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he world’s most popular apps are not only completely free but it is very

! likely that you have been using one or more of them for years now,
without really thinking about it. From Gmail to Trends, Google have been
continually expanding their app suite with must-have tools. Did you know

that you can also use Google to explore the earth, build yourself a blog, or

plan your week? Google is about much more than search and this guide is

here to help youdiscover just what you can do with these free, browser-based

tools, products and services. Learn how to manage and share your images

with Photos, discover the best way to configure your Gmail email account,

find and download apps, music, books and movies easily on Google Play and

( take the first steps towards building yourself a free blog or Google Site. And

-~ . . .
- this is just the start.

Find us online at: | @bdmpubs li BDM Publications @ www.bdmpublications.com
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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



Get Started with Google

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.

Step 2

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

NP allATRT0e

Google

Create your Google Account

Use Across Devices e

One of the regular questions we receive regarding usemame @gmailcom
Google’s applications is: “Can | use my Google account You conuse letters. numbers & perods

Use my current email address instead

sign in details on both my smartphone and my © =
computer? Thankfully, the answer to that question is Password Confirm ® o
yes, follow the information below to set up your Google Use 8 ormore charscters it mix ofetes umbers & One account. Allof Google
Account details and then you will be able to use them on = e e
all compatible devices and apps. R — m

English (United States) ~ Help Privacy Terms

Creating a Google
Account Step 3

1 Complete the
Step 1 o remainder of the :i;_,,dk,ms
! Using any Internet Si:ngi: information, including
browser, navigate Use your Googie Account a phone number
to www.accounts. and alternative email
google.com and click : address; useful if you
on Create account in need to recover your
the bottom left corner i login info. You will also
of the screen. Now - [ 1] need to complete the
choose to set up either entire form and agree to e
an individual or a Google Terms of Service

Englah (Unted States) ~

business account. to progress.

8 www.bdmpublications.com



Step 4

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

Google Account Q

Home
Porsonal into o

B e

© 0w personatzstion
& e Welcome, James Gale
e Manage your info, privacy, and security 1o make Google work better for you
5 paymonts & subscriptions
Privacy & personaliza- Security issues found
@ mneo U Pes ount nowby resahing
[0 send teednock ~
see
Account storage Take the Privacy Check=
: e e
0% used - 0GB ol 15 GB
Manage storage Getstarted
5 for Maps, Search, o whichever L)

I Starting with the o

Account Protected

option, you can,

from here, check

the activity of your onaliza- i
FICCBIIN, CONMINNG, § spats 3 @
that you are the

only user, list
devices that are
logged in via your
account and explore
recovery options.

Welcome, James Gale

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

| dersonalization Getstarted

Take the Privacy Check-

E— 8

IsGe

Step 6

! There are key areas of the Security options available that

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

6.

Security Checkup

No issues found

o Your devices A

1signed-in device
- Mac

United Kingdom - This device

© Recent security events .
2 recent events
@ Sign-in & recovery o

2 verification methods

Continue to your Google Account

Google Account Set Up

Step 7

I These links show any devices that have, or are currently,
accessing your account. If these details don't match your records,
you can change your password using the Personal Info link.

Security Checkup

No issues found

) Your devices G
1 signed-in device
Q Recent security events ~

2 recent events

9 New sign-in on Mac
United Kingdom - 14 minutes ago

9 New sign-in on Mae
Newton Abbot, UK - Sep 23

Don't recognize an event?

Step 8

I Return to the Google account page where the next option,
Privacy & Personalisation link, enables you to manage and edit all
of your data and details used during this initial setup process.

Google Account Q

Home
3 Personal info

E e

O Dota & personalization
8 securny Welcome, James Gale
S Pt Manage your info, privacy, and security o make Google work better for you
B3 payments & subscriptions
Privacy & personaliza- We keep your account
@ rew i protected
[ send teeanack
Account storage Take the Privacy Check-
Gy s, ke Gmail and Pho T i s
o L ings that a
0% used -~ 0GB of 15GB e
Step 9
5 Google Account Q
) The Personal info o
link, left side bar, = SOOI
opens a page that —— -
ofte
holds a complete £t e
PE—
record of the T
information you have @« e oo
. [0 send teeabac
shared with Google. p——o
Check to ensure it is o .
correct. Any issues are oo 03
shown as a triangle ——
symbol containing a binpukcserngomasicon
) ) el gipaonimeren
“I"icon, click or tap to
correct them.

www.bdmpublications.com 9



Get Started with Google

Google Account Set Up cont.
Step 10

) 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 Q

@ tome

Parsonalinto o
o

]

Data & personalization

Welcome, James Gale

Sacunty

2, peopie & sharing
B Payments & subscriptions
Privacy & personaliza- We keep your account
® wo protected a
(D sans tvcmack b e

Account storage Take the Privacy Check-

22

0% used - 0GB of 15 6B

Manage siarage Getstarted

Step 1 1 Google Account Q
! Select the Data

Home.

@ Activity controls
& personalisation E9 renonuinto oo
Optlon to VIeW a 3 Data & personalization

B security

49 Web & App Activity

quick access listing of
all your current and
historic Google uses.
Each section acts

as a shortcut link to
the app itself, such

as Gmail.

2, People & snaring

Q  Location History
B3 Payments & subscriptions

© YouTube History
@ hep

Manage your activity controls
[2  send teedback ) ¥

Ad personalization

You can make ads more useful to you

Ad personalization
Sl Ads Google shows you e pe

@ on

Step 12

» 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 or YouTube), and on websites

£ apps that partner with Google to show ads. Learn more

Ad personalization is ON

MORE OPTIONS

How your ads are personalized

Ads are based on personal info you've added to 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

& 4554 yearsold

emam

& Action & Adventurs Filme #3  Americsn Fostball

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 Google 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
G Arts § Culture
Favorites and galleries you've created on Google Arts & Culture.

B Multipie tormats

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 5o you can download it to your
personal device. You will have one week to retrieve your archive.

Export type

(® One-ime archive

O Scheduled exports every 2 months for a year

6 archives

File type

zip *

Zip files can be opened on almost any computer.

Archive size

268 ~

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

Step 15

} 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.

qQ

<« Delete a service or your account

Delete a Google service * Delete your Google Ac-

e 8 specific Google ser l count

Desete a service

Delate your account

Download your data

Make a plan for your ac-
count #
Dec ta f




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 preducts here. Many other Google products come with
accessibility features built in. Learn more

Screen reader »

Applies 10 Google Docs (web only)

High-contrast colors B

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 1o 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 LIDG-’-HE your email address EVEWWT\E!E youuset outside of GOGQ|E

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.

FIEAsE AU IS GATEIUNY. 115 NUL U1E USUdl yaua yaud
Select profile photo

Upload photos Your photos

[

Drag a profile photo here

or

Selact 3 photo from your computer

Google Account Set Up

Step 19

1 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

Data & personalization

Welcome, Jim Gale

> 0

security

fi i 2 ke G I K {0
g ——— Manage your info, privacy, and security to make Google work better fi

5 Paymems & subscriptions
Review your privacy set- Security issues four |
@ wep tings Protect your account now by |
Take the Privacy Checkup, a step-by = Whase lsaties
[ Sendfeedback step guide thet Hiekss you choose Jou
privacy settings
Get ctarted 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
bémpublicationsuk@gmail com
Privacy

Welcome, James Gale Jim Gale

retroremixjay@gmall.com (default)

Manage your info, privacy, and security 1o make Google work.
Andrea Gale
andreagale001 @gmail.com
Signed out

ur privacy set- We keep your

protected Add account
y Checkup, a step-by: The Security Checkup gives you per- *
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.

www.bdmpublications.com 11



Get Started with Google

#*  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

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

Keep them Unique

Having a unique password for each website you are required to
log in to is a very good idea, particularly for things like email and
online banking. Although security on a banking website is likely to
be very good, if you use the same password on a website with less
stringent security, you risk it being compromised on one and used
to gain access to the other. It is not unusual for criminals to harvest
passwords from a weak website and then randomly try them on
more secure sites.

Google

Create your Google Account

First name Last name

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

Use my current email address instead Py

I t |  Confim &

One account. All of Google
#ymbole working for you

Use 8 or more characters with a mix of letters, numbers &

Sign In instead

Englieh (United States) ~ Help Privacy Terms

12 www.bdmpublications.com

Keep them Random

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

Google

Hi James

o bdmpublicationsuk@gmail.com -~

[ ‘ ter your password s
Forgot password? m
The Longer, the Better

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

Log in

Email or Phone Number

russ.ware@gmail.com

Password

l I or Sign up for foursquare



Mix it Up

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

Use a Password Manager

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

password manager Q

Google

People also ask
What is the best password manager? A

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 2018

The Best Password Managers for 2019 | Digital Trends
https://www.digitaltrends.com » computing » best-password-managers

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.

Cookles and site data

Allo s d read cookie data (recommended)

Clear cookies and site data when you quit Chrome

Black third-parly cookies

See all cookies and site data

2en0 £ e,

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

People also search for

R

Google JavaScript

View 10+ more

L
il a
\)

Internet

Phishing

Chrome

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

Explorer

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 ... x

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 13



Get Started with Google

Cyber Bullying

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

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

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

What is Phishing?

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

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

@Smpemdphishmnunge Delete | Unble 1 ks like a phishi

and has been blocked for your safety.

Your PayPal account is restricted - take action now TKUKIXXLTZ

Paypal (zervice@pa Add contast

X PayPallogo

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
e Facebook
WIKIPEDIA Ao :
The Free Encyclopedia From Wikipedia, the free encyclopedia
This article is about the website. See Facebook, It
Main page . ; 5 y
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 MaCallium Nuostin B

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.

S e ——
t = 3 - |
L — S

—

|




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.

