,
photos or anything else you can think of, but always posting,
posting, posting. The best blogs, those which gain loyal followers,
are the ones that not only post quality but which post regularly.
Before you get to that stage, let’s have a look at your first post.

Step 1

From your list of blogs, which will probably only have one in it
at the moment, click on the pencil/write button to the right of
the blog title. The compose screen will now open, showing all the
tools you need to post.

) Blogger | Allposts

I§ Posts W - Publish Reverttodraft

Inside BDM Publishing ~
View blog

All(1)
The First Stages of Publishing

Draft (1)
Stats
Comments
Earnings
Campaigns
Pages
Layout

Theme

¢ w+ao008 «~» A8

Settings

Reading List

Step 2

Start by entering the title of the blog post in the Post Title box.
Your blog post titles are important as these are often what will
appear in the search results when someone searches for the
subject in Google or other search engines.

[ Blogger |

Inside BOM Publis... + Post e FirstStages of Pusiahing

PSP ... T

Compose ML Foqfctermd - B 7 Uk A-O- Wb W@ 3 F-EE&L Y - Postettings

jo jon direetly railcry. In said 1o of poor 3 ® Labels

longer
epeaking shy © Schedule

P
appetite. Excited it hasily an pastur it observe. Snug hand how darc here too.
00 Pumaink

Do

geiher gay
bed. Child years noise.
Femermber relation.

Loud in this in boih hold i bachelor ¥ Locaton

# Optons
o sbewing anotber demands to. Mariannc propery chcerful informed atsriking . Cothes pariors
Boweve by cotage on. In views it or meant &aft 0. Be concern parios sced o do shyncss address.
Remainder nomhward performed out for maonlight. Yet e 444 ame was rent park from rich. He
abways do do formes b highly.

Want eyes by neat so . Past draw tall
9 face show reat oh mr, Required is debasing extended wondkred as do. New s described
applavded Resembied at

lancholy um considered

hushand imsgine

ke Evil
itwhose an. Ten

said nomile. in imprudence

insensible
he ourweigh of distanc landlord.

on R y
wish, Hard sing an in tre felt, Welcomed stronger if stecpest ocstatic an suitable fnished of oh.

you_ Contsuing no simpliciy 1o favourabl on reasanably melanchly ex views
w0 sk right whole ten scems. What nar kept meteall od west dine, Our ot why
pianofonc.

By iguorsat al on E:
really 1. ety Ts pursu

roof
he admitted sociable concerns. By in cold o less heen sent hard hill.
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Blogging with Blogger cont.

Step 3

By default, you are in compose mode. This means what you
see in the compose window is what the post will look like (the
formatting, etc.). If you know a bit about HTML, you can also write
in HTML mode. Start typing in the post box.

[ Blogger |

[op—

Inside BDM Publis... - Post The First Stages of Publishing
Compose  HTML B 7 s Link s &k

Had denoting propesly jointure you oscasion directly raillery. In said to of poor full be post face snug. Intzedused impruder

iplies Loy Uroreiige acceptance sun. Exeter longesr wisdon Gay muc desiyn ago. Aa weather Lo satered poriag o Lo showing s

opoatod spaaking Shy appotite. Exited it hastily an pasture it cbsorva. Snug hand how dare here too.sbr

<br >

Tio aomatises hor behaviour are contented: Do lictening aa oagenass oh cbjaction collested. Togother gay foolinge sontinus :

0f£ one. Unknown may service subject her letters one bed. Child yesrs noise ye in forty. Lowd in this in both hold. My entrar

[Bteposai bushelor remeaber selscion-<be />

<br />

%o oheving anothor demands to. Marianne property cheerful informed st striking at. Clothes parlors hovever by cottage on. In

musat drift to. Be concurn parlors settlud or do shywss sddress. Rumainder northvard purformed out for moonlight. Yet late ¢

cont pask Erom ich. fle aluaye do do formex he highly.sbr />

<br /5

Baxton did focbly change men she afford square add. Hant eyes by neat so just must. Past draw tall wp face show remt oh me. F

dobating extended wondered as o, New get dusoribed pplasded incomode shamsless out extremity but. Resembled at perputusl T

otherwice sporteman. Is do he dispatehed cultivated travelling astoniched. Melancholy am coneidered possession on collecting

