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GOOGLE

Starting something new can be daunting. Learning a skill or
mastering a new piece of hardware is tough. Even tougher if
you have no-one at hand to help. Conversely as the complexity
of our consumer technology increases, the size of the requisite
instruction manual decreases or in some cases it simply disappears.
At numerous times in our lives we have all been “beginners’, there
is no shame in that fact and rightly so. How many times have you
asked aloud, “What does this button do?.“Why doesn’t that work?".
“What do you mean it doesn’t do that?”.“HELP!". At the start of any
new journey or adventure we are all beginners but fortunately for
you we are here to stand beside you at every stage.

Over this extensive series of titles we will be looking in great depth
at the latest consumer electronics, software, hobbies and trends
out of the box! We will guide you step-by-step through using all

aspects of the technology that you may have been previously
apprehensive at attempting. Let our expert guide help you build
your technology understanding and skills, taking you from a novice
to a confident and experienced user.

Over the page our journey begins. We would wish you luck but
we're sure with our support you won't need it.
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Get Starte
with
Google

There are many reasons (all of which are
covered in this publication) to delve into
the Google app suite. Yet before you
start to explore these amazing tools and
discover just how much you can do with
them, you need to get to grips with the
basics. What follows details how to set up
your all-important Google account and
also teaches you some important safety
tips to ensure all of your online Google
adventures are secure ones.

www.bdmpublications.com 7



#~ | Google Account

Set Up

In the past, using several different Google apps would have meant having
several different usernames and passwords. Thankfully, Google took steps
to merge all of these different accounts into one main Google account.
This means that you only have to remember one username and password
to access almost any Google product, plus it is much easier to share
information, images and other data between your devices.

Use Across Devices

One of the regular questions we receive regarding
Google’s applications is: “Can | use my Google account
sign in details on both my smartphone and my
computer? Thankfully, the answer to that question is
yes, follow the information below to set up your Google
Account details and then you will be able to use them on
all compatible devices and apps.

Creating a Google
Account

Step 1
< . Google
1 Using any Internet St
1
browser, navigate i o Gl Rk

to www.accounts,
google.com and click
on Create account in
the bottom left corner
of the screen. Now
choose to set up either
an individual or a
business account.

Email or phone

Forgot email?

Not your computer? Use Private Browsing windows 10 sign

Englsh (United States) ~ Melp  Privacy  Terms

www.bdmpublications.com

Step 2

1 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.

Google

Create your Google Account

First namo
‘ Last name

Username (@gmail.com
You can use letters, numbers & periods
Use my current email address instead =%

© c
(=

Password Confirm (S .
Use 8 or more characters with a mix of letters, numbers & One account. All of Google
Symboks working for you.

sign in instead m

English (United States) ~ Help Privacy Terms
Step 3
} Complete the .
X oogle
remainder of the e —
information, including

a phone number et
and alternative email T
address; useful if you g e

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




Google Account Set Up

Step 4 Step 7

I After completed the initial sign up process, you are taken to the I These links show any devices that have, or are currently,
core My Account page. From this page you can customise your accessing your account. If these details don't match your records,
entire Google user experience as follows. you can change your password using the Personal Info link.

Google Account Q

Security Checkup

@ Home No issues found
[ Porsonsi o

[0 sendfeedback saved to

©@ Daa s personalization
@ v Welcome, James Gale ) Your deylces »
U g Manage your info, privacy, and security to make Google work better for you 1 signed-in device
B Peyments & sobocriptions

Privacy & personaliza- Security issues found

tion 'S Protect your account now by resolvin i
© m e == @  Recent security events -

Manage your dat & persenaization Securs acesunt 2 recent events
Account storage Take the Privacy Check- 9 New sign-in on Mao -
Vouraccount storge s shored across up United Kingdom - 14 minutes ago
Google services,like Gmal and Pho o
0% used - 0GB of 15 68 s 9 New sign-in on Mac
Newton Abbot, UK - Sep 23
Manage storage Getstarted
Don't recognize an event?
ight iz wank 1o eview your seitings for Maps, Search, or whichever )

Google services you use o3t Google keepa your data private, safe, and secure. Leam more

Step 5 Step 8

I Starting with the o ! Return to the Google account page where the next option,
Account Protected Privacy & Personalisation link, enables you to manage and edit all
option, you can, of your data and details used during this initial setup process.
from here, check

the activity of your onaliza- - \pA:z‘:ece‘zgour account Google Account Q

account, confirming s e a e sy ok s o - @ e

that you are the e faasaeivin o
only user, list paaspersoratzaion

devices that are

Welcome, James Gale

lanage yaur info, privacy, and security to make Google work better for you

sonalized recommendations to secure

B e

| sersonalization Getstarted

Welcome, James Gale

> 0

Security

Manage your info, privacy. and security to make Google work better for you

. . ge - Take the Privacy Check- &, People & sharing
logged in via your e - sty ) B paymens s suscrptons R : e
SESSYA V0 DUIS INGR Y 3 rivac ersonaliza- /e keep your account

account and explore S —— don @ voced

. 1568 D e See the data in your Boogle Account 3 The Security Checkup gives you per.
recovery options. [0 S i ko esvstons  asous

Manage your data & personalization Get started
Step 6 Account storage Take the Privacy Check-
1 H H out Account starage s shared across up

! There are key areas of the Security options available that it ﬁ o

s choose the privacy settings that are

can rapidly give you an insight into the uses of your account. s aatetacy
Beginning with the Your Devices option, which is very important.

——
Security Checkup Step 9 e .
Notseues found } The Personal info e
link, left side bar, ik o O
&  Yourdevices & B renonaire asic info, ik your nama and photo, that you
opens a page that PI—— -
holds a complete i ey il bR S
1signed-in devi . Poose G irag
signed evice record of the T — JUPRR———
Mac X .
United Kingdom - This device information you have @ e e
) [ Sond foodback
shared with Google. M
) Recent security events o Check to ensure it is - Male
2 recent events ] o o
o correct. Any issues are p——
O et v shown as a triangle S——
symbol containing a (O
P ) S o
I"icon, click or tap to

Continue to your Google Account

correct them.

www.bdmpublications.com




Google Account Set Up cont.
Step 10

I For now, we are going to move past the Privacy & personalisation
options as, due to theirimportance and complexity, they are
covered in greater depth in this guide.

Google Account a
@ rome
Personalinfo
C® Data & personalization
Welcome, James Gale
@ secuty

Mengge your info, privacy, and security to make Google work better for you

be

h Peaple & sharing

m

Fayments & subscriptions . "
Privacy & personaliza- We keep your account

o tion = protected a
The Secury Checkup gives you per
[ sena fescnack w nmendations to secure

Manage your data & person:

(<]

Account storage

Take the Privacy Check-

n i
This step-by-step guide helps you

choose the privacy settings that are
night for you

0% used - 0 6B of 15 6B

Manage storage Gerstartea

Only you can see your setings. You might also want o review your settings for Map:
Google services you use Most. Google keeps your data pilvate, safe, and secure. Le:

Step 1 1 Google Account Q
) Select the Data @ Mo Activity controls
& personalisation £ peeoios e Tt s o |
Optlon to VIeW a @ Data & personalization i
@ securiy

40 Web & App Activity

quick access listing of
all your current and

le

). People & sharing
@ Location History

B3 Payments & subscriptions
historic Google uses. o © YouTubeHistory
X Help
Each section acts N~ P ——

as a shortcut link to
the app itself, such
as Gmail.

Ad personalization

Vou can make ads more useful to you

Ad personalization
BY  Ads Google shows you are persc

@ on

Step 12
1 Ad personalisation 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.

Ad personalization

Google makes your ads more useful on Google services (such as Search o YouTube), and on websites
& apps that partner with Google to show ads. Learn more

Ad personalization is ON L

MORE OPTIONS

How your ads are personalized

Ads are based on personal info you've added ta your Google Account, data from advertisers that partner with
Google, and Google's estimation of your interests. Choose any factor to learn more or update your
preferences. Learn more

e Male

&= Action & Adventure Films #3  American Football

& 45-54 yearsold

10 www.bdmpublications.com

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.

< Download your data

Your account, your data.
Export a copy of content in your Google Account if you want to
back it up or use it with a service outside of Google.

CREATE A NEW ARCHIVE
1 Select data to include

Choose the Coogle products to include in your archive and configure the settings for each
product. This archive will only be accessible to you. Learn more

Products
Deselect all
Arts & Culture
Favorites and galleries you've created on Google Arts & Culture.

B Multiple formats

Step 14

1 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.

Delivery method

Send download link via email ~

After we finish creating your archive, we'll email a link so you can download it to your
personal device. You will have one week to retrieve your archive

Export type
@® One-time archive

O Scheduled exports every 2 months for a year

6 archives

File type

zip v
Zip files can be opened on almost any computer.
Archive size

26B ¥

Archives larger than this size will be split into multiple files.

Step 15

1 Finally, we have the Delete a service or your account option. Here
you can customise everything from how you use your Google
account to ultimately deleting your Google account entirely.

Q

<« Delete a service or your account

Delete a Google service )

You can delete a specific Google ser
vice from your account, like YouTube
or Gmail

Delete a service

Download your data

Create an archive of your Google data
1o use with another service

&

Delete your Google Ac-
count

You can permanently delete your
Google Account and all your services.
and data, like smails and photos

Delete your account

Make a plan for your ac-
count

Decide what happens to your data if
you stop using your account

0
S



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.

< Accessibility settings

Apply accessibility settings to some Google products here. Many other Google products come with
accessibility features built in. Learn more

Screen reader »

Applies to Google Docs (web only)

High-contrast colors »

Applies to Google Voice (web only), Google Developers, and other developer
documentation sites

Step 17

I 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.

¢ Delete your Google Account

Please read this carefully. It's not the usual yada yada.

You're trying to delete your Google Account, which provides access to various Google services.
You'll no longer be able to use any of those services, and your account and data will be lost.

You also could lose access to services outside of Google where you use
bdmpublicationsuk@gmail.com. For example, if you use this email address as a recovery email for
your bank account, you may have difficulty resetting your bank password. If you proceed, you'll
need to update your email address everywhere you use it outside of Google.

You can download your data before deleting your account.

All this content will be deleted

Note: the list below may not contain every Google service affected by your deletion, such as
services Google no longer supports. Your data will be deleted from these services as well.

Step 18

I Finally, return to the main Google accounts page. By tapping the
icon, top right, 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.

Fledse reau Uns Carenully. 1S Not Ule usudl yaua yaud
Select profile photo

Upload photos Your photos

[

Drag a profile photo here

Select a photo from your computer

Google Account Set Up

Step 19

I Having set up your Google account, you can return to check/
change any settings via the account home page located at:
myaccount.google.com.

Google Account Q

Home
Personal info

B e

C® Data & personaiization
B securny Welcome, Jim Gale
2 People & sharing Manage your info, privacy, and securlty to make Google work better fi
3
B3 Payments & subscriptions
Review your privacy set- Security issues four |
@ Hep tings Protect your account now by 1
Take the Privacy Checkup, a step-by these issues
[3 send feedback step guide that helps you choose your
privacy settings
Getetartea Secure account

Multiple Google
Accounts

Itis possible to have more than one Google account
and then sync those accounts on your Android phone
or tablet.

Choose an account

Andrea Gale Signed out
andreagale001@gmail.com

Jim Gale

retroremixjay@gmail.com

James Gale Signed out
bdmpublicationsuk@gmail.com

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.

James Gale

hdmpuhlicationsuk@gmail com
Privacy
Google Account

Welcome, James Gale e Jim Gale

retroremixjay@gmail com (default)

Manage your info, privacy, and security to make Google work
Andrea Gale
andreagale001@gmail.com
Signed out

ur privacy set
Add nt Si t
protected b by
y Checkup, a step-by- The Security Checkup gives you per- M
helps you choose your sonalized recommendations to secure

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 seeg, it is not
just multiple Google accounts that you can add.

We keep your

www.bdmpublications.com 11




#* | Improving Your
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 Keep them Random

1 Try to avoid using anything that is easy to guess, including

If you are anything like us, the number of passwords that you need personal information like your name, date of birth or address.

to remember grows on an almost daily basis and because of this, it These things are all very easy to discover and often the first things
can be tempting to use the same or similar passwords for several someone will try to get into your accounts. Also avoid, if possible,
different websites. This is a bad idea, particularly if your chosen using real words or sequential strings of numbers, e.g. 123456789.
password is something easy to guess such as your name or date of
birth. Here are a few tips to consider when creating passwords.

" Google
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
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 Forgot password? m
passwords from a weak website and then randomly try them on
more secure sites.

Hi James
o bdmpublicationsuk@gmail.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,
Google 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
First name Last name require at least eight character passwords nowadays.