‘ 3cebook et fo e, iees 2 e

Privacy settings

g1

Control Privacy When Vou 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, indluding apps. Learn more.

The privacy of your next post i currently setto S Friends :

Your selection aticks around for your next post until you change It — either anline when
e i Kacau

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.

Enat 0 Prre panomrs

facebook I

Create an account
It'e froe and slways 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.

&1 How you connect
Control how you connect with people you know. Edit Settings

> Timeline & Tagging
Control what happens when friends tag you or your content or post on your timeline. Edit Settings

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

[E} Limit the Audience for Past Posts

Limit the audicnce for posts you shared with friends of fricnds or public. Manage Mast Mot Visibility

© Dlocked People & Apps

Manage the people and apps you've blocked. Manage biacking

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.
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Get Started with Google

#* | 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.

g

Welcome, David Hayward

Security issues found e
q “ D

Privacy § personaliss-

Account storage Take the Privacy Check-

B ¢ e

1% us0d < §32680117C8

Step 2

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 S£Tings and the dS1S that Googe uses 16 peraonaliss yout expanance

@  Activity controls reviewed v
Make acis more relevant ta you v
Control what others sse sbout you v
Help people connect with you v
Manage your Google Photos settings v

Manage what you share on YouTube v

16 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.

Managc what you share on YouTube -~
Choose who can see your YouTube videos, likes and D
subscriptions, and decide where you share them

@ 2
i 3 e
» A
JE'» ‘ LY

Likes and subscriptions

You can share your liked videus, 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.

Privacy & personalisa-

Security issues found
tion Protect your account now by resolving ®
See the data In your Google Account theae lssues
and choose what activity is saved, o

persanalise your Google experience

Manage your data & persenalisation Secure account

Account storage Take the Privacy Check-

Your account storage is shared across Up

Google services, such as Gmail and ol st wsep ke hloE: 700

Fhoios 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.

@ vome .
Activity controls B~
L : - -
S P — a !
B sy R ..
P S
0 Locssontistony o=
(L N
O Youlusebistory P
® we
D sensteomeck FRES———
Al parscnaliantion Activity and timeline
Ad personalisaton
o on

! 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.

D Security

Security ssues found

Sigring into Google

Paowmcre ——— >
Une o one o s o >
25105 Verficaton @ >

Step 8

} 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
I Peseiie Peopla that you interact with and the info that you moke Google
S Duta & personatisation
Contacts
6 st acs sy co ccomect e o Al
&, Peopie Lsharing e e 2
B3 Paymonts L sbscriptions
® e + other cantacts for suto-complete sugp
Sand foesback
. . 25  Contactinfo saved from interactions oo
E4 Contact info trom your devices ®o
@ Blocked No tiocked users
Location sharing Choose what others se¢
oiesbirsig e ABout me

Step 9

} 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 lo commen questions, expert advice and a way to provide feedback

Help with common issues

A list of help artickes with answers and ips for yous Goo
B  See and control the data in your Google Account £
[B setuparecovery phone number or email address @
[E Secure an account that has suspicious activity =

Q. Search all help articles

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.

¢. B

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

o v o ) s Aot ey e o o

e Py Py 4 et o
Lt
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Get Started with Google

#*  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.

: Googl
Searching with Google is easy! You simply enter your
Q cupcakesl D . ”
search term, e.g. “cupcake recipes’; on the Google page
. cupcakes for your country and click the search button. Google
4. igipcakes near me will then display the results of the search in order of
C.. icpcakenisade relevance. There are, however, several ways to refine and
O, cupcakes and cashmere
target your search for even better results.
Q. cupcakes tesco
L 5

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 $ Q

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

About 365,000,000 results (0.65 seconds)

1 Py

Cupcake recipe Mary Berry's vanilla Basic cupcake e
cupcakes with swirly.

BEC Good Food Red magazine GoodtoKnow C u pca ke <

4.6 %%k %%y (86) No reviews 4.1 %d kK & (6.9K)

35 mins 40 mins 40 mins ) .

Self raising flour, butter, milk, Self raising flour, milk, icing Ice cream, self raising flour, A cupcake is a small cake designed 1o 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 =

Place of origin: United States

Cupcake recipe | BBC Good Food Nutrition Facts
Cupcake, low fat

https://www.bbcgoodfood.com » recipes » cupcakes @ ~
! %k k# Rating: 4.6 - 86 votes - 35 mins - Calories: 350 Amount Per 100 grams ~
& . Make delicious cupcakes with this easy recipe, perfect for everyday baking and

18 www.bdmpublications.com



Jackie chan Q

Tr—— Searching Images
and Videos

Jackie Chan - Wikipedia
Hitps len wikipedia o1 » wiki ) Jackie_Chan »

e As well as being able to search for text in web pages, you can
i com o & , : : 2

e o v oy sty e e B also search for images and videos amongst other things.

e e i s

®  mckechancom

Google  Googe Q

Ghan 1 8 Mong Konger marbal anat, actr, flm Grector, procLcer,
stntman and singer Wikipeda

Borm: 7 Aprt 1954 (ag0 69 ywer). Viciors Pesk, Horg Korg =

Height: 174 m
Google
> ‘Spouse; Josn L (m. 1962) gl google.comi »
TV shows: Jackie Chan Adventires, Kung Fu Panda Hakday Allmages - Account - Assetant - Search - Mags - YouTube - Play - News - Gal - Contacts - Deve
Upcoming seovis: Wik DVigm) Calendur  Transtats - Photos - Shagping - Moss - Docs - Baska Google Search -

My Drive - Google Drive

Googie Searon, a0 relered 0 03 Goage Wb Seerch of sply
5.8 web search engine developed by Google LLE. s S most
S0arch ngine 0 he Wiid Wida Web scross of platoer, wit §

Movies View 45+ rmore
. o "

The Karats. Poics Armeut o

) Masier story Goa

s - P

People also ask marvat share 45 of October 2018, handing msre Ban 1§ bilon s
Does Jackie Ghan have kids? v bl g =

o Dute launched: 15 Sectnzer 1997
‘Where is Jackie Chan? v Type of site: Wed sarch engre

Owner: Googie
‘Writen ko: Pyren, €, Gr+

The Knowledge Graph

Certain search terms (people, places or animals, for .;‘v.‘.m.
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 Step 1

information about your search. Use this section to find 1 Open the Google search page for your country in your Internet
quick information and facts about the subject or to start browser. To perform a standard search, type your search term in
exploring related subjects. Knowledge Graph results are the box and click Google Search.

gathered from a variety of sources, including Wikipedia,
World Bank, Freebase and Weather Underground, to
name but a few.

(Google ) Go

gle

Advanced Search
!,

Find pages with... To do this in the search box
Lol Cedleia—— | o mm mocrae v ei-satone s « Google Search I'm Feeling Lucky
e i e ok
‘any of these words. Tyoe OX betwosn 3 e oS yOu WARL BLs1a
umbers ranging from: © fishe b the st tron i
Then narrow your results
language any language v NG pa0ss I T NG00 Tt you ales
region: wny region * PG pages pubiened i & paricus rgon.
—— = " [T ——
—— it Go gle
e type: any format *  Find 5ages in B format hat you preter

Q. Euro ZOZDI
Advanced Search ——

. euro 2020 tickets

. euro 2020 fixtures
After searching, while on the results page, notice the P 61RO 2020 tiowt
Settings link under the search bar. Clicking this allows j °"'°:E:g:""

L euro raw

you to select Advanced Search from the dropdown N—
menu. On the advanced search screen you can refine °. euro 2020 groups
your search even further so that the results only show %L euro 2020 final tickets
pages which feature all the words in your search term, or % 1D 202 tating
by country and language. Once you have selected your Google Search  Im Fealing Lucky
advanced search options, scroll to the bottom of the Report nappeoprte proictons

page and click the blue Advanced Search button.
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Get Started with Google

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... \,}

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  Ewza a

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.

Step 5 GO gle Euro 2020
} Alongside the
. QA1 @ News [Jimages [ Videos <7 Shopping
search links (Web, I
Images, etc) you -

®— (

é -

will see a link ‘ e :w:m
for Search Tools.
Clicking this will
allow you to further
refine your search
by image size, date
it was uploaded and
image type.

EURO

UEFA Euro 2020 - Wikipedia

en.wiipodia.org

Euro 2020: When is the tournament and Euro
SKysports com tbe.o

Step 6

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

-_’\.“ irishexaminer.com

How Irish and British nations stand in Euro 2020 qualifying

Euro 2020 qualifying: Everyming you
bbe:couk

Sponsor Biading for Euro 2020
spotorpuness com

&) Sportfor Business

UEFA Opens Sponsor Bidding for Euro 2020 | Sport for Business

UEFA EURD 2020 0n Twitier

20 www.bdmpublications.com

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

[Euro 2020: Host cities, location, dates, qualifying process | SI ...
IRIpS /W 3L.COM » 50008r » 201807714 » 0rD-2020-host-Ciles-Gales-qualfying-pros

Euro 2020 5 0n
forward 1o after 9

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

As tho iniermational braak refurms and Premier L aague managers ofter prayers for
N e players’ injury-free

o0 wih Eufopean nations having someming 1o look

The road to UEFA EURO 2020 explained - YouTube
ate

NIp i YOURUB. O » Watch

h anruversary of the competeon i style with

Euro 2020 qualifying standings: How every group is shaping ...