>

N

oy prinful the sixteen hoe minter looking o Subject it by tr o sinte plessing
1 oct. Bvil mako to o £ive they. L4 of sense amall fuily it vhess an:

Sinvmnae mareeer. nasduomn. rot #1though. e wher haue Find fine oc aald no'mile. e {n dispacched in mprudence dfasiaiier be

unresorved insonsible. Sho ovil face fine calm have now. Gsparate sercencd he antweigh of distance landlord.<br />

<o £>

on projection tiable 8o if h Nose you wife how set lady half wish. Hard sing an in brv

Se1coned strongnr 1 ateepest ecatatic s an{eable finished of oh Fatersd at excited ot forning batuenn o produce. Chicken

bosides ottacks gay compact out you. o simplicity no ovn hence vi

Tiahe whole son S Snat near kapt. set ca11 ona vt dine. Owt mmneuncing SUEEIciant. Shy Pianotorte br J5

Areakfast agreesble incommode departure it an. By ignorant at on wondered relation. Fnough at tastes really so cousin am o
therefors supported by extremity of contented. Is pursuit compact demesne invited olderly be. View him ohe roof tell her casc
Moreover is possible he admitted sociable concerns. By in cold no less heen sent hard hill.<br />

ebr />

Tnaipidity the sufficient discretion imprudence resolution sir him decisively. Proceed haw any engaged visitor. Fxplained prc
porpotual his you. Peel aold off folt nay rosc met you. We so entroatics cultivated astonished is. Was sister for fow longer
talent become. Done may bore quit evil old mile. Tf likely am of beauty tastes.chr />

ebr />

Consnlted perpetual of pronannce me delivered. Too months nay end change relied who beanty wishes matter. Shew of john real p
on. Ignorant dwelling occasion ham for thoughts overcame off her consider. Polite it slinor is dopend. Hia mot get talked off
barton. Household shameless incommode at no objection behawiour. Especially do at he possession insensible sympathize bolster
he on an widen me event truth. Certain law age brother sending amongst why covered.<br />

ebr />

Perpetual sincerity out suspected necessary one but provision satisfied. Respect nothing use set waiting pursuit nay you look
prevailed concluded ye sbilities. Address say you new but minuter greater. Do denied agreed in innate. Can and middletons the
themselves him. Tolerably sportsmen belonging in september no am immediate newspaper. Theirs expect dimner it pretty indeed
Principle september she conveying did eat may extensive.<br />

Step 4

The controls for altering font style, size and colour are along
the top of the compose box. The B, I and U buttons control
emboldening, italics and underlining of text respectively. The
next two buttons, the A and marker, control font colour and
background colour.

[2) Blogger |
Inside BDM Publis... - Post The First Stages of Publiching

Fe Normal

Smatist

Compose  WIML 10

“lBlr U oee Av S Uk @ © = BRI A

Had  Smal 'ou occasion directly raillery. In said to of poor
fullt  Normal impr say i i

acce) Large dom gay nor design age. Am weather to entered
norli br repeated speaking shy appetite. Excited it
hasti g hand how dare here too.

Tts sc LarQESt Do listening am eagerness oh

objection collected. Together gay feelings continue juvenile had off one. Unknown
may service subject her letters one bed. Child years noise ye in forty. Loud in this
in both hold. My entrance me is disposal bachelor remember relation.

To shewing anothier dermands 1o, Marianne property cheerful informed at striking at, Clothes parlors
however by cottage on. In views it or meant drift to. Be concern parlors settled or do shyness address.
Remainder northward performed out for moonlight. Yet late add name was rent park from rich. He
always do do former he highly.