Create your Google Account

Username (@gmail.com
You can use letters, numbers & periods

Use my current email address instead

—
e = Log in

| tv | | Confim o

Use 8 or more characters with a mix of letters, numbers & One account. All of Google Email or Phone Number:
symbols working for you.

Sign in instead m

russ ware@gmail.com

Password (Forgot your password?)

English (United States) ~ Help  Prvacy  Terms

or Sign up for foursquare

12 www.bdmpublications.com




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.

password manager Q

Google

People also ask
What is the best password manager? Lo

The best password managers for 2019

« LastPass (Windows, Mac, Linux, Chrome) ...

« Dashlane (Windows, Mac, iOS, Android) ...

» 1Password (Windows, Mac, iOS, Android) ...

» Keeper Security Password Manager (Mac, Windows, Linux) ...
« Sticky Password (Windows, Apple, Android, iOS) ...

« Intel's True Key.

10 Sep 2019

The Best Password Managers for 2019 | Digital Trends
https://www.digi com» ) best-pass

Search for: What is the best password manager?
Does Google have a password manager? v

Is it safe to use a password manager? v

Enable/Disable Cookies
in Chrome

! To disable cookies in Chrome web browser, click the Three

dots icon or Menu button in the top right corner of the browser
window. Select Settings, scroll to the bottom and click Advanced
settings. Now click Site settings, in the Privacy section, and

then Cookies.

Cookies and site data

Allow sites to save and read cookie data (recommended)

Clear cookies and site data when you quit Chrome

Block third-party cookies

See all cookies and site data

- ln-il- Warld!

WENO 5] O,

HTTP cookie

An HTTP cookie is a small piece of data sent from a website and
stored on the user's computer by the user's web browser while the
user is browsing. Cookies were designed to be a reliable
mechanism for websites to remember stateful information or to
record the user's browsing activity. Wikipedia

View 10+ more

¢
4 £
e

Internet

People also search for

9]

Google JavaScript

Phishing

Chrome Explorer

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.

' 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 ...

Cookies
®) Allow local data to be set (recommended)
Keep local data only until 1 quit my browser
Block sites from setting any data
| Block third-party cookies and site data

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

Images
® Show all images (recommended)

Do not show any images

www.bdmpublications.com




Cyb;r BuIIyig

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.

5 Suspected phishing message  Delete | Unblock messageThi ks like a phishi and has been your safety.

FKUKJXXETZ

Your PayPal account is restricted - take action now
Paypal (service@paypal.couk) Add contact

X| PayPaliogo

Tro
Add paypal@info.paypal.co.uk o yo

icted. Take action

14 www.bdmpublications.com

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

1 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 s :
The Free Encyclopedia From Wikipedia, the free encyclopedia
This article is about the website. See Facebook, It
Main page
Contents Facebook is a social networking service launched in F |

Inc.¥! As of September 2012, Facebook has over one |
using Facebook on a mobile device ["] Users must regi |
create a personal profile, add other users as friends, ar
notifications when they update their profile. Additionally
organized by workplace, school or college, or other chi
such as "People From Work" or "Close Friends".

Featured content
Current events
Random article
Donate to Wikipedia

w Interaction
Help

" . Facebook was founded by Mark Zuckerberg with his ct
About Wikipedia

eturdante Eduarda Qauarin Andraw MaCallum Nuostin )

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.

——
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Improving Your Google Security

Privacy Settings

! Nearly all the well known social networking sites offer several
levels of privacy 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 seen by
people they want to share it with. Be aware, however, that some
sites are totally open to the public.

‘ acebool Search for people, places and things

Privacy settings

g1

Control Privacy When You Post

You can manage the privacy of your status updates, photos and information using the inline audience
selector — when you share or afterwards. Remember: the people you share with can always share your
information with others, including apps. Learn more.

The privacy of your next post is currently setto 8 Friends :

A Friends ~

Your selection sticks around for your next post until you change it — either online when

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.

facebook

Create an account
It's free and always will be.

« 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.

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.

4 How you connect

Control how you connect with peaple you know. Edit Settings

> Timeline & Tagging

Control what happens when friends tag you or your content or post on your timeline, Edit Settings

82 Ads, Apps and Websites

Manage your settings for adverts, apps, games and websites. Edit Settings

[B Limit the Audience for Past Posts

Limit the audience for posts you shared with friends of friends or public. Manage Past Post Visibility

© Blocked People & Apps

Manage the peaple and apps you've biocked. Manage blocking

Step 2

) Enter the name or email address of the person you want
to block and click Block. People will not be notified when
you block them.

block someone, that person can no longer be your friend on Facebook or i
ames you both use and groups you are both & member of).

Mame |[ygs ware

Email

You haven't added anyone to your block list.

Step 3

) If you can't find
someone using this
method, try going

to the person’s

profile (timeline) and
selecting Report/Block
This Person from the
drop-down menu at
the top of the page.

i Friends | | Message m

See friendship

Pake
Add to Interest Lists...

Suggest Friends. ..
Unfriend...

Report/Block...

ends with Scott Squance -» and
addleton.

www.bdmpublications.com 15



#* | Protecting Your
Privacy on Google

Online privacy is an extremely important issue when it comes to using your
Google apps. Google has included a comprehensive privacy tool to help
you take control of, and monitor, how the company uses your information.
This guide will reinforce your privacy rules when using Google.

Step 1

) Start by opening your main Google Accounts page, this can

be accessed by entering https.//myaccountgoogle.com into a
browser. From the main account home page, you're able to check
on the current levels of privacy, your information and security.

ow v gopmoon

GoogleAccount @

2

Welcome, David Hayward

vacy and sacuty to make Gaogle work better (ot you

Privacy & personalisa-
&

Security issues found
) Samdoodons
Take the Privacy Check-
Up
| [
]

! The Take the Privacy Check-Up box, located in the lower right of
the four available boxes, is a good place to start. Simply click on
the Get Started link, at the bottom of the box, to initiate a step-by-
step guide on helping you choose the right privacy settings.

¢ Privacy Check-up

e

Privacy Check-up

Review key setlings and the data that Google uses (0 personalise your experience

@  Activity controls reviewed v
Make ads more relevant to you v
Control what athers see about you v
Help peaple connect with you v
Manage your Google Photos settings v

Manage what you share on YouTube -

www.bdmpublications.com

Step 3

} The Privacy Check-Up section is broken down into several sub-
categories, offering you the chance to review the key settings that
determine how Google controls its activity toward you, what ads are
displayed, how others will connect to you, what Google Photo settings
are available and what you share on YouTube. Click the YouTube
category, for example.

Take the Privacy Check-
Up

This step-by-step guide helps you
choose the privacy settings that are
right for you

Get started

Step 4

! The category options are displayed as tick boxes, so, using the
YouTube category as the example, you're able to control how your
YouTube video likes, saved playlists and subscriptions remain private,
or are available for others to view when they click on your YouTube/
Google account. Read each element of the categories carefully to
enhance or lower your online privacy.

Manage what you share on YouTube ~
Choose who can see your YouTube videos, likes and oD
subscriptions, and decide where you share them.

® . F i
Py ol , !L

Likes and subscriptions

You can share your liked videos, saved playlists and subscriptions with other YouTube users.
Keep all my liked videos private

Keep all my saved playlists private

Keep all my subscriptions private



Protecting Your Privacy on Google G

Step 5

1 Going back to the main Google Account home page, by first
clicking the back arrow and then Home on the left column, take
a moment to look through the other options available. Check on
the Privacy & Personalisation box; click the Manage your Data &
Personalisation link in the bottom of the box.

Security issues found
Protect your account now by resolving
these issues )

Secure account

Privacy & personalisa-

tion e
See the data In your Google Account |
and choose what activity is saved, to

personalise your Google expericnce

Manage your data & personalisation

Account storage Take the Privacy Check-

Your account storage is shared across n Up
Google scrvices, such as Gmail and This step-by-step quide helps you

R choose the privacy settings that are
right for you
31% used - 5.32 GB of 17 GB

Manage storage Get started

Step 6

! The Data & Personalisation category is quite expansive and
covers a lot of the content that transpires between you and
Google’s many services and apps. Each area within this category
can be expanded further, such as Web & App Activity, Location
History and so on. It's important to take the time to trawl through
these sections to fine-tune your privacy settings.

@ Yo Activity controls
y LA ]
T3 Personatinfe v
Do . = i
SR Te— - o

B secuty €D Wob & App Activity ©on
&, Peopie s sharing

@ Location History om
D Povmmantad subscriptions

& YouTube History [

@ v

(VR——
[ sensroecmack

Ad personalisation

Vou can make ads more useful 1o you

El

Activity and timeline

My Actity
of

E

Go o ad settings

Step 7

! To the left you'll see the quick access column, where you're able to
navigate back to the Account Home page; click on the Security link.
This will open the Security page where, in the event of someone
gaining access to your Google password, you'e able to lock down
your account. Here you can opt for 2-Step Verification, create an
Account recovery option and protect your account and its privacy.

roogeaccoum
D reme Security

Security issues found

Signing in to Google.

Passwors Las hanges 2 s 2010 >
Use your phone-o s in oo >
2509 Vertcation Qo >

Step 8

1 The People & Sharing option, found via the left-hand column
again, is also worth investigating. In here, you're able to define
your contacts, block any users and, most importantly, manage
your location sharing, as well as choose what personal information
about you is visible to others across the Google services.

@ Home People & sharing
23 Persanalinfo People that you Interact with and the info that you make visible on Google servh
o Data 6 personalisation
i s PRP——— Al
2. oo ahering *
BB Payments & subscriptions
8 contacts
Contacts + olher contacts for suto complete sugg
o olher contacts for auto complete sugg
D send fessback
oa  Contactinfo saved from interactions Qo
-
4 contactinfo from your devices ot
@ Blocked No blocked users
Location sharing e Choose what others see
About me
®an  what narsona infa that v

1 When dealing with your privacy via Google’s apps and services
there's a lot to take in, which isn't surprising considering the reach
Google has across the Internet as a whole. If you ever become
confused over any questions, or simply don't know where to turn
next, the Help option will walk you through common issues and
offer guided steps on how to proceed.

Help

Answers to common questions, expert advice and a way to provide feedback

Help with common issues

A list of help articles with answers and tips for your Google Account

B  see and control the data in your Google Account ]
B Setup arecovery phone number or email address

[E  secure an account that has suspicious activity

[

9, Scarch all help articies

Visit the help centre

Step 10

1 One final aspect of privacy that's worth looking up is the Google
Privacy & Terms. These are in a constant state of flux and will
change depending on the laws of the country in which you're
currently resident. Navigate to https://policies.google.com/privacy,
to view the latest Google Privacy Policy and see how it affects you.

Google Privacy & Terms

Sverdew  PrhacyPoly  TermactSevice  Technsogles  FAD

(}19\7.\

When you use our services, you're trusting us with your information.
We that this is a big we work hard to
protect your information and put you in control.

dte manag.erort and el o dormason
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Improving Your
Google Searches

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.

-
Google Google Search
o cupcakes| Searching with Google is easy! You simply enter your
search term, e.g. “cupcake recipes’; on the Google page
Q. cupcakes for your country and click the search button. Google
R icupcakes nearme will then display the results of the search in order of
Z‘ ::x::: :::’mhmm relevance. There are, however, several ways to refine and
. target your search for even better results.
©. cupcakes tesco
- ) _cuncake

Understanding Google Search Results

When you perform a search on Google the results are split into two categories: Paid and Qrganic 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 Search Options Paid Results Organic Results

Go g le Cupcakes 4y Q

Q Al & Images < Shopping (8 Maps [ Videos i More Settings  Tools

About 365,000,000 results (0.65 seconds)

Recipes

Cupcake recipe Mary Berry's vanilla Basic cupcake s
cupcakes with swirly. .
BEC Good Food Red magazine GoodtoKnow C u pca ke <
46 Yk KkKd (36) No reviews 41 %% %Kk (69K)
35 mins 40 mins 40 mins
Self raising flour, butter, milk, Self raising flour, milk, icing Ice cream, self raising fiour, A cupcake is a small cake designed to serve one person, which may
icing sugar, eggs sugar, eggs, baking powder muffin tins, milk, caster sugar be baked in a small thin paper or aluminum cup. As with larger
cakes, icing and other cake decorations such as fruit and candy
may be applied. Wikipedia
v Show more o
Place of origin: United States
B Cupcake recipe | BBC Good Food Nutrition Facts
https://www.bbcgoodfood.com » recipes » cupcakes @ ~ CUpcake, low fat
k%4 Rating: 4.6 - 86 votes - 35 mins - Calories: 350 Amount Per 100 grams ~
{A Make delicious cupcakes with this easy recipe, perfect for everyday baking and

www.bdmpublications.com




Jackia chan Q

OA Binews Dimages [videss Draps  Mow Setinge  Touts

Aboust £3.100,000 results (0,63 seconds)

Jackie Chan - Wikipedia
hitps:lion wikipedia 0rg » wiki» Jackie_Chan +
Chan Kong-4ang SBS MBE PMVY known professionaly a3 Jackle Chan, s 3 Hong Konger
martal arst acter, fim itclo, producer, stman, and sger

Jacko JoonLin

Jackie Chan - IMDb

Https:Jiwwwimdb.com » name

dackio Ghan, Actar: Ngo s 5601, Hong Kang's cheeky, ovabie and bas known fim star Jackle
Chan eadured many years of ong, hard work and mustgie.