DS/ www InGependent co. uk » $port » FOODA » Intemational

£rg -
oparing four gemes, end can

Are Italy or Spain in better shape ahead of Euro 2020 ..
NP/ YOURD.COM » watch

Haly quafied for Euro 2020 wh & wh vs. Greece Saturday, while Spain's
aualifcation was put on hold dus

England Euro 2020 squad: Who's on the plane, who's in ...
DR Ak InGapanSant co Uk » SpR ) Foomal | Intamational



Improving Your Google Searches G

Safe Search

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

Step 1

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

d&&mf movie trailers Q

os  News  Images  Shopping  More Setings  Tools

50 result (047 seconds)

Movieclips Trailers - YouTube

NS /iwww YOUtuDe. com/usarmovieclips TRAILERS «

Welcomal The Fandango MOVIECLIPS:Trailers charl s your destnaton for ot Hide private esuits

second they drop. The Fandango MOVIECLIPS Trallers team is her.

NEW MOVIE TRAILERS (2018) Best Upcoming Movie Traile H=*
[ o N=DVSANVPSTO

nd
AP > 2325

Movie Trailers - YouTube

PUPSIIWWW. JCi JQQRg ¥

Piaase Subscribe 1o stay updated with the tha Latest Movie Trallers. Movie Traller i the No 1
estination for all movie fans 1o catch the latest movie tral

SWINGING SAFARI Official Trailer (2018) Movie Trailers HD - YouTube:
| hitps:/iwew. youtube. comwaich =Tl Jgwas!
Al 24 Nov 2017 - Upioaded by 9 Media

Step 2

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

Google
Search Settings

SafoSearch Filters

SafeSearch can heip you block i to or axplicitimages from your Google Search results. The
SafeSearch fiter isn't 100% accurate, but It heips you avoid most violent and adult content.

 Tum on SafeSearch  Lock SafeSearch

Results per page

[ T T 100

Fastor Sower

Private results

Pisata. smas e hain fnel mesvs snlammnt nmiant fi-uns Ineisidin snnbant and samnastinne that anks une san

Step 3

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

Al Videos News  Imogos  Shopping  Moro Sofings  Tools

Abaut 2,780,000 results (0 19 saconds) Search setlings

Languages
Movieclips Trallers - YouTube Tum off SafeSearch
NUpS://WWW.youtube.com/user/movieclipsTRAILERS v

Welcome! The Fandango MOVIECLIPS Trailers channol is your destination forhotr  Hide private results

second they drop. The Fandango MOVIEGLIPS Trailers team is her i search

NEW MOVIE TRAILERS (2018) Best Upcoming Movie Traile st
hitps:/iwww.youtube. comwatch?v=bVpsQYvps 10 Search help

md 7 25 Nov 2017 - Uploaded by 9 Modia
< First Comment Gels Pinned To The Top! Make it a good ane. Tum on Naifications

LSS TR anc join the #9Squad

Movie Trailers - YouTube

JCrazZuy 2K QQRg ~
Plrase Subscribe to stay updated with the the Latest Movie Trailers. Movie Trailer is the No 1
destination for all movie fans to catch the latest movie trail.

Step 4

I Your browser should remember the setting when you next
use Google search. If you want to make sure that the safe
search setting is not changed, you will have to signin to a
Google account.

Signin Google

Email

Password

Sign in v Stay signed in

Can't access your account?

-
Google  Ewoz020 a

1A E)News [lmages [)Videos O Shopping | More Setings  Tools

About 1.430.000,000 resuits (0.61 seconds)

UEFA European Championship Qualifying

UEFA Euro 2
qualifying

Toumnament

New standings features X

Follow standings Ive. see the last § 1 1510
4= Faroe isands maiches st glance and more

11 Romana 1 .
¥ noway 1 i

The UEFA Euro 2020/
that Is baing played frd
the 24 UEFA member|
UEFA Euro 2020 final|

Toams: 55
Gibraitar 2 e Top scorer: Eran Za!

Dates: Thu, 21 Mar 2§

s

Georgla ER
Location: Europe
Goals scored: 624
Greece 24 B ochiension o s

810 1 tay People also se:

E al
Matches. news and standings FWMI 1=

Instant Updates

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

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

¥ i

Bosnia and Herze.

Cached: Google trawls the web and takes snapshots

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

Similar: Click Similar to see other websites that are
related to that result.
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Get Started with Google

#~ | 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 Step3

Clicking on one of the product sections will display a list of

This feature allows you to search only shopping results for results for that type of product. Alternatively, you can type a
any term you enter into the search box on Google. search term into the search field at the top as you would normally
in Google.
Step 1
You can open the Shopping search screen by typing www. Chege. (s “ €

google.co.uk/shopping into your browser address field. Your
browser should automatically detect your location and filter any X
results to your own currency. e I Gl Pt 4. 648 s Bk

849,00 Gonyi St Compare prees o 3 6vn

Google

m " ‘ I l!l:‘am”,-‘tw‘\anl\"u e o
e b - o
New! Get the Nest Wifi now on the Google Store " ‘V _
Step 4
Once the results are shown, you will see that there are several
Step 2 filters down the left-hand side of the screen. These allow you to
You will see that the shopping search screen is very different filter results by specific manufacturer, price, size (depending on the
from a standard Google search screen, with products shown in product type) and several others.
sections such as electronics, clothing and even as specific as Nexus
6. What is shown depends on your search history in Google. Google s “ Q@
Google | a | wes 3 QO B ( B -

Shom ooy

Gear Up: Electronics & Gadgets.

Googhe Paxel 4 120G Cearly YWhite on OZ - kst £43.00M for 24 manths
fuom . R ——— .

et >
.
Pre e .
E .
Goaghe Pxel 4 XL 128G8 et Black 6n 02 just £40.00M for 24 monthe
Bant
win .

er90s - et Weannas 8% o
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Using Specialised Google Search

Step 5

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

Step 7

'You can click directly to the item, via your preferred retailer, by
clicking the link from the list at the bottom of the page. NOTE: On
rare occasions the price linked may not match that of the retailer,
so take care to check.

New ltlems ) Google » O2) 128 GB

Google Pixel 4 128GB Clearly White on O2 - just £42 |
from Carphone Warehouse

Google - Pixel Family - Pixel - Pixel (Original) - 5.7 inches screen - £ |
Water Resistant

24 month contract with * 60GB Extra Data * 02: Charge 1o Mobile *
* Free WiFi on the London Underground * The Carphone Warehous

See more details at Carphone Warehouse »

£149.99

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

Google Pixel 4 XL 128GB Just Black on O2 - just £49.00/M for 24 month
£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

Step 6

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

Google Pixel 3A (64GB Black) on contract

£109.99 soid by Carphone Warehouse
Ak 1,573 product reviews  Gompare prices  Avallable nearby

£399.00

(D) Credit placs availsble

SIM Free Google Pixel 3a 64GB Mobile Phone

Seecntions

= Black wunoe
Read reviews (56) © View special affers
() Chet & Colect
@ o o rant sway o orqury Argonin
Sainsburys
Addto Trolley Change sters
& 26 peope wekeoking o NS rght now X > Delivery
S L Enter Posicoce:
R Puchased 3 tmes in e ase 24 hours. X
oo
—y . [} O e Yo Winhtns

Google Scholar
| &

Case law

* Adticles

Stand on the shoulders of giants

Google Scholar
Search

Google Scholar (www.scholar.google.com) provides a
simple way to broadly search for scholarly literature.
From one place, you can search across many disciplines
and sources: articles, theses, books, abstracts and
court opinions, from academic publishers, professional
societies, online repositories, universities and other
websites. Google Scholar helps you find relevant work
across the world of scholarly research.

= Google Scholar

i you mean UK superheroes

iror) “WHO WATCHES THE WATCHMEN?" WHY THE LAW NEEDS
SUPERHEROS (AND ANTI-HEROS)

1ror academia.edu

A NEEDS

phioscoty Gistiod 1 Teohracabe wa modem Gay My many ties
& 6D Relsied aicies ¥

Ninja Turtles and other superheros: A case study of one lteracy learner
1 ik, R Koy - Linguseis s ducaton, 1942 - Bamior
ol an
‘o o

Dot
10 explois of superheros: Baiman. leman. Busier Dudedd. Spiderman. X Mar
% OB Cmdby2e Reswdaices AI2vesees

moax; Comix: A history of comic books in America

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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Get Started with Google

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.

e et o bemptrae gt oo

Jackie Char|
Thie il creste m eme

Alert preview

wews

Stroll hails strong packege’ with Jackie Chan ot Daytona

Step 2

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

‘ - Jackie Chan -
How often

At most once s day ¢

« Automatic
Blogs
News
Vieb

Video
Baoks
Discussions

Finance

24 www.bdmpublications.com

Step 3

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

- Jackie Chan -
As-thappers
How ofter Atmostonce s dey

ALmost 0nce 8 week

g
oy ngion

Oty e bt resus

Stroll nails sirong package with Jackie Chan at Daylona

Step 4

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

Sources Automatic <
Language English s
Region Any Region :

How many Only the best results

All results
Deliver to

m Ipn——

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

Lance Stroll i¢ aearing up for an ascault on the Rolex 24 at Davtona this weekend, believing his Jackia 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 Enghah s
Region any Regen :
How many Only the heat reuits s
Deliver 0 badmpubsuk@gmail.com

RSS feed

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
LMP2 ntry will be 6ne of the ‘Best pAEKAGeS” OUT thare. The 19-year-old CARSSIA wil be raeing a1 The endurance
classic for the second time in hés career following his baptism of 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.