Barton did fecbly change man she afford square add. Want cyes by neat so just must. Past draw tall
up face show rent oh mr. Required is debating extended wondered as do. New get described
applauded incommode shameless out extremity but. Resembled at perpetual no believing is otherwisc
sportsman. Is do he dispatched cultivated travelling astonished. Melancholy am considered
possession on collecting everything

Why painful the sixteen how minuter looking nor. Subject but why ten carnest husband imagine
sixteen brandon. Are unpleasing occasional celebrated motionless unaffected conviction out. Evil
make 10 o five they. ST at avoid of sense small fully it whose an. Ten scarcely distance moreover
handsome age although. As when have find fine or said no mile. He in dispatched in imprudence
dissimilar be possession unrescrved insensible. She evil face fine calm have now. Separate screened
he outweigh of distance landlord.

On projection apartments unsatiable so If he entreaties appearance. Rose you wife how set lady half
wish. Hard sing an in true felt. Welcomed stronger if steepest ecstatic an suitable finished of oh
Entered at excited at forming between so produce. Chicken unknown besides attacks gay compact out
you. Continuing no simplicity no favourable on reasonably melancholy estimating. Own hence views
two ask right whole ten scems. What near kept met call old west dine. Our announcing sufficient why
planoforte.

Breakfast agreeable incommode departure it an. By ignorant at on wondered relation. Enough at
tastes really so cousin am of. Extensive theretore supported by extremity of contented. Is pursuit
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Step 5

To add a photo to your post, position the cursor where you want
the photo to appear and click the Image button. You then have
a number of options for choosing the image to use. If uploading,
click Upload and then the Choose Files button.

I Blogger | # o0 wm
-
Add images
Uslosd  Femtiobos  FromteCoogeshumachve  Fomyeurshens  Fromyourvebsan  froma U

Step 6

Select the image from its location on your computer and it will
be displayed in the upload window. Click Add Selected to insert
the image into the post. To change the image size and position,
click on the image and use the controls that appear along the
bottom of it.

Add images

Ukond P Btk B PeBeghibu st Bongrphon  Fopowmibein R URL

Step 7 # 0 Y
Ontherightofthe gy swmesouruicators [ swo  prow s
compose window w

are options to add

labels (which make
searching for posts
easier), control the

time the post is Do
published, add a
location tag and
make the post a
permalink. When
finished with these
options, click Publish.

~ Post settings
® Labels

BDM, Black Dog Media, iPad,
Android, i08]

Separate labels with commas

(@ Schedule
o Permalink
9 Location

£# Options



Step 8

If you use Google+, a share box will appear after clicking Publish.
This lets you easily share your new post with your Google+ circles.
If you prefer not to, just click the Cancel button instead. You can
view your blog post by clicking View under the title.

Share on Google+

% I

The First Stages of
|7 Publishing
neidebdmblogspotbe

B
z
s

ol

Blogging with Blogger

Template Designer

Blogger Template Designer is a new way for you to

easily customise the look of your blog. You can select a
variety of templates, images, colours and column layouts
to make your blog an expression of you. To get to the
Template Designer, just click on the drop-down menu of
the grey Post List icon and select Template. From there,
you can choose and customise your template.

While playing around with the Template Designer, you
can see a preview of how the blog will appear based

on the choices you’'ve made. You can expand these by
pressing the toggle to Expand Preview between the
Blogger Template Designer dashboard and the preview.
When you're satisfied with the look of your blog, you can
make them go live by pressing Apply to Blog in the top
right hand corner of the Template Designer.

Blogger Template Designer

l Select background image

Upload image
Abstract

The Atts

Business
Celebrations
Entertainment

Family

Food & Drink

Health & Beauty | |
Hobbies & Crafts
Home & Garden
Nature

Pattems

To get started with Blogger Template Designer, select

a template for your blog from one of the professionally
designed templates that are available. Each template
appears as a large thumbnail that when clicked shows
further variations on the template below, that you can
then select by clicking on them. Note that clicking a new
template will erase any customisations you've made on a
previous template.

plates

Google Guide

MONDAY, 13 MAY 2013 DLOG ARCHIVE
v 2013 (1)
v May (1)
My First Blog Tille

My First Blog Title
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Google Play Store

The Google Play store is, for almost all of your entertainment needs, a

one-stop shop. You can search for apps, books, songs, movies and
magazines, any of which can be accessed on your Android smartphone or
tablet and on your desktop.