Jackie Chan <

Martia arist

®  juckiochan.com

‘Chan Kong-sang SBS MBE PMW, known professionally as Jackie:
‘Chan, s a Hong Konger marl aris, acto, fim director, producer;
stuntman, and singer. Wikipecia

Born: 7 Apr 1954 (age 65 years), Victoia Peak, Hang Kong

Height: 1.74 m

How the Hell is Jackie Tidsto & Dzeko f. The Uniald TuthOf  ,  gpouee; soanLin(m. 1962)

Ghan Sul Alive? | Premo & Post Malone - Jackie Ghan

et e Sockle Chan (Offcki... TV shows: Jackie Ghan Adventures, Kung Fu Panda Hosday
Upcoming movie: Wish Oragon

NewThis Nerd TsHVEVD Looper

ouTe. 3 un 219 YouTune - 18 May 2018 YouTute.- 240 2018

People also ask

Does Jackie Chan have Kids? v

Where s Jackie Chan? v

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.

(Google A

Advanced Search

Find pages with. o do this i the search box.
il these words: benjamin franklin Ty initant Wt clenss b
s exact word or phrase: Put st word n Guotes: “sat. Les e

‘any of thoso words: Type OR Betweon ol tha words you want iad
TRPEFLERE wo%: oo et toplastinie
rumbee o rome % iberit oyl

Then narrow your resuits
by..

language: any angusga * P e i g Sty et
rogion any ropion T ot oo b s s gl

st updte: anytme | Find pagas dand i ot hat o
i S on s nvisigases. e rine
torms appeanng: anywnero n e pago e s e s sy
SatoSoarch: Showe most relevant resue - Ton SaloSoareh whether o s sermal exgct
flotype: any format * napaoss m metomatnatyou prte.

Advanced Search

After searching, while on the results page, notice the
Settings 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.

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.

Google  Googe Q

Abot 18,690,000,

Google

htps:/hwwwn google.com/ v

Allmages - Account - Assisiant - Search - Maps + YouTubo - Play - News - Gmail - Contacts - Detve
Calendar - Transiate - Photos - Shopping - More - Decs - Boaks.

Google Search <
My Drive - Google Drive
aesGooge i

[a——

Mors resasts fram googge com » Googe Searc,
5.0 s sarch engine covolopont by Gaogga LLC. 1 s the mosd «

Google (@Google) * Twitter
gt omiGoogn ¥

search enpine 0n the Wori Wide Web across o pstiorms, with ¢
2018, handing

onch day. Wikpedia
Date Launchad: 15 Sotomber 1997
Type of site Wes search engne
Ovener: Googi

Wiitien in; Python, C, C++

People also search for

amazon n - Yandex et

Amazonc.. Facabook  Yanoo! Yandex

Step 1

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

(=

Google Search I'm Feeling Lucky

GO'{; ) g|e

Euro 2020

0

o]

euro 2020 dates
euro 2020 tickets
euro 2020 fixtures
euro 2020 host
euro 2020 final
euro 2020 draw
euro 2020 venues

D O L OLOLP O S

euro 2020 groups
. euro 2020 final tickets
euro 2020 tables

o]

0

Google Search I'm Feeling Lucky

Report inappropriate predictions
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Searching Images and Videos cont.

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.. \J

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.

Google  ewan Q
g

ot

QN Wi D

- 0-®-

Tekets  EURO 2020 - 0F8

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.

Eum 2020 qualiying: Everything you st perensauma
bbecouk . <

Sponsor Biading for Eur 2020

sportforbusiness.com ) Sport for Business

UEFA Opens Sponsor Bidding for Euro 2020 | Sport for Business

UEFA EURO 2020 on Twimar
it con

20 www.bdmpublications.com

Step 5 Go gle Euro 2020
1 Alongside the

. Q Al ENews [&images [ Videos < Shopping
sea rCh ||nkS (Web' Sizew Colorv Usagerights~ Type~ Timew
Images, etc) you v Aoy size

. fondon Large
Medium

tean

®- @ (

will see a link

for Search Tools.
Clicking this will
allow you to further

refine your search ey \
N
by image size, date EURO2020 ‘
UEFAEuro 2020 Wipeda  Euro 2020 Whan's e loamentand -

it was uploaded and
image type.

Step 6

1 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.

&) irishexaminer.com

How Irish and British nations stand in Euro 2020 qualifying

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.

Google  ewo2020 a

QA1 ENews (Dimages [iVideos O Shoppmg  : More Setings  Toals

Euro 2020: Host cities, location, dates, qualifying process | S .
hitps//www.sl.com ) socoer » 2018/07/14 ) eure-2020-hast-cities-dates-qualifying-prog.

ing t0 look
forward to afterthe conclusion
e

Euro 2020 power rankings: England, Spain, France and every ..
hitps//www.independent.co.uk » Sport ) Football » Intemational

ASthe intormational besak returme and Premier Laague managers ofer prayers for
oo ployers nprpibon

The road to UEFA EURO 2020 explained - YouTube
N wmyoibes com s weth
BT -7 1720 2020 it o o 60 iy o h compettion sy it

Euro 2020 qualifying standings: How every group is shaping ...
hitps:/iwww.independentco,uk » Sport » Footal » Intemational

90ct 2019
England have mounted  perect start 1o qualiieation by scoring 19 gonls i their
opening four pames, and can

Are ltaly or Spain in better shape ahead of Euro 2020 ...
hitps7/www.youtube.com » waich
13 w

England Euro 2020 squad: Who's on the plane, who's in ...

hitps/Mwww.independent.co.uk » Sport» Football » Intermational



Improving Your Google Searches G

Safe Search R .
I Your browser should remember the setting when you next
Google features a Safe Search option which allows you to use Google search. If you want to make sure that the safe
select the age rating of the search results. This applies to web search setting is not changed, you will have to signin to a
search results, as well as images, videos and books and can Google account.
help to remove sexually explicit content. No filter is 100 per
cent accurate, but Safe Search should help you avoid most of
this type of material. Signin Google
Step 1 Email
} 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. Password
(/;zfm' movie trallers Q
Al Videos News lmages  Shopping  More Setlings  Tools
Aoout 2780000 esuts (047 seconis) Saarch sativgs Sign in v Stay signed in
Languages.
Moviedlips Trailers - YouTube Tum on SafeSearch
hitps:/iwww youtube comfuserimovieclipsTRAILERS v
xacond ey s Tha Fandange MOVIEC IS Tealen o i P Cant access your accou nt?
NEW MOVIE TRAILERS (2018) Best Upcoming Movie Traile et
: besompenirmoaneriot s ins
b".‘bz :::r‘g‘w;;m:mm To The Top! Make it # good one. Tum on Nolfications
Movie Trailers - YouTube
hitpsiwww youtube comichannelLICraZuY 2qbsiRNBIHUUOQRg o '
oo g modaroa o i e ot bt Google  Ewoz0 Q
SWINGING SA?::} mciil Txile;g{ge,‘)‘ Ivr1ravLi.-;rr:ilars HD - YouTube QA EINews Elimages [)Videos ¢ Shopping | More Sefings  Tools
i b kT
UEFA European Champlonship Qualifying
UEFA Euro 2
Step 2 ) T qualifying
1 At the top of the search settings screen you should see a Safe tournamont
Search on/off link. Click the turn on Safe Search link to activate it. b oronms [Py i| o
malches at a glance and more “The UEFA Euro 2020 |
You can lock Safe Search on by selecting this option too. B e v T e s bang payed )
the 24 UEFA member|
UEFA EUro 2020 final
Toams: 55
Go g|e A ocioraiar 2 - Il romana 1 Top scorer: Eran Za
4% Goorgia 3. 0 42 Norway 1 i Datos: Thu, 21 Mar 2
Search Settings Logation: Europe
Goals scored: 624
FT
e i = Grooce 24 Liechtenstein 0 10
e trom your Google Search rosuts. The B eosnamnakers 1 ' 1 ay s« U Pe?'_’le also
SafeScarch fiiter isn't 100% accurate, but it helps you avoid most viclent and adult content. > 41 A
b [ Tum on SafeSearch  Lock SafeSearch a
: oy L
[t The UEFA  Premie
Results por pagre Matches, news and standings :mr‘ Lo
TR -
— Instant Updates
Based upon your search results, you will receive
Step 3 additional information that is relevant to the subject. For
) If you want the page to display all results, regardless of content, this example we searched for a sports team and results
DO NOT activate Safe Search. If you have changed your mind you also shows their latest fixtures and results.
can deactivate via the Settings link at the top of the page. Specific search results also contain a downward pointing
arrow at the end of the web link, click to show these.
Al Videos  News  Images Shopping  More Seftings  Tools
Soarch sotts Cached: Google trawls the web and takes snapshots
About 2,780,000 results (0.19 seconds) oarch satings 5 2
Languages of each page. When you click Cached, you will see the
Movieclips Trallers. YoUTUD®  cxienas Tum off SafeSearch web page as it looked when last indexed by Google. The
T e oo T dosn for ::":’;“’:' “Cached” link won’t appear for sites that haven't been
P —— g mdfaxed or fonj any sites whose owners requested that
hitps://www.youtube.com/watch?v=bVpsQYvps 10 Search help their content isn’t cached.
2.5 Nov 2017 - Upload?d by 9 Media , .
:::ljg:;rgs'gss;:: ed To The Top! Make it a good T Notificati . . . . . .
Similar: Click Similar to see other websites that are
Movie Trailers - YouTube
youtube Crazuv2K] UQQRg * related to that result.
Please Subscribe 1o stay updated with the the Latest Movie Trailers. Movie Trailer is the No 1
destination for all movie fans to catch the |atest movie trail...
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#~ | Using 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.

Google

Shopping

Google Search

New! Get the Nest Wifi now on the Google Store

Step 2

1 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.

Google

Gear Up. Elestronics & Gadgets 162 < >

22 www.bdmpublications.com

Step 3

1 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.

Google  pama a EN |

" "
e Bost mach
p—
’
s Camra 14 NP o Camen - 4OLTE- 182 rams
L Other matches
Google Pixel 4 XL - 64 GB - Just Biack
Brang
sooge crans
Storage Capaciy
ues ”
z8a0 — . e P24 Tt Caman, Rt 12200 1.1 Dt
pom— s Rcogten ¢ WP Fon Concs- 16 NP s Cares - 40LTE - 12808
Woght

1} 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.

Google  pal4 Q @ @

Google Pixel 4 128GB Clearly White on O2 - st £43.00/M for 24 months:
[T YR ————

! Googho Pixol 4 XL 1288 Just Black on 02 - just £49.00M for 24 months
AGLTE 02 125/0 - Wt e

EA00.99. 245 (4ot Crphon Wrehause 8% posts (562



Using Specialised Google Search

Step 5 Step 7

J Click the title of a product you are interested in and a box will 'You can click directly to the item, via your preferred retailer, by
expand to show more informaticn, including a range of prices. clicking the link from the list at the bottom of the page. NOTE: On
You can then add the item to a shortlist by clicking the Shortlist rare occasions the price linked may not match that of the retailer,
button. This allows you to refer back to it easily later. so take care to check.

New items » Google » 02 128 GB

SIM Free Google Pixel 3a 64GB Mobile Phone £399.00
- Black 12v104 K Codtploss vlbble Saa sotions
< * A Readreviewalss) © viewsoeculofters
(&) Click & Collect
Google Pixel 4 128GB Clearly White on O2 - just £47 | @ o oot gty Torquny Argon i
Sainsbe
from Carphone Warehouse _W "
Add to Trolley Change store

Google - Pixel Family - Pixel - Pixel (Original) - 5.7 inches screen - £ |
Water Resistant & 26 people arelooking s righnow X © eivery

¢ W Purchased 3 imesinthe last M hours. X 2 oo
24 month contract with * 60GB Extra Data * 02: Charge to Mobile * |
* Free WiFi on the London Underground * The Carphone Warehous 08080

C—
See more details at Garphone Warehouse » = ' v
£149.99 .
- == - 0 Ao Your Wishint

min 24 x £43/month e — —
Free delivery
Carphone Warehouse -
88% positive (592) )

[ 2 |

® Articles Case law

Google Pixel 4 XL 128GB Just Black on O2 - just £49.00/M for 24 month Stand on the shoulders of giants

£199.99- min 24 x £49/month Carphone Warehouse 88% positive (592)

Google - Pixel Family - Pixel - 6.3 inches screen - 8 MP Front Camera - 4G LTE - 02 - 128 G

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
available online. court opinions, from academic publishers, professional
societies, online repositories, universities and other
websites. Google Scholar helps you find relevant work
Google Pixel 3A (64GB Black) on contract across the world of scholarly research.