& c 0O 8  httpsy//www.google.com/alerts/feeds/06265214020048898430/13715053199120547314

This XML file does not appear o have any style information associated with it The document tree is shown below

r<feed amlns="http://wew.n3.0rg/2005/Atom" xmlns:idx="urn:etom-extension: indexing™>

Leg:guugle.com, 2005 reader/user/06265214020045595430/sLate/com. google/alerts/13715053199120547314
</id>
<titler6oogle Alert - Google Pixel</Litle>
<link href-"https://www.google.com/alerts/teeds/06265211020018898439/13715053199120547314" rel-"celt™/>
<updated>2019-05-16T11:15:002< /updated>

veentrys
v<idy
tag:google. com, 2013: googlealerts/fead: /0J/424/28563159882
</idy

vctitle types="html™>
Best <b>Google Pixel</b> Ja Deals: Time Running Out to Get Your Free Chromebook or Google lome ...
«ritles

<link href-"https://wew.google.com/urllrct=jlso-turl-https://www.trustedreviews.con/deals/best-google-p ¢

3714290k c t=gaked=CATyGIQIMI VANTTWYS
<published>2019 @5 16T11:15:00Z¢/published>
<updated>2019-5-16T11:15:007</updated>
¥ (content type-"htal™>
Find the latest deals that make the ch>Google Pixelc/h> 3ak339;s already low £399 price point sven mori
</content>
v <authar>
cname/> &
</author?
</entry>

29t 0mVu0] VTRUS g=AFQICNG- ghe0q 183" />

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 # @
@ Home
®
0ot b personsization
B secumy Welcome, James Gale
B, People b snaring Manage your info, privacy. and securily to make Google work better fof you
B3 payments & subscriptions
Review your privacy set- We keep your account
@ oo tings protected

Get startea et suartes

Make Google yours Account storage

q Goopescen e heperts ﬂ

0% used - 0GB of 1568

Mansge your cata b perscnsization Manage storsge

( )
Sources Automatic s
Language English g
Region any Region $
How many Only the best results s
Deliver to | Rssfeed :

How to Create Google Aler

m e

Alert preview

NEWS

Stroll hails ‘strong package' with Jackie Chan at Daytona

;zmp sv‘mu s gearing up for an assault on the Rolex 24 a1 Daytona this weekend, believing his Jackie Chan

LMPZ 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

Lance Strol is confident the Jaciie 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 V.

Me on the web

% '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 sesrch term of a topic

| ® TaylorSwift @ 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.

Latest Stories and Insights

Year in Search 2018

Explore the year vcugh e bens of Googh Trends data

International Wemeris Day

Immigration

Intemationl Women Day ‘See how America and e world searches.for the issue of iTimigratio
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Step 3

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

Explore what the world

is searching

google

Google

Google Brussels

Google Search

ies and Insi
gle data can be used 10 tell stories

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.

* Gcogl.e‘ + Compare

United States ~ Past12 months ~

All categonies
Interest over time.

)

& Entortainment

Autos & Vehicles

Beauty & Fitness
Books & Literature

Business & Industria!

/\W\/—v\

Interest by subregion subregon v & ¢ <&

————



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.

oogle United States, Past 12 months

Merest by subregion Subregion v & <> <
1 Akansas —
2 New Jersey _
3 Calfornia —
’ 4 Rhode Island I——
¥ 5 South Carolina —
owing 145 of 51 & >
elated topics Rsig v+ 3 © < Related queries Raing v & O <

Boogle Search - Topic 1 google pixel 3

Google Assistant - System software 2 mapsgoogle 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 Pecpie 0D o< aite

Robin Williams Miguel Herrera gif

1 1
2 World Cup 2 Frozen gif
3 Ebola Tracy Morgar 3 Luis Suarez gif
4 Malaysia Airlines 4 Madden gif
§  Flappy Bird 5 Tony 5 Godzila gif
+  wmowsmons
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

<>
SV

ol

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 v Web Search v

terest over time

‘ompared breakdown by subregion

Sort: Interest for Ja: |

+ Jackie Chan @ DBruce 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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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!

@ ®  NewTab % { New Tab

e [al

i lapps ] Football News il Movie News

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.



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.

E 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 |ater.

Bookmarks Bar

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

Chrome
Requirements

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

Operating System: Windows XP, Vista, 7 or 8

Processor: Intel Pentium 4/Athlon 64 or later
Free Disk Space: 100MB
RAM: 128MB

¢
Get more done
with the new

Chrome

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

built«in

Download Chrome

Getting Started with Chrome

Installing Chrome

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

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, s sec!

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 CHROMEBOOKS CHROMECAST

Thank you for downloading Chrome

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

case click here to retry.
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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.

Manage other pecp

import bookmarks and settings

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 bampusEgTaLM - | &

Extentions

30 www.bdmpublications.com

Step 3

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

", Material Dark

Hkk kA 149

OVERVIEW REVIEWS. SUPPORT RELATED

Step 4

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

Appearance

Themes
Material Dark

RESET TO DEFAULT

Show Home button

Disabled

Show bookmarks bar

Font size Medium (Recommended)

Gustomise fonts

Page zoom 100%

Pressing Tab on @ web page highlights links, as well as form fi

Search engine



ange 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.

ckia
gle ) Semsung Goloxy ST € Help&Troubleshoct.. [ Search Tis & Tricks.. (0 Windows Tis: Th.. & The Wrte Job Tody-

* Waleome to ASUSTeK Co.

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 Facebook x V' [) DIV Extra- DIV Guides> Lc x Y__§

" A [ www.diy-extra.cou
3 Samsung Galaxy SIL.. e Help&Troubleshoot... B Search Tips & Tricks... m Windows 8 Tips: Th...

@ WORDPRESS

Username

ladmin1405

Customising the Chrome Browser

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.

e
cH am

e ) Semsung Galaxy ST ) Help&Troubleshoct.. ch Tips & Tncks... [IZ) Windows8 Tips: Th.. @ The Wirte Job Today..

wvwe google.co.uk

Appearance

Themes
Open Chrome Web Store

‘Show Home button
New Tab page

@®  New Tab page

QO Entercusto

Show bookmarks bar

Font size Medium (Recommended)
Customise fonts

Page zoom

Pressing Tab on a web page highlights links, as well as fonn 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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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
Sign in to Chrome

O Guest

X Manage People

SIGN IN TO CHROME

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

Leamn 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've signed in and turned on Sync

Y

Gt
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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.

Autofill

Bookmarks

Extensions.

History

Passwords

Senings

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 vptions

For added security, Guogle Clirorme will encrypl your dala

@ Encrypt synced passwords with your Google username and password

QO  Encrypt synced data with your own sync passphrase




BOM
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SIGN OUT

Sync
On - sync everything

Manage other people

Import bookmarks and settings

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 othar
settings on all your devices

6 Guest

£x Manage People

SIGNINTOC

swr 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 everyining

How to Save and Sync Chrome g

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.

‘ Syne

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
|_L‘| 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
bdmpubsuk@gmail.com

SIGN ouT

Sync

On - sync eve
‘ Manage other people

Import bookmarks and settings

Appearance

Themes
Open Chrome Web Store

Show Home button
New Tab page

@  New Tabpage

Q Entercus
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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.

Step 2
) Click on the lower right side of the Chrome Web Store icon
® Planyway : to open it. The web store home screen shows a selection of

oo Lt

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.

el
stom .
= Cursor " [ S
AT
RS RE T rereT——

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

ILA for the Art Lover - 1920px
PrreTg FReE

personality into your web browser. Step ]

} To install a theme, click on the Add to Chrome button. Your
Step 1 new theme will instantly install and be present within your
)} You can access the Web Store easily by clicking on the Apps current Chrome Browser window. You can also share themes
Icon in the top left area of the page when you start Chrome. with others by clicking on the Share button next to the Add to
The Apps page will slide into view, displaying any apps you Chrome button; or Launch Theme button if already installed.
currently have installed (Gmail and YouTube for example). Choose the Share method from the list.

_‘ Black Panther 1 - 1920px

k1)

OVERVIEW REVIEWS SUPPORT RELATED

e BMO LB

Vied Store YouTube Googie Drive Sheets

Changed active tab text color o help
with Ul visibilty. Thanks for the
feedback
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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
ings 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.

Full Page |
Sereen |
Capture

by mreolen com

Screencastify - Screen Video Rec...
Ak RO FREE

Full Page Screen Capture
Rkkh a5 FREE

Nimbus Screenshot & Sareen Vid...
Aekkk (1%

OneNorte
Web Clipper

OneNote Web Clipper

Loom - Video Recorder: Screen,
Hhkk 095321 FREE i

ko (4721)

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.

1.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 ~

=+ 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).

www.bdmpublications.com 35



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.

Youlfld a

tiext in UKT Nrum & |

The Adobe Flash Player IS required for viico piayback
Get the latest Flash Player

Sub Focus - OQut 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

?gu 1 4
'

IIII\:..“?h. 7 -
L b B =

Note: Adobe Flash Player s already instalied, but
disabled Click here for mere informatios

Optional offer:

4 e nstal the free McAfee Security
Scan Plus ubity 1o check the status of
my PC security. Rwill not moddy
existing antiirus program of PC
setvngs.

By clicking the estall now” buttor, you
acknowledge that you have read and agree

W McAfee® | security Scan 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.

The Blue x

m. r Move

e 7 ASUS - CHECK YOU... [ ¢
Minimize

ttps://static.google...
Maximize Q
New tab Ctrl+T

Reopen closed tab Ctrl+Shift+T

Next in UKF Drum & Bass (21
Task manager Shift+Esc BCi

@ Rer
2:50

Suggestions

x  Close Alt+F4

Play all

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.

& chrome web store

Soarch e store

Recently Updated

e =
grammarly &
@ F = EVERNOTE

<aney . Evemote Web Cipper




ocking 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 Walch ™ Musl

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 wehsite:
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.

Masien ta Timn & Owa trave

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.

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.

Content Settings ...

Cookies
Allow sites to save and read cookie data

Location
Ask betore accessing

Camera
Ask before accessing

Microphone
Ask before accessing

Notifications
Ask before sending

JavaScript
Allowed

Flash
Ask first

Images
Show all

Popups

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 1o use a plug-in to access your computer

Handlers
Allow sites t0 ask to becoma 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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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
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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.