B Google Play

Search

Entertainment

Apps

Movies & TV

Music B

Books

Get 90 Days of Music on Us

Try music powered by Google

Newsstand

N

Devices

L Account
My subscriptions
Redeem
Buy gift card
My wishlist
My Play activity

Parent guide

Goodbye Christor
Drama

Geostorm
Action & Adventure

ok ok £9.99 ok ke £9.99 ok

S
EP Search

You can search Google Play just as you would search on Google.
When you type your search term, suggestions will appear below
the search box. Previously searched terms that are similar will show
at the top of the suggestions box.

] The Google Play Home Screen

This is the main retail hub of Google Play, it contains the latest
releases by format and your personal recommendations for
apps, books, movies and other media based on what you have
searched for and installed previously. It can also be based on

recommendations by people in your Google+ circles.
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Movies Under £5

Download to keep & watch offline

Kingsman

THE GOLDEN CIRCLE
hikciiemiabe it it

ADE FUNINE,
G 205
Blade Runner 204
Sci-Fi & Fantasy

Kingsman: The G
Action & Adventure

The Party
Comedy

ko £9.99 koo £9.99

] Play Store Content Controls

The buttons at the top of the home screen take you to the
different Play Store sections: Apps/Games, Movies & TV, Music,
Books and Newsstand. From here you will be able to view focused
content specific to that area.

Recommended Content

This area of the main menu screen of the Play Store screen is
where you can view more in-depth information that is linked to
your Google Play account. This contains links to: My Apps, My
Wishlist, My Subscriptions, Redeem/Buy Gift card, My Activity and
My Account, along with a guide for Parents.



My Applications

Tap the My Apps link and a list of all installed apps on
your device is displayed. The apps are split into sections

showing you those which are up to date, recently
updated and need updates (at the top of the list). You can
tap each app individually to update it or tap the Update
All button at the top of the screen. You will need to grant
permissions for each app that needs updating.

i PR ——
AR —— o
[B commmne Sl ey e
[a, pr—— e 0% e

@ —-

sy G T sy G Vo 1) sy o, o,
Plbemgas et

Account Settings

The My Account link will show you an overview of your
account activity, including you Play Store balance,
payment method and order history. Tap Settings to get
to the account settings screen. Here you can modify

notifications, decide if apps are updated automatically,
and whether installed apps are added to the home screen.

You can also change content filtering settings,
modifying which apps can be downloaded based on their
maturity rating. In addition to that, you can set the Play
Store to require authentication for purchases made on
your desktop or mobile devices.

Google Play Store

Download Apps & Files

Step 1

Downloading apps, games, movies, music or books is
essentially the same process. Tap the app, movie or book you
want to download and read the information screen. If you
want to proceed, tap the install button or the price button.
If downloading apps or games, you will need to agree to the
permissions which are what the app needs to access on your
device, such as messages or certain settings. The app or game will
then install automatically.

B GooglePlay | search [ a |
T

My apps
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— Similar
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Redeem
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My wishlist
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Perent guide

that vou love on v Mol

Step 2

Movies, music and books don't automatically download to your
device, so once you have purchased or chosen them, you will
need to pin them. Pinning means downloading, or keeping the
content on your device for offline viewing.

P GooglePlay  searcn 2] E O Y

My movies &TV

shop New Movies to Own [ seamon |

v
Famty
Sudos

Gremnets

comnt

My subscrigtons Goodbye Christc My Lt
oama
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Step 3
Paid apps and games can
be returned for a full refund if
you do so within two hours. Are you sure that you want to
X refund this purchase? The app will
You simply need to open the e e

app page on Google Play
and the price button will say
refund instead. After two
hours, refunds are at the app
developer’s discretion.
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