£109.99 soid by Carphone Warehouse
Kk ki 1,573 product reviews Compare prices  Avalable neardy

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

GoogleScholar UK superheros
Articles. About 255 results (0.06 sec)

o i you mean: UK supertieroes
Sinen 2019
Since 2018 {rom “WHO WATCHES THE WATCHMEN?* WHY THE LAW NEEDS {Por) academia adu
Sice 2015 SUPERHEROS (AND ANTIHEROS)
Cntom range AADRIAN - acaderia ok
Page . w AWNEEDS
SUPES
e  Technicolor via
‘Sort by date T 90 Reisted articles 56

 include patents Ninja Turtles and other cas y
7 inchat ctatores 1 Hicks, R Kaneviy - Linguisis and Education, 1092 - G

M Turbes and

ard Derek =™
W Cooulo o e exsiots of superheros. Baiman, ceman. Buster Cuce. Spderman, X-Mar

T 99 Ciedbyas Reawdatces AI2versans

®oox Comix: A history of comic books in America {PoF) searchenginepdt i
L Danils, M Prck - 671 - smarchenginepd nfo

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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How to 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.

Setting Up Alerts

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.

1 Jackie Chan|

This will create an emeil alert for bdmpubsuk@gmal.com.

m B

Alert preview
Newe
Stroll hails 'strong package’ with Jackie Chan at Daytona

ing his Jackle Chan
racing at the ensurance

clasaic for the socond time in hia carcer following his baptiam of fire on the
Lance Stral hails Jackle Chan team package ahead of Daytana returm

t the Jackie Chan OCR Jota tear
mempt at . Suol il share the #:

Step 2

1 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.

< Jackie Chan

How often Atmoet once s day P

Sources v Auomatic
Blogs
Hanguag
News
Reg Web
How many Way
Books.
Deliverto Diesiasions
Finance
Alert preview

NEws

24 www.bdmpublications.com

Step 3

1 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 on these subjects will be
sent, when they are available for you.

As-ithappens

How often Atmostonce a day
Atmostonce s week

Language Engieh

Region ay Region

How many Onty the beat resuts

Deliver o el @grail coam

Alert preview
News

Stroll hails 'strong package’ with Jackle Chan at Daytona

Step 4

1 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”

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

All results

Deliver to

Alert preview
NEWS

Stroll hails 'strong package' with Jackie Chan at Daytona

Lance Stroll is gearing up for an assault on the Rolex 24 at Daytona this weekend, believing his Jackie Chan



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.

Language Engiteh :
Region Any Region N
How many Only the st results &
Deliver to bdmpubsuk@gmail. com

RSS feed

Alert preview

NEWS

Stroll hails 'strong package’ with Jackie Chan at Daytona

Lanca Strallis gearing up for an assauhton the Rolex 24 at Daytons this weekend, beleving his Jackie Chan

LMP2 entry will be one of the "bast packages” out there. The 10year-old Canadian will b racing at the endurance
elassic inhis fire on the.

Step 6

1 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.

< Cc O 8 hitps;//www.google.com/alerts/feeds/06265214020048898430/13715053199120547314.

d with it, The d tree is shown below.

This XML file does not appear to have any style

v<feed xmlns="http://www.w3.0rg/2005/Atom" xmlns:idx="urn:atom-extension:indexing">
weid>
‘tag: google.com, 2005 reader/ user/06265214020043895430/ state/ com. google/alerts/13715053199120547314
</id>
ctitle>Google Alert - Google Pixel</title>
<link href="https://wwu.google.com/alerts/feeds/06265214020043898430/13715053199120547314" rel="self"/>
<updated>2019-85-16T11:15:002< /updated>
veentry>
v<id>
tag:google. com, 2013: googlealerts/feed: 7077324724563159882
</id>
v<title type="html">
Best <b>Google Pixel</b> 3a Deals: Time Running Out to Get Your Free Chromebook or Google Home ..
</title>

<link href="https://ww.google. com/url?ret=38sa=tdurl=https://wun . trustedreviews.con/deals/best-google p |
A ia

37142908 ¢ t=galed=CATyGIQ2H] VANTINYS, 29¢0nVuO1VTRusg= f1uiQ83g" />
<published>2019-85-16T11:15:00Z</published>
<updated>2019-05-16T11:15:00Z</updated>
v <content type="html">
Find the latest deals that make the <b>Google Pixelc/b> 328239;s already low £399 price point even mori
</content>
¥ <author>
</author>
</entry>
veantrus

Step 7

! To view any of these Google Alerts, you have to open your
email application and check the email addresses that you linked
to your Google Account during initial set up. You can check

this information at anytime via your account link, top right of
your browser.

Google Account Q @ @

@ tome
3 personatinto

@ Datatpersonatzation

B securiy Welcome, James Gale
Manage your info, rivacy, and secury to make Googis work betterfor you

&, People & sharing

B rayments & subscriprions

Review your privacy set- We keep your account
@ oo tings protected

Take e Povacy Checkus, 8 wep by e Secunty Ghecksp gves you per-
[0 senatesdbsck 10 guide that helps you ehoase your son. -

prvacy setongs -

Get startea Getstaried

Make Google yours

0% used - 0GB of 1568

Manage your data & personaiization Manage storage

e 3
Sources Automatic i
Language English $
Region Any Region s
How many Only the best results B
Deliver to ‘ RSS feed ::

How to Create Google Aler

m ek e

Alert preview
NEWS

Stroll hails 'strong package' with Jackie Chan at Daytona

o
Lance Stroll is gearing up for an assault on the Rolex 24 at Daytona this weekend, believing his Jackle Chan
LMP2 entry will be one of the "best packages" out there. The 19-year-old Canadian will be racing at the endurance
classic for the second time in his career following his baptism of fire on the

Lance Stroll hails Jackie Chan team package ahead of Daytona return

crash.net

Lance Stroll is confident the Jackie 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.

Alerts

My alerts (1) o

Jackie Chan V4

-

Me on the web

A
% "BDM Publications® + @ bdmpubsuk@gmail.co..

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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w How to Personalise
Google Trends

The Google Trends app brings you the world’s most popular search terms or
topics. Breaking down the results by country and region, while also offering
insights and 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 term of a topic

h an example

® Taylor Swift  ® Kim Kardashian ® World Cup ® Football ® American football

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.

Year in Search 2018

Explore the yesr through the lens of Google Trends data

International Wornen's Day Immigration

Intermational Womesis Day See how America and the workd searches forthe (s3us of immigration
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Step 3

1 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

Topic
ies and Insights

Jongle data can be used o tell staries

FEATURED

Step 4

1 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.

i i??g}s;y company + Compare

All categories
Arts & Entertainment

Autos & Vehicles

Beauty & Fitness
Books & Literature
ustria

Subregion v & <> <

1 Arkansas —




How to Personalise Google Trends P

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.

= United States, Past 12 months

terest by subregion Subregion *+ ¥ < <&

Arkansas

New Jersey

Rhode Island

N

E—
—
California _—
—
—

5 South Carolina

elated topics Rising v % < < Related queries

Google Search - Topic 1 google pixel 3
Google Assistant - System software 2 maps.google com usa

3 google home hub

Step 6

I 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.

~* See what was trending in 2014 - United States ¢

Searches Pacple 0 o< gifs
1 Robin Williams 1 Jennifer 1 Miguel Herrera gif
2 WorldCup 2 Kim Kard 2 Frozen gif

3 Ebola 3 Tracy Morgan 3 Luis Suarez gif

4 Malaysia Airlines 4  Ray Rice 4 Madden gif

5  Flappy Bird 5 Tony Stewart 5 Godzilla gif

+  sHowswmoRe
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).

v Web Search v

<>

ol

SV

Nov 4,2018 Feb 24,2019

Subregion v # <>

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

Inited States ¥ Past 12 months ¥ All categories ¥ Web Search v

1terest over time

Jul 29,2018

‘ompared breakdown by subregion

Sort: Interest for Jai |

1 Jackie Chan @ Bruce Lee

1 Minnesota

2 North Dakota

) 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

Subscribe to receive updates about noteworthy events.
Email address: bdmpublicationsuk@gmail.com
Topic

Type in a search term or a topic

Region
Worldwide

How often?
@® About once a week

O About once amonth

SUBSCRIBE
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Get Started with Google

Getting 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!

® O ® /NewTab % New Tab

0

Gmail Images

Google

bogle or type URL

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 menu.

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 turniton in
the settings (Appearance > Show Home Button).

28 www.bdmpublications.com

& Chrome Web Store

P—
I "' I

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.

H 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. By using the Bookmark Button you will be able to
compile a listing of all your favourite websites in a single place.



\ | Getting Started with Chrome

A
H 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.

ﬂ 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

6
Get more done
with the new

Chrome

Now more simple. secure and faster than ever - with Google's smarts
built-in.

Downioad Chrome

Installing Chrome

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

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.

Browse fast

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

DOWNLOAD CHROME

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?

Chrome Browser

chrome BROWSER CHROMEBOOKS CHROMECAST

Thank you for downloading Chrome

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

Download the app v

gin, please click here to retry,
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Get Started with Google

Customising the
Chrome Browser

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

Import bookmarks and settings

Appeanance

Themes
Open Ch

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 bampubsuk@gmaicom + | g

ions

Morpheon Dark Fiying Paint Unknown Space
ks (501 ok (0 P T s o

*x ok k k

Kk k- oau
*okd ks
* % au

Black blue shards Galaxy-View
dkkk 2780 ek (3108)
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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.

5 Material Dark

dekkokd (143)) | Themas

OVERVIEW RE)

@) Cormpable whi oue devis

Aminimalistic dark material design

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.

Appearance

Themes

RESET TO DEFAULT
Material Dark

Show Home button
Disabled

Show bookmarks bar
Font size Medium (Recommended)
Customise fonts

Page zoom

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

Search engine



Customising the Chrome Browser

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.

ca Q
gle € Samsung Galaxy STL. € Help&Troubleshoct... Search Tips & Tricks.. [ Windows8 Tips: Th.. & The Write Job Today...

Dashboard ¢ DIY Extra - DIV,

Google Keep - Nexus Help W are hiring App Reviewers

hrome PE] Other devices = Recently closed web store

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.

he Write Job Today - ho. X ¥ [*) DI¥ Extra- DIV Guides>Lc x % ¥
LA [ www.diy-extra.co.uk/

a Samsung Galaxy SIIL.. e Help&Troubleshoot... Search Tips & Tricks... m Windows 8 Tips: Th...

ogin.php

@ WORDPRESS

[admin1405

Password

[FIRemember Me

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.

laxy SM... ) Help&Troublechoot... Search Tips & Tricks... [} Windows8 Tips:i Th.. & The Write Job Today...

Google

Google Searcn  F'm Feeling Lucky

Appearance

Themes
Open Chrome Web Store

Show Home button
New Tab page

@®  New Tab page

(O  Enter custom wi

Show bookmarks bar

Font size Medium (Recommended)
Customise fonts

Page zoom

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

Search engine

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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Get Started with Google

How to 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.

Sign in to get your bookmarks,
history, passwords and other
settings on all your devices

O Guest

X Manage People

SIGN IN TO CHROME

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

Leam more B ciose all your windows

Step 2

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

You'e signed in and turned on Syno
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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

Sync everything

Apps

Autoill

Bookmarks

Extensions

History

Passwords

Settings

Themes & Wallpapers

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 other Google services

Manage synced data on Google Dashboard

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

@  Encrypt synced passwords with your Google username and password

QO  Encrypt synced data with your own sync passphrase




BDM
bdmpubsuk@gmail.com

SIGN oUT

Sync
On — sync everything

Manage other people

Import bookmarks and settings

‘Appearance

Themes

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

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.

Step 1

) Before you can
sync open tabs
between devices,
you will need to
make sure that the
setting is enabled
on both devices.
Sign in to Chrome
using the same
Google account
on the devices you
want to sync.

Sign in to get your bookmarks,
history, passwords and other
settings on all your devices

© Guest

£ Manage People

SIGN IN TO CHROME

sur devices. You'll also

|E3 Ciose all your windows

Step 2

) Check your sync
settings on each
device. Open the
Chrome Menu >
Settings, click the
icon to the right of
the Sync opinion
and then check
Open Tabs.

€ Advanced sync settings.

Syme everything

Themes & Wallpapers

Open Tas

How to Save and Sync Chrome

Step 3

}» On Chrome for Android,
tap the 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.