Passwords and forms

Auto-il settings
Enable Autofil o fill out fo

Manage passwords

Offer 1o




} 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

Country/Region

CANCEL

To continue, just enter your online account details

Sign in Hére

Email address: *

Password: *

Clubcard number:

Don't have a
Clubcard? Chick this

box: ragister s )

Fialds with an asterisk * are mandatory

this bex you @ P 1o T the Teacw Cubsard Schems, For more

v& vour login detais to anyane ese. For.

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.

& Avtofill settings

BOM Publications, Office 12

BOM Publications, 12 Torquay Rd

Credil cards

Saved cards will sppear 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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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.

% O & @

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
£ z 5 4.
SF . A = &
D . Z
L )
G G
c .
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

[ o ] Task Manager - Google Chrome

Task Memory foot cPy Netwark
9 Browsor 87.8 MB 1.3
2 GPU Process 35.2 M8 0.1

110 M8 0.1

223 M8 01

27.2M8 LX]

18.7 M8 0.0



aning
} To delete cookies, click on the menu button and go to Settings.
Scroll down to the Privacy section, and click Content Settings.

the Tools icon and select Clear Browsing Data.

t 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

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).

W@ G Google x (g2 Settings

= C ) @& Secure | https://www.google.co.uk/?gfe_rd=cré&

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

tgf71Kzy

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

@ WeconenGooge.. & Cvome Wep Siore

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.

’ s
Gmail Images =1z

Oﬂ

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.
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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.

™M Gmail Q  Searchmail

-

Compose

’<-V0*D
g ¥
ai

w i~

Well it would seem the camera is watarprooft Phaw!
Jim n

Karl Linstead <karl@bdmpublications.com»
tome ~

'Good job It was! Maybe next time read the instructions dude :)

& & - KarlLinstead (karl@bdmpublications.com)
Read the instructions? That's just crazy enough to work!
2 9 4

Tefl ¢ > mv B o

11:04 AM (0 minutes ago) ¥ 4

Creating a Gmail
Account

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

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

Labels

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




Get Started with Gmail

e N\
o
B . sse = M Gmail
— iyt
- @ P ® + compose
B JRmp— — o Inbox
¢ . o e - Storred Security alort How dewice signed in 1o bdm;
2 s ol o S
8 . @ o - semt nnes, your new Apple iPhone dossa'thave the lstest Google apps 11
- - vt
o
-] p— “
o
o
3 You have 15 new Pins waiting for you - This just 0 15 new
.
0 iawes : o 14 Iphone backgrounds Pins to check out - Ve fourd 501
Corporate
n

14 Design Pins you might ike - s found soma Pns that we think mig

Fondas de Pantalla, Art and 12 other boards ke yours - Vie [oun

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

This ust See which ieas peop
hems decer, beaded srafts and mere ideas to search for Logku

You have 15 new Pins waiting for you - This fust in: 15 new Pins!

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.

“ o~ Saasel - - B I U A-

ER:iccomn

H Search Box
} Search for any message or contact in your Gmail inbox. Clicking H OW to CO m p OS e a

on the small arrow at the end of the search box allows you to

refine your search in several different ways. N s
ew Mail

B Message COntr0|S Google has incorporated a unique way to compose a
) This set of buttons only appears when viewing a message. They mﬁsiage i S Wlh'c:_a"mfs‘ygu toetaian Sc;een
allow you to archive, delete or report the message as spam, as well HaRE yeU e TRl bR Ig @ DX A INSs T

: ) ) while composing a new message in a separate window.
as letting you move the message to a particular mailbox or apply a Atithe time of writing, this was still an optional feature
label. The More button reveals even more controls.

but could be made standard at any time.

B . To activate this compose window, click the Compose
Conversat|0n button and a new window will open at the bottom right
1 Gmail displays multiple messages from a contact in a of the Gmail window. Whatever you were viewing before
conversation format. If someone replies to your message, both the you clicked Compose will remain on screen but you can

reply and the original message are shown stacked in the window. click through into a different mailbox or open a message
You can expand the conversation to make it easier to read. 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

] QUICk Reply . address to see a list of known contacts. The icons at the
I Click anywhere in this box to start a quick reply to the last message bottom let you control formatting and attachments. If
in the conversation. To Forward a message, click the Forward tab you want to switch back to the old compose method,
in the quick reply window that opens. Quick reply offers the same click the Send icon at the bottom of the window.

formatting options as creating a new message does.
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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.

oz @
= -] o
Display density
Configure ink
Security alert - New device signed in (o bdmpublicationsuk@gmail.com Your Google Account was just si
Seltings (]
We think you might like these Pins - We found some fresh Pins for you Wa lipap Sening!
Themes
James, your new Apple iPhone doesn't have the latest Google apps - Hi Jumes, Welcome y
Get add-ons +
Verify your Issuu account - Verify your ema ou
Security alert - New device signed in (o b Send feedback
Help
Art new colours, Abstract and 12 other boards like yours - Ve Tound some e
You have 15 new Pins wakting for you - This just May 18
of 14 Iphone backgrounds Pins to check sut - We found some Pins that we thin) May 18
Ghinese typography, Corporate design and more Ping trending on Pinterest - (¢ May 17
Fondos de pantalla, AZ Colors/Textures/Patterns and 12 other boards like yours - We May 16
14 Design Pins you might like - We found some Pins that we think might be right up your street. New ideas for May 15
Fondos de Pantalla, Art and 12 other boards like yours - We found some fresh boards for you Fondos de Pantalla 529 May 14

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 i publicationsuk(dgmail com Your Google Account was just si
Pinterest We think you might like these Pins - V(e e fresh Pins for you Wallpaper Iphone - Funny wallpaper iP
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.

v

£

Eipspiy 1 IRTRURIE L RN Y

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.

= M Gmail Q seorch ma
i Settings
Q oo
* s
© s
- Pick your theme
B oo
Mo




Step 5

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

Adjust blur
o T 2
e
°
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.

My Photos

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.

= M Gmail Q  Searchmal -
Oo- c¢
- compose
~ Unread
O tabox u
. i Google Sacurity alert - New device signed in 1o bampublicationsuk@gmail. |
© Sncozed Pinterest We think you might like these Pins - We found some fresh Pins for
L Google James, your new Apple [Phone doesnit have the latest Gosgle app!
Drafts
L] lssuu Verify your Issuu account - Verfy your email address with Issuu He |
v More
Google Security alent - Now device signed in 1o bdmpublicationsuk @gm .l
@ .
Pinterest At new calours, Abstract and 12 other boards like yours - Vie four
Pinterest You have 15 new Pins waiting for you - This just in: 15 new Pins! 2(

Step 2 = MM Gmail Q seachmal

1 Click on the arrow ST —— D @

to see a small menu. — ol

Here you can choose i — ol s

the way emails are > sem —

displayed in the inbox. g e

Roll over each of the Qo Pty bx

settings to read a short et i
description of how piteres o
they work. et e

Step 3 = M Gmail Q Searchmai

¥ Choose a display i TE—— o- e

option and you will P— I MesRase

see the inbox split * swed :"“:__ :: !
into sections. At the : o S e

right-hand side of each - R —

section heading, another g + 0% D cooge -

drop-down menu lets Jeewle hadl
you further customise = = |
the section: number of Pintaest wew |
emails to display, etc. Grogs ot

(O~ 2 & h
~ 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 hdmpublicationsuk@gmail com

Google Seourity 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.

' o_\
delivery tomorrow will be delayed by an hour due to flooding at ... Mar 13
Show more messages +
In Inbox and

suk@gmail.com Your Google Account w
Important and unread

}suk@gmail.com Your Google Account W Important

art of our ongoing efforts to improve tra Unread

ards like yours - We found some freshby ¥ Starred

More options...
sh Pins for you Wallpaper Iphone - Funr

Sh h{
|Google apps - Hi James, Welcome to Ge ow upto

Sitems

ith Issuu Hello James Gale, Please verif
v 10 items

suk@gmail.com Your Google Account W 25 items

rs - We found some fresh boards for yot 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.

Do | Need to Worry
About Spam Emails?

That'’s a good question with a potentially very long
answer, but in short, yes, spam email is best avoided.
Junk or spam emails are unsolicited/requested messages
sent in bulk by email.

Email spam has steadily grown since the early 1990s

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
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.

With this in mind, it is always best to approach spam with
caution and following this guide will better equip you to
avoid spam as a whole.

Report and
Remove Spam

Step 1

! Removing spam from your inbox is easy. Click on the message
you want to remove and look for the ! button above the message
box. Clicking this will remove the spam message and report it

to Google.

Google
Gmail ~ “ L] [ .- @ - Mon
Super Nintendo Inbox
| imbox BOM f com>
Starred to david =
Sent Mail Hi Dave,
Drafts | saw this and thought of you! | am worried to even think how many hours we spen

you beat me by? 000.1 | OL
Mars «
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Step 2

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
spam has been detected and moved into it, click the mailbox and
then click"Delete all spam messages now”.

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
do-no-reply AffiliateFuture: Get Me a Ticket - Latest Prizes and Competitions - Get e A T
PointShop.co.uk ‘We want to give you 200 points - Unwanted mail? Unsubscribe here Hi Russe
Aqua Classic Card with W. Re-build your rating with up to £1,600 limit | You could have YES in minutes
Uream Marmiage Your new maltcnes on Uream Marmiage ¥ - Uear Member, Your Ureams nave ¢

Fast Claim PPI Is your claim worth £45007 - Find outin 30 seconds - # How much is your cla

Step 3 in:spam
1 If you see a message
in the spam mailbox

“ Delete forever Mot spam n.- L Y

Amanda Applegarth (@AmandaApplegart) mention

which has been moved spam x

there incorrectly (i.e. it (Twitten) dahpplegart @etirsst
Is not Spam)’ y0U can Amanda Applegarth (Twitter) <n-ehffiner76=tznvy.pbz-710a8
correct the mistake by tome -

Selecting itand C|iCkir‘]g A Whyis this message in Spam? You clicked "Report spam” ft

Not Spam from the
options above it.