@ Sync

DATA TYPES

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.

] T

We are hiring App Reviewers The Write Job Today - how ...

RUSS-PC
EI Facebook

Other devices = Recently closed -

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.

BDM

SIGN ouT
bdmpubsuk@gmail.com

‘ Syne
| 0On - sync everything

Manage other people

Import bookmarks and settings

Appearance

Themes
Open Chrome Web Store

Show Home button
New Tab page

@  New Tabpage

O Entercust
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Get Started with Google

sing the Chrome
Web Store

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 web store

0 INE
[ ] I.ll‘ls‘tsogl"
BT

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).

Web Store Docs Gmall YouTuse Gaogle Drive Sheets
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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.

Deadpoal [FVD] Black Panther 1 - 1920px Deadpool Full creen Theme

RS 728 xEE (7 FREE e (610 FREE

Zelda Dark Supergii (FYD] 1A for the ATt Laver - 1920px
etk (1330 R ek (27 ek (135 FREE

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.

"2 Black Panther 1-1920px

wewws 017 Inemes

OVERVIEW REVIEWS. RELATED

Changed active tab text color to help
with Ul visibility. Thank for the
feedback.

1080



rome 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.

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.

x ' £¥ settings

me.google.com/webstore/catego

Nimbus
Eull Page
Screen
creen
Scri€encasts
Nimbus Screenshot & Screen Vid...
ok G1) Free

Screencastify - Screen Video Rec...
ke (8078) FREE

Full Page Screen Capture
ek (4553) FREE

@) loom
e

Loom - Video Recorder: Screen, ...
KRR (6721 FREE

OneNote
Web Clipper

OneNote Web Clipper
Rt 8 8 e

Joxi Full Page Screen Capture
KRR (3/3) FREE

Pinterest browser button

@@

Chrome IG Story

Using the Chrome Web Store | 3

Step 3

) Roll over any of the extension images to read a short
description. To see more details, click anywhere on the
description or 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.

r.com/webstore/detail/pinterest-save~-button/gpdjojdkbbmdfjfahjcgigfpmkopogic

Add "Pinterest Save Button"?

It can: |
. Read and change all your data on the websites that

you visit
- Display notifications

Cancel Add extension |

Step 4

» When you have
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.

launcher

bdmpubsuk@gmail.com ~ | 2§ |

| |

=+ ADDTO CHROME

Photos

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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Get Started with Google

How to Use
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.

Youl D~ a

Next in UKF Drum & |

The Adobe Flash Player is required for video playback
Gel the latest Flash Player

Sub Focus - Out The Blue (ft. Alice Gold)

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.

Adobe Flash Player Optional offer: Terms & conditions:

# Ve, install the free McAtee Seeurity By clicking the "Install now” button, you
Scan Plus ubity o check the status of acknowledge that you have read and agree
my P securtty. Rwill not modify 1o are
@sting anthrus program or BC
sattngs.

W McAfee | Secur an Plus
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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.

Restore

Move

ttps:/static.google... @) s e [ ASUS - CHECKYOU.. [ ¢
| — Minimize
O Maximize Q
New tab Ctrl+T
Ctrl+Shift+T

Keopen closed tab Next in UKF Drum & Bass (21

BCq
@ Rer
2:50

Play all

Task manager Shift+Esc

x  Close Alt+F4

Suggestions

P Flash Player is required for video playback
Get the latest Flash Player

Step 4

} NOTE: It is not unusual that a previously installed Chrome Plug-

in will require an update to enable functionality. These updates

will require you to manually agree to re-install the plug-in, by
downloading the new version, via the same process detailed above.

& chromeweb store

Q. Search e siorm

o]

LastPass: Froe Password Man..  Evernote Web Clipper



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.

Mac iPad iPhone Watch ™v Music

Download QuickTime 7.7.9 for Windows

Important: QuickTime 7 for Windows is no longer supported by Apple. New versions of Windows
since 2009 have included support for 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://support.apple.com/kb/HT201222.

The QuickTime web browser plug-in is no longer 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.

Mlatica to NuickTima & Bra weave

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

Microphone
Ask before accessing

Notifications
Ask before sending

JavaScript
Allowed

Flash
Ask first

Images
Show all

Popups

How to Use 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

CANCEL

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
Show all

Popups
Blocked

Background sync
Allow recently closed sites to finish sending and receiving data

Sound
Allow sites to play sound

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

Unsandboxed plug-in access
Ask when a site wants to use a plug-in to access your computer

Handlers
Allow sites to ask to become default handlers for protocols

MIDI devices

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 PlayerQuickTime « QuickTime

+ Microsoft Silverlight
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Get Started with Google

Setting Up
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.

Google

Choose an account

James Gale Signed out

bdmpublicationsuk@gmail.com
Use another account

Remove an account

English (United States) Help  Privacy  Terms

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 you'd like to save the information.

Add card

Card numbe:

Expiry date
0 - 201 -

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.

Russell

Russell

Chrome Autofill settings

Create a password
Confirm your password

Birthday

Month

Gender

lam...

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.

Language

Downloads

Location
Isers/JamesGale/Downloads

CHANGE

sk where to save each file before downloading »

Printing

Printers

Google Cloud Print



£

V'

Step 5
1 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.

Setting Up 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.

Add address

Organisation

Postal town

Country/Region

CANCEL

Contact us

To continue, just enter your online account details

Existing customers 0 online account?
Sign in here Register here

[ [Fpp—
1 e e iy ol TQU I8

- E—— g

Email address: * Email address:

Password: * Confirm email:

Postcode: *
Chrome Autofill settings

Clubcard number: |

Don't have a (=
Clubcard? Click this
box: *

» Forgotten your password?
» Need help signing in? (registers )
» Need help ragistering?

Fields with an asterisk * are mandatory

this box the Tesco Clubcard Sche mation about Clubcard

urlogin detais to an e sbout staying

lease. that
safe oning read our helpful hints

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.

& Autofill settings

On

Addrossos

BOM Publications, Office 12

BOM Publications, 12 Torquay Rd

Credit cards

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.

Russell
Russell

Chrome Autofill settings
| prefer to use my current email address

Create a password

Confirm your password
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Get Started with Google

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.

Chrome-Casting Your Screen

) Have you ever been browsing online and stumbled upon a
video, or photograph, that you want to share with those around
you on the big screen of your family TV? With the additional
purchase of a Google Chromecast
you will be able to do just that,

by casting content from your
Chrome browser, on your (
desktop or mobile devices,

to your TV. The quickest

way to do this, on your

desktop device, is by

right-clicking on the

Chrome window

and then clicking on

“Cast”. On a mobile,

tap the Three dot icon,

top right of the Chrome

app, and tap “Cast”.

>}

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 window will not show up in your
browser history, nor will cookies be saved.

% Ok @

0 m

Gmail Images
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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+) Opens your downloads screen
& _— s SR
S = A = IS
3 O - Ve :
o : A |
" Gy s,
L 4

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 + Escas a
quicker way to bring up the Google Chrome Task Manager.

Google

[ ] Task Manager - Google Chrome
0
Memory foot.. cPU
7.8 MB 1.3 0 506
35.2 MB 0.1 569
110 M3 0.4

Network  Process..

925

27.2MB 0.1

cedt 643
By Extension: Google T 18.7 MB 0.0

818

0
0

22.3M8 0.1 0 848
0
0



)} To delete cookies, click on the menu button and go to Settings.
Scroll down to the Privacy section, and click Content Settings.
Now you can click Remove All or Remove Individual Cookies. To
clear mor_e&ﬂata such as the Google Chrome browsing history
e, click the Tools icon and select Clear Browsing Data.

ar 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.

Save Page As...

Clear Browsing Data...
Extensions
Task Manager

ORE| Edit Cut | Copy | Paste
Settings

Help

Developer Tools

Adjust Text Size

)} Having trouble reading small text on a page in Chrome? No
problem! Chrome lets you easily zoom both in and out, increasing
or decreasing the size of both text and images. 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.

Very small
Small
v Medium (Recommended)
Large
Very large

s well as form fields

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).
B8 G cooge x (% settings

e C () @& Secure | https://www.google.co.uk/?gfe_rd=cré&dcr=0i

Chrome Tips and Tricks $

Pinning Tabs »s
) Another useful thing you
can do with tabs is pin them.
Pinning tabs means that
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.

New Tab

tgf71K2¥  Reload
Duplicate
Pin Tab

Mute Site

Close Tab
Close Other Tabs

Reopen Closed Tab
Bookmark All Tabs...

J00gle

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

@ Weicome (o Googe. & Chvome Web Store

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
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 s
Gmail Images :::

g

Add account

0 Y

BDM Publications
bdmpubsuk@gmail.com

Privacy

Sign out
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Using
Google
Apps

The Google app suite contains some of
the world’s most popular and widely

used applications. Offering alternatives

to operating staples such as email, maps,
calendar, photo editing and so much
more. Having set up your Google account,
you can then access the entire suite for
free. Over the following pages, we will take
you through our expert tips to ensure that
you make the very best of each one.

www.bdmpublications.com
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Using Google Apps

Get Started
with Gmail

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

= P Gmail Q  Searchmai n = @ o
2 Corposs E(— 0o e § & 0 b e ol < > mv W@ o
.~ i :
“ Starred o
© snoozed
> Sent
B ouns : .
v More :
< B
Well it would seem the camera is waterproof! Phew!
. 6|
. Karl Linstead <karl@bdmpublications.com> 11:04 AM (Ominutes ago) ¥ & i
= tome v
Good Job it was! Maybe next time read the Instructions dude :)
No Hangouts contacts
Find someone
2 4 ~ KarlLinstead (karl@bdmpublications.com)
Read the instructions? That's just crazy enough to work!
e A o A mD ‘.
20t i
L] L] s
Creating a Gmail KN mailbores
1 These links let you display the messages in those mailboxes.
Accou nt A number next to any mailbox shows the amount of unread
messages, rather than the total amount in the mailbox.
You can either connect a Gmail account to your main
Google account or you can create a completely new La b eI S
account from scratch. If you connect an account, you will ] ) )
be able to use your new Gmail address or your original ) Labels allow you to categorise your messages into various pre-
Google account email to sign in. set or custom folders. You can save messages under more than
one label for better cross-referencing.




pom@ W

Gmail on Android & iOS

You can download the Gmail app for mobile devices, free
of charge, from the Play Store or App Store. This allows
you to use Gmail on the go.

Once downloaded, the app should automatically sign

in using the same Google account details you entered on
your computer (hopefully, this is also the one with which
you set up your Android or iOS device).

You will now be able to see all of the folders and
emails you use and have sent/received on your computer,
albeit on your smartphone or tablet.

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.

ﬂ 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.

B 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.

H Conversation

1 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.

Get Started with Gmail

Security alert -New device signed in to bdmpublicationsukiigmail com Your Google
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James, your new Apple iPhone doesr't have the latest Google spps 1 James, Welc.
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, Abstract and 12 boas
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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.




Using Google Apps

How to

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.

Configure inb
Seourity alert - New device signed in to bdmpublicationsuk@gmail.com Your Google Account was just oi
Wa think you might like these Pins - Wo found some frash Pins for you pap Setlings
Themes
James, your new Appla iPhone doesnit have the latest Gaogle apps - Hi I ¥
Get add-ons ¥

Verify your Issuu account - Veiify you with Issuu Hello

Security alert New device signed Send feedback

Help
Art new colours, Abstract and 12 other boards like yours - W

You have 15 new Pins waiting for you - This justin" 15 n May 18
o 14 Iphene backgrounds Pins to check out - We foind May 18
Chinese typography, Corperate design and more Pins trending on Pinterest - Trending in des May 17
Fondos de pantalla, A2 Colors/Textures/Patterns and 12 other boards like yours f May 16
14 Design Pins you might like - W fou f May1s
Fondos de Pantalla, Art and 12 other boards like yours - P ay

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.

Google Security alert - New device signed in to bd

Pinterest We think you might like these Pins - We o

Pick your theme
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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.

Pick your theme

=R
=

O ERE il BBy L e Ea

Pinterest James, sharpie muge, Diy crats and more Pins tronding on Piaterast 101515 1 01 01 1
Paterest Colerfl walipsper, At waipsper snd 12 othe bowrds ke yours Vi o <o e
Praterest Ioteror design pa,dy and crafa and more idexs 10 search for ook

Proterest Bhone wallpapers New Wallpapers and 12 other bosrds ke vours /¢ (-

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.

= MM Gmail Q Search mail

F compore Seftings

Inbex

Pick your theme

<V oexQO




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.

El B O

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.

(O~ C B

~ Important and unread
~ Google James, your new Apple iPhone doesn't have the latest Google apps - Hi
" lan Osborne Magazine delivery - Jim, Alyssa tells me the magazine delivery tomorroy

~ Starred
~ Everything else
Google

Security alert - New device signed in to bdmpublicationsuk@gmail.com

Google Security alert - New device signed in to bdmpublicationsuk@gmail.com

‘YouTube Changes to YouTube's Terms of Service - YouTube As part of our ongoin|

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.

~

= M Gmail Q, Searchmail =
-+ compose O~ &
~ Unread
O Inbox a8
%  Starred Google Security alert - New device signed in to bdmpublicationsuk@gmail |
© snoozed Pinterest ‘We think you might like these Pins - We found some fresh Pins for
> Sent Googls Jamos, your now Appla IPhone doasn't have tha latast Geagle app:
B ol Issuu Verify your Issuu account - Verify your email addiess with Issun He
oo Google ‘Security alert - New device signed in 1o bdmpublicationsuk@gmail ¢
.Mm- o
Pinterest Art new colours, Abstract and 12 other boards like yours - We four
Pinterest You have 15 new Pins waiting for you This justin: 15 new Pins! 2(
Step 2 = M Gmail Q. Searchmail
) Click on the arrow TR 825
to see a small menu. — .
Here yOU can ChOOSG k  Stamed Inbox Type Try them all, keep what fit
. @ snoozed Default
the way emails are > s —
displayed in the inbox. . v
Roll over each of the & somee- Py
settings to read a short i _—
description of how Pintcest 1
they work. — e
Step 3 = M Gmail Q Searchmall
) Choose a display rES— o-e
option and you will o g et
see the inbox split * suned > -
) ) © snoozed ' lan Osborne Maga: (
into sections. At the > s
right—hand side of each ? :::! ~ Everything else
section heading, another g e + 0% D cooe Secu
drop-down menu lets gisste il
g YouTube Chang |
you further customise
Pinterest decolc |
the section: number of f— weni |
Google Jamer |

emails to display, etc.

°J

delivery tomorrow will be delayed by an hour due to flooding at ...

Show more messages 2

In Inbox and
fsuk@gmail.com Your Google Account w

Jsuk@gmail.com Your Google Account W
art of our ongoing efforts to improve tra
ards like yours - We found some fresh by
sh Pins for you Wallpaper Iphone - Funr
|Google apps - Hi James, Welcome to Ge
ith Issuu Hello James Gale, Please verif
suk@gmail.com Your Google Account W

rs - We found some fresh boards for yot

Important and unread
Important
Unread

+/ Starred

More options...

Show up to
Sitems

v 10 items
25 items

50 items

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

DO I Need to Worry 1 If you want to remove the spam that is collecting in the spam
. mailbox, the spam mailbox will only appear in your labels when
About Spam Emails?

spam has been detected and moved into it, click the mailbox and
That’s a good question with a potentially very long

then click"Delete all spam messages now”.
answer, but in short, yes, spam email is best avoided.

Over 555 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

Junk or spam emails are UnSOIlClted/reqUeSted messages do-no-reply AffiliateFuture: Get Me a Ticket - Latest Prizes and Competitions - Get e A T
sent in bulk by email. PointShop.co.uk We want to give you 200 points - Unwanted mail? Unsubscribe here Hi Russe
Aqua Classic Card with W. v Re-build your rating with up to £1,600 limit | You could have YES in minutes
Email spam has Steadily grown since the early 1990s Dream Marriage Your new matches on Dream Marriage ¥ - Dear Member, Your Dreams have ¢
Fast Claim PPl Is your claim worth £45007 - Find out in 30 seconds - * How much is your cla

and by 2014 were estimated to make up around 90%
of email messages sent. Most spam email messages
are commercial in nature and albeit harmless, they are Step 3 in'spam
annoying. However, some can also be dangerous because
they may contain links that lead to phishing web sites,

or sites that are hosting malware, or include malware as
file attachments.

1 If you see a message = Delete forever | Hot spam S
in the spam mailbox

X P Amanda Applegarth (@AmandaApplegart) mention
which has been moved Spam x
there incorrectly (i.e. it (Twitter) e @S]
is not spam), you can

With this in mind, it is always best to approach spam with / Amanda Applegarth (Twitter) <n-ehffiner76=tznvy.poz-710a8 |
caution and following this guide will better equip you to correct the mistake by teme =
avoid spam as a whole. selecting it and clicking | & wnyisthis message in Spam? You clicked Report spam’ f

Not Spam from the
options above it.

Report and o,
Remove Spam

M Images are not displayed. Display images below

Creating Filters

Step 1 Another way to deal with unwanted emails, particularly if you
} Removing spam from your inbox is easy. Click on the message are getting lots of emails from one particular address, is to set
you want to remove and look for the ! button above the message up afilter.
box. Clicking this will remove the spam message and report it
to Google. Step 1 « Reply
1} Open the inbox and ind a =
Filter messages like this
Google message from the contact i
_ B N you want to filter. Click on Add lan Osbome to Contacts lst
R - ALt %™ the message to open it. Click Deloletris message
Super Nintendo o x on the More button to the Block an Osbome!
Report spam
| nbox . icom> right of the buttons above Report phishing
- o daa the message, and select Filter Show original
Sent Mail Hi Dave,

Translate message
Drafts | saw this and thought of you! | am worried to even think how many hours we sper

Messages Like These from
orn you beat me by? 000.1 LOL... the menu.

Mark as unread




Step 2

1 In the box that appears,
the email address of the
sender will be automatically
entered. You can add extra
triggers to the filter such as
certain words or recipient
addresses. Next, click Create
filter with this search.

Step 3

1 You can now decide
what to do with messages
that trigger this filter. There
are numerous options, and
not just options for spam
messages. For

the purpose of this guide,
choose Delete it. Click
Create Filter to finish.

First Name

E-mail

from:(1an@bdmpublications com) 1 ‘

Ftor
From

[ang@bdrablicatans com ]

Suject
Incicies e words
ossrt have.

 Hos atachment
- Doninchude chats

Sin grvatrtn 2 oz

—

from:(ian@bdmpublications.com)

When a message arrives that malches this search:

(71 Skip tha Inbox (Archive it)

| Mark as read

() Star it

() Apply the label: - Choose label... &
Forward it add forwarding address

) Delete it

(7 Never send it to Spam

| Always mark it as important

) Never mark it as important

[ Calagorise as:  Chooss categary...

m 1 Ao apply fiterto 1 maiching conversation.
Leam more

R s = ~_,‘V-5
I "‘ Date of Birth (dd/mm/yyyy)

—

@L<

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.

Dealing with Gmail Spam

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.

& B

14:01 (21 hours age) 77 | & E|

& Reply

= Forward
Filter messages like this
Print
Add lan Osborne to Contacts list
Delete this message
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
in 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.

Step 3

1 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.

Using Chat in Gmail

Step 1
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 me, Mail (2) Super |
able to chat with you. HBDM N i
Mark Ayshford Office |
Drafs I &David Hayward
= David Hayward Retro ! |
More v
% Share your status... a Ll ] David Hayward GTXT |
ﬁ BOM ~ Your status will be visible to everyone you
use Hangouts with. Martin Smith Moviet
o Tuss Ware v/ Show when you were last active
David Hayward UFO € |
|1 Show which device you're on
(phone, tablet or computer)
Show when you're on a video or o
phone call on your devices SteP 4
YTo ch ¢ "[h ard on Amazon at the moment. | think w 28 Jan
o chat with someone
Notifications who is available in your >60 soe . Cr 5 %
list, click on their name *Devon last n
Mute notifications for... - ) - 2 o
and a small chat window e
v/ Sounds for incoming messages will open in the bottom
. ryour Google
v/ Ring on incoming phone calls "ght corner of the )
Gmail window. Click the ikt
= arrow to the right of the
contact’s name to undock
Step 2 the chat window.
I Press the + icon, then in the search box at the top of this menu,
type your friend’s username. If theyre already in your Contacts, 8-
[ @ |Send a message m

Gmail will prepopulate their username. If they are not in your
contacts, type their email address and click Invite to Chat.

More v

Q En!er name, email address or tel. |

ﬂsw - +
0 russ ware

+2),  New group

0 russ ware




Instant Chat in Gmail

Step 5 Step 7
1 Click in the text box at the bottom of the chat window to start J Just as we said previously, you can chat using a variety of Google
typing. You can type as much as you like, the window will just products. If, for example, you have an Android phone, you will
expand. To add emoticons, either type a recognised ematicon probably also have Google Talk. As long as they use the same
symbol or click the smiley face in the chat box. Google account, they will share contacts.
s T
m S+ o bdmandroid
Hi Dave
How are you doing, bud?

5 Good thanks. Getting through the latest book, nearly done.

Me: Hi mate
g Thor Ragnarck, and Shape of Water. Loved both of them.
' You? —
T E bdmandroid: Hi Russ &)
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.

PO s wanowswoune <@ L
& C 1 | @ Secure| i
Google -
Gmail - Settings
m General Labels Inbox Accounts andimport ~Filters and blocked addresses Forwarding and POPIMAP A |
Ghat: ©Chaton
ox ~ Chatoff
Starred
My chat history: (@) - Your chats wil "Ghats” in your
Sent Mail "off the record”. Leam more
0 Never save chat history. - Your chats will never be saved or searchable in your Gn |
M+ Save Changes | | Cancel

Chat Status

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

Your status will be visible to everyone you

use Hangouts with.
To change your status, click the down arrow next to your ;,_&Dawd Hayward v Show when you were last active
picture in the Chat list. Select the status you'd like to
appear next to your name in your friends’ chat lists. By [ Show which device you're on
creating a new status message, which appears beneath o russ ware (phone, tablet or computer)

your name in your contacts chat list, select Custom
messages from the status menu. || Show when you're on a video or
phone call on your devices
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 Notifications
message, click the text under your name in Chat and
delete it or select another message from the status drop- Mute notifications for... -
down menu.

v/ Sounds for incoming messages
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How to Use 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 = (ks x a8 Rus |

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

|

Y russ ware Yeah, but you can also spit conversations, or even mute a comersation you a 13:39 (22 minutes ago) =
1
Russ Ware 1349 (13 minutes ago) ~Repy +
tome i+
Really? | didn’t know that. How do you mute a conversation?
Russ M
From: russ ware The !
Sent: Monday, April 07, 2014 1:39 PM inthe |
To: Russ Ware
Subject: Re: Gmail Conversations
You |
Click here to Reply or Forward IfYou |
~——
mbnz |
Qual |
Hotel
Samsung Galaxy $5 Sale Ads - Vihy this ad? Best
Up To 45% Off Samsung Galaxy S5 Find Today's Best Prices & Save www. |

jlaxy-s5 storescompared.com
e i Injut

Step 2

1 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.

[ | 0 Y

2010 < > gEm ~ o R

o & e

29 Jan (1 day ago)

29 Jan (1 day ago) - -

Step 3

1 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 50, 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 Filters and blocked addresses Forwarding and POP/IMAP  Add-ons Chz

Conversation View: © Conversation view on

[ view off
‘groupec togetner)
Send and Archive: ~ Show “Send & Archive” button in reply
Leam more (O Hide "Send & Archive” button in reply
Desktop Notifications: Click here to enable deskiop notifications for Gmail.
{aows Gmail to Gisplay pop-up notfications on ~ New mail notifications on - Notify me when any new message arrives in my inbox or primary tat
Your GEsKiop when new emal messages amve) ' Important mail notifications on - Notify me only when an important message arrives in my inbo
Leam more. (© Mail notifications off
Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you click suc |
‘search, hover your mouse over the image.
Presets: 1star 4stars all stars
In use: w
Notinuse: % K * % % W B U B H ®
Keyboard shortcuts: © Keyboard shortcuts off
Leam more O shortcuts on
Button labels: © leons
Leam more = Text
My picture: Change picture g Visible to everyone
Leam more F— ~ Visible only to people | can chat with

1 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.

[ ] - - Moro 1of10 < > &
Mark as unread
Inbox  x
Mark as not important
ications.com> Add to Tasks 29Jan(1daya |
Add star

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

Mute

Terms - Privacy

Last account |



How to Use Gmail Conversations

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.