M Images are not displayed. Display images below

kari brown,

Creating Filters

Another way to deal with unwanted emails, particularly if you
are getting lots of emails from one particular address, is to set
up afilter.

Step 1 « Roply
} Open the inbox and find a % iFonte
message from the contact
you want to filter. Click on
the message to open it. Click
on the Mere button to the
right of the buttons above
the message, and select Filter
Messages Like These from
the menu.

Filter messages like this

Print

Add lan Osborme (o Contacts list
Delete this message

Block “lan Osborne”

Report spam

Report phishing

Show original

Translate message

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.

Domsrt have

Has atiachment
Conlinctuom chats

Son g 2 -z

PRS-

from:(ian@bdmpublications.com)
When a message amives that matches this search:
7 $kip the Inbox (Archive i)
7 Mark as read
O stk
Apply the labsl:  Crooss fabot...
Forward it add forwarding address
" Delete it
T Never send It to Spam
7 Aways mark it a6 important
) Navar mark It as important

Calegorise as: Choose category... &

m As0 apoly fier 10 1 maiching conversaton.
Leam more

>~

Date of Birth (dd/mm/yyyy)

%

p——

Protect Your Email

Address

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

with unwanted emails.

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

Dealing with Gmail Spam

N

fiald

14:01 (21 hours ago)

& 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.

’ s . Step 3
USIng Chat I n G ma I | 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

Step 1 chat list, which indicates whether they're available (green); their
Before you can chat with someone, you need to invite them and name will show in bold if they have sent you a message.
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. ﬁaDM ‘ &
Mark Ayshford Office
Drafts e B.David Hayward
David Hayward Retro |
More ~
% Share your status.. m russ ware David Hayward GTXT
ﬁBDM = Your status will be visible to everyone you
use Hangouts with. Martin Smith Moviet
0 S WA v/ Show when you were last active
David Hayward UFO € |

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

Show when you're on a video or
. Step 4

phone call on your devices
ard on Amazon at the moment. | think w 29 Jan

' To chat with someone

Notifications who is available in your el °
e 3 list, click on their name Devon lastn” ™ o o
and a small chat window ity claabl
v/ Sounds for incoming messages will open in the bottom
i r your Google
v/ Ring on incoming phone calls nght corner of the

a archive that

Gmail window. Click the
IO arrow to the right of the
contact’s name to undock
Step 2 the chat window.
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-
Gmail will prepopulate their username. If they are not in your YT =
contacts, type their email address and click Invite to Chat.

Q_  Enter name, email address or tel. |

a BDM +
+ah\  New group

0 russ ware
0 russ ware

50 www.bdmpublications.com



Instant Chat in Gmail

Step 5 Step 7
1 Click in the text box at the bottom of the chat window to start I 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.
Posems T
m S+ o bdmandroid
Hi Dave
How are you doing, bud?

S Good thanks. Getting through the latest book, nearly done.
Did you watch any movies recently?

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

‘@5 | am looking forward to Thor, looks fantastic.

Step 6

1 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.

IR 1 sevtoss - binpuseismns  \EREREN e
e C (0 | @ Secure
Google g - |
Gmail - Settings
COMPOSE General Labels Inbox Accounts and Import  Filters and blocked addresses  Forwarding and POPIMAP A/ |
Chat: Chaton
nbox L L)
Starred
My chat history: O - Your chats will “Chats” in your Gmail account,
Sant Mail “off the record”. Luam mone
{© Never save chat history. - Your chats will never be saved or searchable in your Gn |
o v Changes | Cancel

Chat Status

Share your status...
Your chat status controls your availability to chat with , % Y
your friends. You can manually enter your status which ﬁBDM v

Your status will ba visible to everyone you
can be viewed by all of your Chat contacts. L

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 e uss 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

www.bdmpublications.com 51



Using Google Apps

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 Step 3
When you open one message in a conversation, all of your If you like, you can change this setting so that replies aren’t
related messages are stacked neatly on top of each other, called threaded into conversations but appear as individual messages in
Conversation View. In Conversation View, each new message your inbox. To do so, go to the General tab of your Gmail Settings
is stacked on top of the ones that arrived before it, so that the and check the box next to Conversation view off.
newest message is always the one you see first.
Seltings
Gmall Conversations T BeE Rus General Labels Inbox Accounts and Import  Filters and blocked addresses  Forwarding and POPIMAP  Add-ons  Cha
Russ Ware Hi Mate. Have you scen the conversation settings in Gmail? it makes reading ¢ 13:38 (24 minutes ago) —4 Conversation View: © Conversation view on
(9818 whehar emasts of e Same nqr: A Conversation view off
n russ ware Yeah, but you can also split conversations, or even mute a conversation you a 13:39 (22 minutes ago) @roused logether)
Russ Ware 1349 (13 minutes ago) = Hepy = “e Dand San Arcree: 2, M o & Ao b e
Really? | didn’t know that. How do you mute a conversation? Desktop Notifications: Click here to anable deskiop notifications for Gmall
{24 Gt 10 Sy PO PORECTIORS O New mail notifications on - Nolify me when any new message arrives in my inbox or primary tat
g YOur G83K109 When new eral messages amve) Important mail notifications on - Notify me only when an important message armives in my inbo
™M Leam more © Mail notifications off
wril 07, 2014 1:39 PM RK.E Stars: Drag the stars between the lists. The stars will rotate in the order shown below when you dick suc
- search, hover your mouse over the image
Subject: Re: Gmaill Conversations Presets: 1star 4stars all stars
In use:
You Notinuse: % % % % « W ® ¥ ¥ @ @
A " IfYou
You't Keyboard shortcuts: © Keyboard shortcuts off
mbnz Loam more Keyboard shortcuts on
S:::\‘ Button labels: © leons
samsung Galaxy $5 Sale AdS - Why e &8 Hest Leam more Text
Up 10 45% Off Samsung Galaxy 55 Find [oday's Hest P'nces & Save
galaxy 55 storescompared.com njus My picture: Change plcture g Visible to everyone
= Leam more _ = Visible only to people | can chat with
Step 2 Step 4
To see all the messages in a conversation, just click the Expand If you're part of a long message conversation that isn't relevant,
all button. A conversation will break off into a new thread if the you can mute the conversation to keep all future additions out of
subject line of the conversation is changed, or if the conversation your inbox. Open or select the conversation and click the More
reaches over 100 messages. button above your messages. Select Mute from the options.
q | 50 Y
| .- % - More ¥ 10010 < > @
Mark as unread
20f10 < > B - 0 - — Mark as not important
sications com> Add to Tasks 29 Jan (1 day a
6 Add star

| 'ou I've booked Tuesday, 6th February off, so | Filtor me3s0ges fika thoso

Mute

29 Jan (1 day ago)

29 Jan (1 day ago) - -

Last account
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How to Use Gmail Conversations

Step 5

! 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.

= M Gmail Q. mutef %i
O isemue
+ compore @ sbeime
O b r G Search the web for ‘mute” .
& Swmed Google James, your new Apple iPhone doesnt have the latest Google apps -
arre
© Snoozed " y - Jim, Alyssa tell gazine des ~
> oo - Starred
B o
oot Vs ~ Everything else
‘J.n-. + Google Security alert New device signed in to bdmpublic
Google Security alert - New device signed in 1o bdmp
YouTube Ghanges to YouTube's Terms of Service - YouTube As part of our 0ngoing
Pinterest decolores, @ macbacks | the collection and 12 other boards like yours - W
Pinterest We think you might ke these Pins - We faund some fresh Pins for you W
Google James, your new Apple IPhone doesnit have the latest Google apps - i
lssuu Verify your lssuu sccount - Verify your emall addreas with lasuu Hello Jar |

I Conversation View in Gmail can be confusing at times.

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

S 8
29 Jan (1 day ago) LR
. Reply
= Forward

be good to go see It.
Filter messages like this

Print
Add Martin Smith to Contacts list

Delate this message
Block *Martin Smith*
Report spam
Report phishing
oty o addeeved Show oginal
ot Mt it Translate message

it to the sender
Mark as unread

the 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 [ ] - ¥~ More ~
Office Party! Inbox X
” Mark <mark@bdr ications.com>
= 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

Using Gmail Keyboard
Shortcuts

As you become more accustomed to Gmail and its many
features, the use of keyboard shorts will vastly increase
your productivity and make your Gmail user experience

far easier.

M Gmail

—}— Compose

Q, Searchmai

Settings

General Labels Inbox Accounts and Import  Fliters and Blocked Addresses  Fo

L  nbox

Keyboard shortcuts:
Starred Learn more

Snoozed

Keyboard shortcuts off
© Keyboard shortcuts on

Button labels: © lcons

Sont Learn mere Teat

Drafts My picture: Choose a picture you'd like peaple to see when you emal

How to turn on Gmail keyboard shortcuts
Click the gear in the top right corner of Gmail and, from
there, select the Settings link. Then click on General,
scroll down to the Keyboard shortcuts section and switch
them on. Finally, select Save Changes at the bottom of

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 Sesrchmai

T R— s

~ Important and unread

0Ow Google James, your haw Apple iPhone doesn't have the latest Google apps - Hi James. Welcome 1o Go
nowne pro—

v Starred

Mo Everything else
pen Pe——
Pevterest decolores, @ macbacks | the collection and 12 other boards like yours - W
Pt i o g G o ko sepai Py Vil s
o e R A b e S e SR R I i
== T —
o— rhng sl et 1 St s i s B S
- ke el e T e P
e Patsest 14 ohone bechorounds Pin 0 cheek o e found some Pin hat we ’
o s ek B Gl R R P
P P v
Step 2

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

= M Gmail Q  Searchmall
¢ o 0o & = © [~ 3
} compose
Mark as unread
O mbox Magazine delivery = ssoxx Mark as notimportant
Add to Tasks
e Swprad 5 1an Osbome cenquricagbampubiications com
@ Snoozed tome = Add star
> sem " Create event
B Doans Alyssa tos me the magazine deivery tomorrow will bs del Fiter messages ks these ki
100K 1o their other warehouss to avold dsmage
v More Mute
When they're here, we'l have that meeting we discussed. I'V toll Martin, Ayshie and Bob.
Jacras i
& Regards,
lan Osbome

Ok, thanks for the update. Sounds gooe. OK, no probiam.