Using Gmail Keyboard
Shortcuts

As you become more accustomed to Gmail and its many

= M Gmail Q mutef x -
© s features, the use of keyboard shorts will vastly increase
s Comecen W R your productivity and make your Gmail user experience
O mber P | & setantinmar bl far easier.
g Gosgle James, your new Apple iPhone doesn't have the latest Google apps - |1
© o lon Osborne Magachondavry - i, Ay tls o he agasion dtomytomomow : -
> s - Starred ™M Gmail Q_ Search mail
B o . Setti
% i ~ Everything else E— ettings
(&m 3 Boogle Security alert - New device signed in to bdmpublication: General Labels Inbox Accountsand Import Filters and Blocked Addresses Fon
Google Securlty alert - New device signed in to bdmpublic 0 inbox Keyboard shorteuts: Keyboard shortcuts off
YouTube Changes 10 YouTube's Terms of Service - YouTube As part of our ongoing Sy Tosmmens O Kaybesed shortous o
Pintarast dacolores, & macbacks | the collection and 12 other boards lika yours - Snocted Button labels: (-] I:ms
Sent Learn more ext
Pinterest We think you might like these Pins - We found some fresh Pins for you W Sediia —r P S——————
Google James, your new Apple iPhone doesn't have the latest Google apps - Hi . |
Issuu Vorify your Issuu account - Verify your emall address with Issuu Hello Jar | .
How to turn on Gmail keyboard shortcuts
Click the gear in the top right corner of Gmail and, from
Step 6 there, select the Settings link. Then click on General,

I Conversation View in Gmail can be confusing at times.
To make things clearer and focus on a single reply, you can open

scroll down to the Keyboard shortcuts section and switch
them on. Finally, select Save Changes at the bottom of

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).

29 Jan (1 day ago) - B

« Reply
= Forward

be good to go see it.

onfidential and intended
, om they are addressed.
not copy t, re-transmit

Filter messages like this

Print

Add Martin Smith to Contacts list
Delete this message

Block *Martin Smith*

Report spam

Report phishing

Show original

Translate message

nitto the sender

: tem. Papercut Ltd

Mark as unread

ints of this message. Any
‘he author and do not

No. 04308513.

VAT Registration No. 785 6279 72

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.

0 i - ¥ ‘ 2 More ~
Office Party! Inbox X
5 Mark <mark@bdr ications. com:
3 tome [~
Hey Jim,

Just checking in to see if the party invites have all been confirmed now? Twenty five people at th

Cheers
Mark

Mark Ayshford
Director
Black Dog Media Limited

the page.

Gmail Keyboard Shortcuts

Shift + Esc:

Esc:

Ctrl/Cmd +.:

Ctrl +,:

Ctrl/Cmd + Enter:
Ctrl/Cmd + Shift+c:
Ctrl/Cmd + Shift + b:
Ctrl/Cmd + Shift +f:
Ctrl/Cmd + Shift + d:
Ctrl/Cmd + k:
Ctrl/Cmd +;:
Ctrl/Cmd +*:
Ctrl/Cmd + Shift+*:
Ctrl/Cmd + Alt +.:
Ctrl/Cmd + Alt +, :
Ctrl/Cmd +z:
Ctrl/Cmd +y:
Ctrl/Cmd + Shift +-:
Ctrl/Cmd + Shift + +:
Ctrl/lCmd +b:
Ctrl/Cmd +i:
Ctrl/Cmd + u:
Ctrl/Cmd + Shift + 8:
Ctrl/Cmd + Shift + 9:
Ctrl/Cmd + Shift +1:
Ctrl/Cmd + Shift + e:
Ctrl/Cmd + Shift +r:
Ctrl/Cmd + Shift + x:
Ctrl/Cmd +\:

g+l

g+t

g+d:

g+c

g+k:

Focus on the main window
Focus on the latest chat or compose
Advance to next chat or compose
Advance to previous chat or compose
Send
Add Ccrecipients
Add Bcc recipients
Access custom from
Discard draft
Insert a link
Go to previous misspelled word
Go to next misspelled word
Open spelling suggestions
Go to next section
Go to previous section
Undo
Redo
Decrease text size
Increase text size
Bold text
Italics text
Underline text
Bulleted list
Quote
Align text left
Align text centre
Align text right
Strikethrough
Remove formatting
Go to InBox
Go to Sent messages
Go to Drafts
Go to Contacts
Go toTasks
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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 known 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.

= ™M Gmail Q Searchmall =
o- e :
+ compose
- Important and unread

O imber '

* 0O % » Google James, your Hi James, Welcome to Gan

© Swoozed an Osharme Jim, Alysea tels me the byanh

o Starred

B onfts

v e ~ Everything else

.4-.-. . + Google Security Your Google Account wi
Gosgle Sacurity alert - New davice signed in to bampublicationsuk@gmail eom Your Google Aceount w
YouTube Changes to YouTube's Terms of YouTube As part of our
Piterest decolores, 12 other . bo |
Pinterest We think you might like these Pins - We found some fresh Pins for you Wallpape Iphone - Funn)
Google James, Googleapps. | James. Welcome 1o Gor
Issua y your y 5 with Issuu Hello James Gale, Please verify
Google Security slert - New device signed in To bampublicationsuk@gmail com Your Google Account w
Pinterest Art new colours, foryou

Hargoets corm Pinterest You have 15 new Pins waiting for you - This [ust 11 15 new Pina! 201 movie, Avengers: Endgan
Fncsomesns

Pinterest # 141ph check out might be right
Pinterest Trending in design

- Pinterest Fondas de pantalla, 2 ike yours e found ot

) 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.

= M Gmail Q  Search mail
¢« B8 0§ = ¢ D=
+ compose
Mark as unread
e Magazine delivery = inboxx Mark as not important
Add to Task
*  Starred 5 1an Osborme cenquries@bampubications cam> ki
© snoozed boine = Addse
> sent Jim, Create event
B Onfs Alyssa telis me the magazine delivery tomorrow will be del Filter messages like these "
stock to thair other warehouss to avoid damage.
~  More -
ey , werll have ng I Tal MaTtin, Ay
‘m - 3
Regards,
lan Osbomne

Ok, thanks for the update. Sounds good. Ok. no problem.

. Reply » Forward

Step 3

1 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.

® = TASKS

* = o My Tasks v

[~ 2 2002 ¢ > mT @ B |+ Addatask

| ® s O %) o Magazine delivery
B Magazine delivery

| om- Wed, Mer 13,1020 AM  ¥f & (/)

 row will be delayed by an hour due to flooding at one of the warehouses. She says it shouid
' 1the stock to their other warehouse to avoid damage.

 ve discussed. Il tell Martin, Ayshie and Bob.

| indsgood. Ok, no problem.

Step 4

1 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, select it and click the trash icon at the bottom of
the Tasks pane. Once a task is removed, it cannot be restored.

Oe W X

TR
= Magazine delivery
&5 2 2 Add details
“ o
= My Tasks >

Add date/time
t should

Ly  Add subtasks



Step 5

1 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.

B Delete

ooen e
o000 0

20 2 23 24

Step 6

1 When the Tasks opticn 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 QMo - ¢
) sin Mon Tue Wod Thy ¥
pasctoid € » £ B 1Fe 2
e owor s * 93 Dentiet ® 1o Lunchwit
R EE )
P @
Wounouw e
W e moaw s s o " S
B opow o1
Add a friend's calendar +
n 2 u " 15 ®
BDM Publications
B oandeys
8 Reminders
i 19 EY n 2 E
Other calendars N
Holidays in Unhed Kingdom
2 i E » 1 Mar 2

Step 7

1 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.

& mail.googie.com

Magazine delivery
labox % e B & update number of copies ordered.
Canfiom volumes via email
Wons.coms Mor13,2019,1020AM  fr W © °
= MyTasks -
| tomorrow wil be delayed by an hour due to flooding af cne of the warehouses. She says it should - Lt x

 moved the stock to their other warehouse to avoid damage

L O Publications
seting we discussed. Il tell Martin, Ayshle and Bob.

Add subtasks

) Magazine delivery

Create Tasks from Gmail

Step 8

I 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
aboveit.

Magazine delivery

&8 2 0] Update number of copies ordered.
Confirm volumes via email.
Mar 13,2019, 1020 AM  ¥¥ & H o
‘= My Tasks ad
2y an hour due to flooding at one of the warehouses. She says it should + Tha,0ct 31 *
ther warehouse to avoid damage.
Ly O Publications

! Martin, Ayshie and Bob.
Add subtasks

© Magazine delivery

Step 9

1 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.

Q Search mail -
o- ¢
~ Important and unread

Google James, your new Apple iPhone doesrit have the latest Google apps - Hi James, Welcome to Google

lan Osborne Magazine delivery - Jim, Alyssa tells me the magazine delivery tomorrow will be delayed by an hour
v Starred

~ Everything eise

Google Security alert - New device signed in to bdmpublicationsuk@amail. com Your Google Account was j
Google Security alert- New device signed i to bdmpublicationsuk@gmail com Your Google Account was
YouTube Changes to YouTube's Terms of Service - YouTube As part of our ongoing efforts to improve iransp.
Pinterest decolores, & macbacks | the collection and 12 other boards like yours - We found some fresh board
Pinterest We think you might like these Pins - We found some fresh Pins for you Wallpaper Iphone - Funny w
Google James, your new Apple iPhone doesrit have the latest Google apps - Hi Jaies, Welcome to Googl
Issuu Verify your Issuu account - Verify your email addross with lssuu Hello James Gale, Please verify thi
Google Security alert - New device signed In to bdmpublicationsuk@©gmail com Your Google Account was |
Pinterest Art new colours, Abstract and 12 other boards like yours - We found some fresh boards for you Art
Pinterest You have 15 new Pins waiting for you - [his just in: 15 new Pins! 2019 movie, Avengers: Endgame, |
Pinterest # 14 Iphone backgrounds: Pins to check out - We found some Pins that we think might be right up

Tasks Shortcuts

Using the following keyboard shortcuts can speed up the
processes above.

Shift + Enter: Enters task detail view
Esc: Exits task detail view
Space: Marks a task complete orincomplete
Enter: Entersinline edit mode
Backspace: Deletes a task
Alt + Up: Moves selected task up
Alt + Down: Moves selected task down




Using Google Apps

Schedule Your
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.

Step 1

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.

Step 3

1} 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.

HELP

PRICING  INSTALL
‘Super Nintendo - Ahnh the memories David Hayward

’\ BOOMERANG FOR GMAIL  ISHIRING!

Retro Gaming - 've got some Greal ! g co tckets
GTX Titan GPU - Hi Jim, There's ag g,q.

Movies - Hey Jin, Wher's the next | have managed to got tickets for the midnight serening of Black Panther, can you make it?
Cheora

UFO Spotted in Devon - Hi Jim, Did
Jim

Schedule an email to be sent later. Easy email reminders.

Confirmation of Email Address - Hi, . Boomerang this: fe]
In 1 hour
Your password changed - Your pass. In2 hours.
Boomerang for Gmail lets you take contral of . > { In 4 hours
Add this to your Gmail! & YowConledam it sroat) - m—
when you send and receive email messages. Tomorrow aftemoon

For Firefox 389, Chrome 5.0v, Ssfari 5.1

. and Ecge 39+, Works with Gnad and G Sute

In2days
ind days

In 1 week
In 2 weeks
In 1 month
“If you write  lot of emails, then the Boomerang 9
plugin for Gmail is your new best friend..." [ Ata specific time:
Mike Kaiser J Examles: Monday Sarn'. "Dec 23 _
mA b & oeeson = T [ B
A A

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.

Step 4

1 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.

| ——
s o

#™ Boomerang

Thank you for installing Boomerang.

Retum Conversationto Inbox: ~ [# &3

Let's take you on a tour of Boomerang features inside Gmail.

russ ware followed you back on Google+

Googl oy
to me |~

x (7] Only if nobody responds

In 1 hour
In 2 hours

Returm messages to inbox In 4 hours
el You've followed each other. See what's new with russ | Tomorrow moming
Aot Comersaton © e (71 N Tomorrow afternoon
,’ ‘SEE WHAT'S NEW [—
i In 4 days
In 1 week
Unsubscribe from these emails. .2 weels
Google LLC, 1600 Amphitheatre Plowy, Mountain View, CA 94043 USA In 1 month
At a specific time:

n Click here to Reply or Forward

0GB (0%) of 15 GB used
Manage

Exampies: "Monday gam', ‘Dec 23°

Random time «

Terms - Privacy



Step 5

1 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.

- a ] L - ®- More #™ Boomerang
Movies inbox x Enter the note to yourself belov

5 Martin Smith <martin@papercutitd.co.uk>

" tome -
Hey Jim,
When's the next Marvel film coming out? Would be good to go see it
Cheers

This noto wil retum with your message.
Martin
= -

Martin Smith
Group Senior Designer
Papercut Limited

Mobile; 07718 923173
Email: martin@paperoutitd. 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 are not the intended recipient, you should not copy i, 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 for the contents of this

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

H Click here 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

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.

COMPOSE I've got tickets Inbox  x
Inbox u BDM Publications <bdmpubsuk@gmail.com>
Starred o David (=
Sent Mail Bud,
Drafts (2) | have managed to get tickets for ti Boomerang this: 8 iy
More Cheers T
In 2 hours
Jim
F BOM - = In 4 hours
~ Tomorrow morning
; David Hayward Tomorrow afts
B Iy L Hayward S
0 i In 2 days
In 4 days
In 1 week
In 2 weeks
In 1 month
Ata speoillc time:
m "Dec 23"
=N ¢ ¢ [mwmow -

B soomemons nzion iy -

David Hayward <david@bdmpublications.com>
tome [~

Sounds like a plan! What's the date?