. Reply » Forward
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Step 3

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

- P !
® = o My Tasks ~
=== e - m + Addatask
. ® 2 . Magazine delivery
) ) Magazine delivery
" Wed Mar 13,1020 AM ¥y & P

) row will be delayed by an hour due to flooding at one of the warehouses. She says it shoukd
| 1the stock to their other warehouse 10 avoid damage.

| vo discussed. Il tell Martin, Ayshie and Bob.

| inds good, Ok. no problem

Step 4

To show a task as completed in the list, check the box next to it.
The task will stay in the list as a reminder. If you want to remove a
task from the list, select it and click the trash icon at the bottom of
the Tasks pane. Once a task is removed, it cannot be restored.

@ # @ <« m x

Magazine delivery

Add details

‘= My Tasks v

Add date/time
t should

Ly  Add subtasks



Step 5

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

@ Delete

20 i 23 24

Step 6

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

= Google Calendar Tooay ¢ > February 2018 Q  Mow - £
sun Mon Toe wed ™ Fn
hancn i d € :p EY Ed 30 = 1Feb 2
------- Ry r—  Vam Lanchenl
o oen @ o
Y LR
Womomowomowow
wowomonomomow B - ° = =
Add a friend's calendar +
n 2 i " 15 1
Pe— e foneeren ]
B e0uPublications
8 oitndep
B Reminsers
18 ” 20 n 2 3
Sther calendars PN
B toidaps in United Xingdom
k] » 27 2 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.

e : ‘

Magazine delivery

Update number of copies ordered,
Confirm volumes via email

tions coms Mar13,2019,1020AM  fr W § ®
= MyTasks -

{fomanrow by an hour 9 atone of B muoan x

other warshouss

She says it should

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

Add subtasks

2 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
above it.

= @ o <« B x
2002 ¢ ) m-
© B \Magazine delivery
s 2 [0} Update number of copies ordered.
Confirm volumes via email.
Mar 13,2019,1020AM ¥ & : o

= My Tasks v
9 Thuoct3d1 x

2y an hour due (o flooding at one of the warehouses. She says it should
ther warehouse to avoid damage.
L O Publications
| Mastin, 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 mall =
B ¢
~ Important and unread

Goagle James, your new Apple IPhone doasnt have the Iatest Google apps - Hi James, Welcoma to Google

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

~ Everything else

Google Security alert - New device signed in to bdmpublicationsuk@gmail.com Your Google Account was |
Google Security alert - New device signed in 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 transp.
Pinterest decolores, @ macbacks | the collection and 12 other boards like yours - We found some fresh board
Pinterest We think you might like these Pins - e found some fresh Pins for you Wallpaper Iphone - Funny w
Google James, your new Apple iPhone doesn't have the latest Google apps - Hi James, Welcome 1o Googht
Issuu Verify your Issuu account - Verify your email address with Issuu Hello James Gale, Please verify th
Google Security slert - New device signed in 1o bdmpublicationsukg@gmail com Your Google Account was |
Pimterest 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 yau - This just in 15 new Pins! 2019 mavie, 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:
Esc:

Space:

Enter:
Backspace:
Alt + Up:

Alt + Down:

Enters task detail view

Exits task detail view

Marks a task complete or incomplete
Enters inline edit mode

Deletes a task

Moves selected task up

Moves selected task down
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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

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

’ \ BOOMERANG FOR GMA IS HIRING! L RICING INSTALL

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

? .
Add this to your Gmail!
*If you write a lot of emalls, then the Boomerang
el Plusinfor Gmailis your new best friend..” By Q
P Mike Kaiser ¥ 4

Boomerang for Gmail lets you take control of

when you send and receive email messages.

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.

o~ G | mews
- Unreed

g%d SEE WHATS |
+ Everyl Thank you for installing Boomerang.

o Let's take you on a tour of Boomerang features inside Gmail. forthe nextg |
o o welas) |

Return meseages to inbox Sehadule messages
2 g moment |4
a % flin Martin Sm |
o | S
(b vica vera. K.
(=R Hbdmpubsukd
aow ledonas Jany |
068 (0%) of N |
SKIP
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Step 3

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

Fve gol tickets i

Super Nintendo - Al the memories. David Hayward
Retro Gaming - Fve gol some great| g oot okets

GTX Titan GPU - Hi Jim, Thure's a g 4

Movies - Hey Jim, Wher's the nuxt & | have managed to get tickats for the midnight scrocning of Black Panther, can you make it?

Cheers
UFO Spottad In Davon - Hi Jim, Did

sim
Confirmation of Emall Address - Hi
Your password changed - Your pass

a  Your Google data archive is ready

Step 4

Boomarang this: Zo

In 1 hour
In2hours
In4 hours

Tomarrow moming
Tomorrow ahermoon

In2cays
Inddays
in 1 week
In2weoks
In 1 month

At specilic time:
Fumpins: Maacay Sar, inc 27°
21972018 B:00 AM = m [ ]

PR -

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.

- a (1] I ] [ Mors © #™ Boomerang
Retum Conversation 10 Inhox o
russ ware followed you back on Google+ Inbox X Only if nubody responds
n Googles <noreply-161220b9@plus google.com> Uns n 1 hout
o In 2 hours.
tome -
In 4 hours

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

Urssutsssziten T thess ik
Googlo LLG, 1600 Amahitheatre Py, Mouniain View, GA 04043 USA

0 GB (0%) of 15 OB used
Manage

Tamor

I 2 ays
In 4 days
In 1 week
In 2 weeks
in 1 month

At a specific time:
Pravybes: Moriey Saum, Do 2
2/82018 8:00 AM

Random time ~

Touns - Privacy



Step 5

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

= o o More - ™ Boomerang

m
N
L 4

Movies Inbox  x Enter the note to yourselt below

5 Martin Smith <marin@paperculld co.vk>
lome ~
Hey Jim,

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

Cheers
e —
Martin
= -
Martin Smith
Group Senior Designer
Papercul Limitwd

Mobile: 07718 923173
Email: marin@papercutitd co.uk

This email and any files Lansmitled with i are confidential and intended

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

If you are not the intended recipient. you should not copy it. re-transmit

it, use it or disciose its contents, but should retum it to the sender

immediately and delete your copy from your system. Papercut Ltd

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

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

necessarily represent those of Papercut Lid

Papercut Ltd. Registered in England and Wales No. 04308513. VAT Registration No. 786 6279 72
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Boomerang Extras

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

Step 1

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

[ cowoss | I've got tickets FBETE
Inbex ﬁ BDM Publications <bdmpubsuk@gmail com>
Starred 1o David (v
Sent Mail Bud,
Drafts (2) | have managed to get tickets for tl Boomerang this: A8
More Cheers. In 1 nour

In 2 hours

Jim

k BDM + In 4 hours

Tomorrow morning
8 David Hayward y Tomorrow afternoon

& v David Hayward

@) = vere In2 days

In 4 days

In 1 weak

In 2 weeks

In 1 month

At a specific time:

~ E‘(iﬂErﬁS ’Ma!}dﬂi!iﬁﬁi;.’)m‘ Z?‘
U & [2ozo1s00am & m

=
B0 oomess vion o - @

David Hayward <david@Udmpublications.corn>
tome |~

Sounds like a plan! What's the date?

! urData  Your Google data archive is ready -

™M

Step 2

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

H BDM Publications <bdmpubsuk@gmail.com>
10 David (=

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

H &~ David Hayward

I

ER: ' 2at B0
EEE v n2en- v - @

Step 3

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

Compose Mail - bdmpubsuk@gmail, To
russ ware followed you back on Goe  Subject

Supor Nintondo - Ah the memorics
Send Message: o
Retro Gaming - 've got some great |
iIn 1 hour
GTX Titan GPU - Hi Jim, Thera's ag ™ 2 howrs
n & hours
Movies - Hey im, When's the next A Tomorrow morming
Tomormow aftermoon
UFO Spotted in Devon « Hi Jim, Did

In2 days
Confirmation of Emal Address - Hi,, " 4 98ys
in 1 week
In 2 weeks
Your password changed - Your pass
in 1 month

At a specific fime:
Bxamplos: Monday Gam’, “Dec 23"

momscoan = | [
< schedule recurnng message

®
es ©

Boomerang this in 2 days = Hnoreply ~ MK o

Step 4

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
Alow in inesgnits
Boomerang for Gmail  1.2.7 Enabled
Py 9 @ Enel g
to email productivity tool. Send fater, track responses, and use Al to write
¥ Enabled 5]
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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 E ¥ ® EH @
© 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 rhanna unir nraforennree hora
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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 M T
the lowest density (themost -

;. i) 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

I 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
tought of you! | am wc Prowmioiions h...
Updates
rought of you! | am we Forums h...

bbdmpublications.com Spam
Bin

| ve to dig out and dust ation for the next game - Wt

Create new

Manage labels

re OS 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

(") Nest label under:

( a

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.

ido - bdmpubsuk x\V \

. 'e | https://mail.google.com/mail/u/Of#inbox/1614218ae202a50a

Dav ¢ r v“

David Hayward
davd@bdmpuulmt\an 5.c0m

david@bdmpubiciations.com

& Search the web for "Dav”

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

Shift + Enter

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

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

Anh the memones. I'll have to dig out and dust off the old Wil soon, in preparation for the next game - WHERE

David Hayward

Group Dditer Altermative 05 Titles
Rlank nag Madia Ted

Tel: 01626 362264
Mobile: 07534660976
Euwall: davidebdepublice

wWeb: hdsoublications.cos
Twitter: BDMPub
FaceBook: BOM Publications

Dlack Dog Media Ltd
Ashfield Todge,

12 Torguay Road.
Newton Abbot,

Devon

12 4an

Unsubscribe

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

Cancel unsubscrinbe

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.
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3]

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.