Schedule Your Gmail Messages |juad

Step 2

1'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.

“ BDM Publications <bdmpubsuk@gmail.com>
10 David [~

Oh hang on, in my excitement | forgot to write it down! Sorry mate, give me a sec

“ -~ David Hayward

A

ER: roce-e
m ] Boomerang this in2days~ rorepty ~ R

Step 3

1 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
russ ware followed you back on Goc  Subject

Super Nintendo - Ahh the memories.

Send Message:
Retro Gaming - I've got some great1
In 1 hour

In 2 hours

GTX Titan GPU - Hi Jim, There's a ¢
In 4 hours

Movies - Hey Jim, When's the nextA| Tomorrow morning
Tomorrow afternoon
UFO Spotted in Devon - Hi Jim, Did

In2 days
Confirmation of Email Address - Hi,, 4 &%
in 1 week
In 2 weeks
Your password changed - Your pass it R
wurData  Your Google data archive s ready | 4 coociic ume:
Examples: “Monday Sam’, “Dec 23*
_MHG»)M = Cwnm.
> Schedule recurring message e @
TR scomarng s i 2o~ wnorosy - R =

} 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 it.

Extensions [ Developer mode

[ Allow in incognito

& Enabled 8

PEN Boomerang for Gmail 127
The ultimate email productivity tool. Send later, track responses, and use Al to write
better emails.
Permissions  Details

(2] Aiow in incognite

Docs 0.0
Create and edit documents.
Parmissions  Datails

W Enabled




Using Google Apps

Gmail User 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.

ints and Import  Filters and blocked addresses Forwarding and POP/IMAP Add-ons Chat Lab

Drag the stars between the lists. The stars will rotate in the order shown below when you click successivel
search, hover your mouse over the image.
Presets: 1star 4stars all stars

In use:

Notinuse: % % % % & W ® ¥ ® ]
© Keyboard shortcuts off

Keyboard shortcuts on

© lcons
Text

Change picture @ Visible to everyone
Visible only to people | can chat with

v : If you have a Google 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 t
I'll add contacts myself

Vi1 ran viow and rhanne unir nraforennac hora

58 www.bdmpublications.com

Customise Display Density
Gmail automatically adjusts
the amount or "density” of
information on a page when
you adjust your browser
window or when you use Cosy
different sized screens. If you
prefer a denser view whatever
size your monitor, you can

of1 | £ > B~ -
Display density:
v’ Comfortable
Compact

Configure inbox

set a limit on your Default Settings
Density. This setting reflects N e
the lowest density (the most -

;. ) Get add-ons
space) permitted for your
account. Choose how many Send feedback
messages are on your screen Help

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.

> [ ] - - More ~
Move to:
Inbox x
| Q
Social
rought of you! | am wc Promotions h...
Updates
rought of you! | am we Forums h...
Dbdmpublications.com Spam
Bin
' ve to dig out and dust ation for the next game - Wt
Create new
Manage labels
re 0S Titles
{ itions.com

am

Clean Up Your Inbox

1 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.

New Label

Please enter a new label name:

I J

(") Nest label under:

[ 2

Create Cancel

Gmail User Tips and Tricks |jud|

Search Your Mail

I 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.

1do - bdmpubsuk x\\B

. ‘e | https://mail.google.com/mail/u/0/#inbox/1614218ae202a50a

David@bdmpublications.com - “
David Hayward
ﬂa\nd@bdmpubhmnnns.mm
david@bdmpubiciations.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 (v

Ahh the memories. I'll have to dig out and dust off the old Wii soon, in preparation for the next game - WHERE

David Bayvard

Group Editor Alternative 05 Titles
Black Dog Media Ltd

Tel: 01626 362264
Mobile: 07534660976
Email: davidébdmpublications.com

Webs bdmpublications.com
Twitter: BOMPub
FaceBook: BDM Publications

Black Dog Media Ltd
Ashfield Lodge,

12 Torquay Road,
Newton Abbot,

Devon
TQ12 4AH

Unsubscribe

Are you sure you'd like to stop receiving similar messages from
<pinterest.1.0.sparkpostmail.com>? Learn more

Canzel

Instant Unsubscribe

No matter how much you try to stop them, if you have
purchased something online or sign up for something
free you will be most likely added to a mailing list.

Said lists are often a very valuable tool, alerting you to
possible special offers and updates on a subject that
interests you. Alas most are not and are simply random
filler for your inbox. When you receive such an email, and
you wish to make it your last from the sender, look to
the sender address at the top of the email. Here you will
notice the Unsubscribe link. Click this link and confirm
by pressing the blue button to stop receiving email from
this sender.




Using Google Apps

Improving the
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.

= Ejl Calendar Today < > January2020

Mon TuE wep

s
+ creme 29 2 Y Jant

January 2020 < >
A
vz

s & 7 8 5 1w
2o oo 48w
W o owoBm ouons
2 o ;o om

2 3 4 s 6 7 3
Search for people:

My calendars ~

James Gale

& Birthdeys

Reminders
Tasks

Other calendars + -

Holidays in United Kingdom

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.

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 Tpm 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.

January February

S M T W T F s S M T W T F s
29 3 31 1 2 3 4 2 27 28 29 30 31 1

5 6 7 8 9 10 M 2 3 4 5 6 7 8
12 13 14 15 16 17 18 9 10 11 12 13 14 1§
19 20 21 22 23 24 25 TUE x @8 19 20 21 22
2% 27 28 29 30 31 1 1 8 25 26 27 28 29

& 5 % ¥ & 7 8 There are no events scheduled on this

day.

3 4 5 6 7

March April
S M T w T F S S M T w T F s
1 2 3 4 5 6 7 29 30 AN 1 2 ) 4
8 9 10 1 12 13 14 5 6 7 8 9 10 M
1 16 17 18 19 20 21 12 13 14 15 16 17 18
22 23 24 25 26 27 28 19 20 21 22 23 24 25

Q Month ~ Q HH o “
Wed Thu Fri Sat
31 1Feb 2 3

® 11am Lunch with Andi

14 15 16 17



Improving the Google Calendar

Click the Create Button

1 Just click on the Plus sign in the bottom right of your Calendar
window, this will bring you to a page where you can enter as
much information as you'd like about your event. On this page,
you can also add guests, change a reminder setting and publish
your event to other users. Once you've entered the appropriate
information and selected the desired settings, click Save.

iue

o
X

" 1 IAdd title and time

Event Reminder Task

@®  Nov26,2019 - Nov 26,2019 Add time

10AM —
2,  Add guests
1AM - Add location or conferencing

= Add description
12PM =

More options

2PM

Using Google Tasks
J You can access Google Tasks directly from the Calendar
application. By linking these apps together you can quickly work
between the two as follows. Open Google Calendar and log in if
required. Now click the Tasks icon from the sidebar found on the
right hand side of the window. Click Add a task and then start to
enter your details via the new task link in Google Calendar.

You can now add tasks to this listing. You can directly add
an item from this list to your Calendar by choosing a date in the
properties of the task itself. You can edit a task directly from the
Calendar app by clicking the pencil icon. From this link you can
add a description, change the details and move or delete it.

i TASKS
Qo @ Month = 54 o My Tasks ~ X
w o P+ Addatask
tland)
(/) | (®) 7
o]

+ o Magazine delivery
Update number of copies ordered.
Confirm volumes via email.

) 3weeksage B Maga..

(O Publications

o0l Trip - T

24 25

Create a New Calendar

With Google Calendar you are not restricted to having
one calendar crammed with all your birthdays, events,
appointments and holidays. To make things less messy, it
is possible to create several calendars if, for example,
you want to keep personal and business entries
completely separate.

Step 1

) At the left-hand side of the Google Calendars screen,
look for the section labelled My Calendars. Click on the
small arrow button and select Create New Calendar.

Add a friend's calendar =4

BDM Publications

My calendars

Birthdays
Reminders

Step 2

) Give your new calendar a title and write a description
if you wish. The location box is useful if the calendar is to
be public, as it makes it easier for your friends or family
to find events on it.

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.

Add a friend's calendar

My calendars
BDM Publications

Birthdays
Reminders

Display this only

Settings and sharing

000000

000000

Holidays in United kingd @ ® ©® @ ©® @
ov000O
%

Other calendars

—_——

28




Using Google Apps

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 Publi

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

[OJ Make available to public See all event details ~

Learn more about sharing your calendar GET SHAREABLE LINK

Share with specific people

.

- bdmpubsuk@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

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.

dogle (o]
j iil> - o | ] | - More ~
OMPOSE R FlipKey - Own a Vacation Rental? - Get More Bookings for Less. List Your Property for Free on FlipKey and TripAdvisor.
| (618) .
| tant russ_ware, [ i@ @Z @l . recommends that you use Google Calendar Inbox x
Aail M = 0¢
| 1 (18) to russ_ware ~
(281) Ive been using Google Calendar to organize my calendar, find interesting events, and share my schedule with friends
i s vou might like to use Google Calendar, too.
| [Trash
| fot(:om oW recommends that you use Google Calendar.
| To acceptthis invitation and register for an account, please visit hiips Jwww google com/calendarirender?cid=NW ol
fems KXaGIAZ NOXAUY2F 9:72:L mNvoQ =1 C0 UK 05410162c909551a290:
I ™ Google Calendar helps you keep track of eventhing going on in your life and those of the important people around you,
interesting things to do with your time.
h people.
ul Wood
IE ' Click here to Reply of Forward
35 ware
! issell Ware
MILLER

R FlipKey - Own 3 Vacation Rental?
Gethore Bookings for Less. List Your Property for Free on FlipKey and TripAdvisor

What Platforms are
Compatible?

Google Calendar uses the iCalendar (iCal) file format to
save/share its calendars and the relevant information.
Having been created in 1988, this open source software
was quickly adopted by a wide array of developers for
use in their platform specific calendar apps. What follows
is a listing of the platforms and applications that will be
compatible with Google Calendar files.

« Microsoft Outlook
« Novell GroupWise

» eM Client
« Mozilla
« IBM

+ Apple
« Yahoo!

1|lI|




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  =am [:[ Share m

More * Q -

Day VWieek Month 4Days Agenda

H

Thu Display Density:
3 Comfortable
Cozy

Compact

10 Settings

Help
Labs

17 Offline

Sync with mobile device

Send feedback

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 Cal|

Sync Setting:

jelect calendars to sync to your iPhone/iPad/iCal*

! y Calendars
bdmpubsuk@gmail.com

Contacts

1ared Calendars

Holidays in United Kingdom (Read Only)
Cancel

or any other GalDAV device.

bdmpubsuk@gmail.com
Google Mobile -

©2008 Googl

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
Someone sends you an invitation to an event il
Changed events ;
Someane changes an event Emall
Cancelled events . Email
Someone cancels an event
Event responses Email
Guests respond to an event for which you can see the guest list

Daily agenda

Receive an email with your agenda every day at 5a.m. in your current time zone

None

Notifications

Google Calendar offers a variety of notification options
for both email and SMS. When selected, you receive
notifications when somebody sends you invitations,

updates, replies, or cancellation messages to events.
Event organisers however may still choose not to send
these notifications when they create or change events.

If you deselect the notification options in these settings,
you won't receive the respective notifications, even when
event creators explicitly click to send invitations

or updates.

www.bdmpublications.com 63



Using Google Apps

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 just the start. Here's how to get

started using Google Maps.

Great Britain

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.

»

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

To navigate around the world with even greater ease; press
and hold the mouse button or press your finger on the touch
screen, then move the mouse or swipe around the screen. You
can also press the hold the SHIFT key to hold the central position
and move on a point.




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.

H Map Layers/Map View

) 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.

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.

Google Maps
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Using Google Apps

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.

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.
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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.
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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.

— 3 = S CreedyiRark
=6 @B fF H 4 xl =¢@@f&H4 XI PN
erord
O  Exeter = Crediton
©  Choose starting point, or click on the ma, Q s - y
: L1 @  Hamburg Q
Choose destination. ’ e INeCoaray
) - United veoford Neapardy Hookviay
Kingdom Hamburg Germany
< Isle of Man
Home Kingsteigntor EDIT by i " A0 Fr
Ireland Heeg
Work SET LOCATION Hamburg-Nord Harm
London Altona Hamburg,
Tedburp
StMary
- Pathfinder
Village

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

Longdow




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.
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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.
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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.
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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.
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Using Google Apps

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.

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.
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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.
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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.




tep 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.

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.
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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.
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Now you've got the basics
down, you can improve and
learn more essential skills in
our next guide...

GOOGLE

TRICKS AND TIPS

Coming soon!
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