= [ Calendar Tdy < > January 2020
| create » 3 3 Jont
riewveacson I
January 2020 < >
s .
wonow oo
. , .
Search f
My calendars ~

James Gale

Rirthdays.

Reminders

Tasks

Other calendars + A

Holidays in United Kingdom

Click on the Date

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

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

January February
L T ; M T T F
3 1 2 3 4 1
5 6 7 8 9 10 1 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 x @8 19 20 2 2
26 27 28 29 30 31 1 18 25 26 27 28 29
4 There are no events scheduled on this b )
day
March April
M T W T F S S M w T F
12 3 4 5 6 7 2 1 2 3 4
8 9 10 11 12 13 14 5 6 7 8 9 10 M
15 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 ~ o3 (4] m
Wed Thu Fri Sat
3 1Feb 2 3

® 11am Lunch with Andi



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.

ve

[EVISUUN  (No title)
X

" 1 IAdd title and time

Event Reminder Task

@®  Nov26,2019 - Nov 26,2019 Add time

10 AM —
2, Add guests

1AM — Add location or conferencing

=  Add description
12PM =

More options Save

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.

TASKS
Q@ B vn-  E @ k- X
Rl SAT
5 7 P+ Addatask
e|o© ’
|
O
+ Magazine delivery
o
Update number of copies ordered
10 n Confirm volumes via email.
Jweeksage [ Maga.
() Publications
@)
o
17 18
ool 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
Birthdays
Reminders

My calendars

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
Birthdaye
Reminders

Display this only

Settings and sharing

000000

Other calend,
celencars (I DX X X J
Holidays in Unitedkingd @ @ ® Q@ © @
ove0O®O®

+
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Sharing Your Calendar Step 3

1 Once you click Save, the person with whom you selected to
Itis possible to share your different calendars with individuals | share the calendar will receive an email invitation to view your

or groups. An email invitation is sent and the contact will be calendar. The person will need to click on the link contained in the
able to view your calendar alongside theirs. email to add the calendar to his/her Other calendars list.
Step 1 dogle
! Log in to your Google Calendar and look for the calendar list on i~ - o i TR wre
the left-hand side of the screen. Roll the mouse over the calendar ourose R FligKey Own a Vacation Rental? - GetMore Bookings for Loss, List Your Praperyfor Freo on FlipKey and TripAdvisor,
you want to share and click the small arrow button. Select Share ‘ :,.:1" TUSS_ware, |- mgedl som: recommends that you use Google Calendar inbox x
this Calendar from the drop-down menu. ;‘;Ia) Ml e u
(261) Ive been using Google Calendar to organize my calendar, find interesting events, and share my schedule with friends
s YOu mught ke to use Gooale Calenadar. 100.
Calendar settings : :T; ;';m = m recommends that you use Google Calendar
To accept this Invitation and register for an account, please visit: hifps Awww google render?cia=NWaol
o lems KaGLAT A VALY 2F s ZWSKYXIUZ2 R Z 2L mNvbQSinvEmzilkey=: L0 uk 984101629955 14200
BDM Publicalions - o o™ z?:glshg;::‘v:; '1‘::5::,:’.: :::ruhL::K of everything going on in your life and those of he important people around you,
Description ] =
" L B s
38 ware
boissell Ware
! MILLER
R FiipKey - Own a Vacation Rental?
GetMore Bookings for Less. List Your Property for Frae on FlipKey and TripAovisor.
Time zone
(GMT-05:00) Eastern Time SET MY PRIMARY TIME ZONE
Owner
bdmpubsuk@gmail.com
1 earn mare ahout exporting your calendar EXPORT CALENDAR
— What Platforms are
[0 Make available to public See all event detaile ~ C t' b I ?
Learn more about sharing your calendar GET SHAREABLE LINK O I I I p a I e o
Share with specifc people 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

bdmpubsuk@gmail.com (Owner)

Step 2 is a listing of the platforms and applications that will be
} Enter the email address of the person with whom you want to compatible with Google Calendar files.

share your calendar. From the drop-down menu on the right side, . Apple « eM Client « Microsoft Outlook
select a level of permission (view only or view and make changes), « Yahoo! « Mozilla - Novell GroupWise

then click Add Person. Click Save to finish. . IBM

Share with specific people

Add email or name

Mark Ayshford

mark@bdmpublications.com

david@bdmpublciations.com

CANCEL SEND
David Hayward

david@bdmpublications.com

.||Il
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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.

KM =0 s gl
Day VWieek Month 4Days Agenda More | -

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:

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

! y Calendars
bdmpubeuk@gmail.com

Contacts

rared Calendars
B Holidays in United Kingdom (Read Only)
Cancel

or any other GalDAV device.

bdmpubsuk@gmail.com
Google Mobile -
©2009 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 evente
Someone sends you an invitation to an event Emal
Changed events

Somesne changes an event Email
Cancelled events
Someane cancels sn svnt Emall
Fuvent responses Email ~
Guests respond to an event for which you can see the quest list
Daily agenda

| 5 None
Receive an email with your agenda every day at 5a.m. in your current time zone

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.
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Get Started with
Google Maps

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

Pan Controls

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

This is a 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.

E 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.

United

Your places

LABELED

[ » Ry
o

Work

Set a home addre
Set a work address

North Sea

Germany
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Planning a Route
with Maps

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

on your mobile device.

Step 1

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

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

_ Unhua)

United
Kingdom

France Py A

- : o
I - o s Google

| &

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.

even just a town or city.
=omof®+ xN

DELAYS

ffic in this srea T&dburn

No known road disruptions. Traffic incidents will show up here. L At Pathfindt

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.

= ¢ @ B £F H 4+ X I = 6= B fF &L 4+ X I g L)
o ema Q ? L e Greditof
: K o Hamburi Q
e United opa
Kingdom Hamburg Gemeny

Isle of Man
Home Kingsteigntor

Ireland
Work SET LOCATION

London
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Hamburg Mitte Hamburg, Germany
Hamburg-Nore
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No known roed disruptions. Traffic incidents will show up here.




Step 5

) With both starting point and destination completed, Google
Maps will automatically generate your route. If you want to
include additional stopping points to your journey, click on Add
Destination and a third box will appear. Remove this box by
clicking the X next to it.

= o @m 8 fF H 4+ X I
O  Exeter
(f) Scotland
é Newcastle upon Tyne X
(®  Add destination
OPTIONS

Send directions to your phone

12 h 32 min

706 miles

via M5 and M6

2 h 32 min without traffic

DETAILS

Step 6

)} Having generated your route, the map screen will zoom in to
show the complete journey highlighted in blue. You can zoom
in and out as normal if you want to get a closer look at the
route. You can also alter the route by clicking on any part of it
and dragging the blue line.

(®'Scotland
*Edinburgh

#+(0)Newcastle upon Tyne

NORTHERN
IRELAND

Isle of Man

= 12h 32 min §
Dublin 706 miles

=Manchester
Gn.wm
Ireland
Limerick A
3 ENGLAND Cannliicye
Curk WALES Oxtor

d
= London

Southampton Brighton

Exeter(e!
Plymouth

Jersey

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.

13h 18 min

s Newcastie upon T

ENGLAND.

WALES

¥ London

Step 8

) Scroll to the top of the directions list and you will see three icons,
a link to save the route to My Maps. Share the details and you can
also print directions directly by clicking the printer button. You can
choose to show the map or just the directions on your printout.

Share link

Ermbed map

ShortURL  Leam m

hitps://www.google.co.uk/maps/dir/ Exeter/Scotland/Newcastiesupon+ Tynt

Exeter®
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7.

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.

~ reland

® [
NG

- The Lighter inn @
— g 9.
L & %

Topsham Museu|

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.

T High st

Exeger,
i

T High st

* High st

- = .
et WosdbUry
& i T High St Saltertc
el - Topshar
A woodbur

Step 4

) With Street View now showing, you can move around by moving
the mouse pointer onto the road so that it becomes a circle and then
clicking. The camera will pan forward to that position. Repeating this
action lets you follow roads and streets along their length.

Google
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ep 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.

Google

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.

o 9.

Las vegas, Nevaca

B o

(@« Sreet view - dan 2017

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.

Littie Argyll St
London, England

2 Google, Inc.

M, (- Street View- Sep 2017

Street View See insl

Photo Sphere
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Share and
Embed Maps

Google Maps is a great tool when used on a phone or tablet for navigating
and planning a route in advance. Not only can you use this great tool
yourself, you can also share maps with others and even embed them on a
website to give your customers directions.

Step 1

) Before you share a map, you need to zoom and scroll until
the area you want to share is centred on the window. Only the
visible portion is shared. You can also choose to share the map
in Map view or Earth view.

Step 2

) If you have saved favourites on a map, only you will see them.
Equally, if you embed the map and view it on your site, you see
your saved places on the map. Your site’s visitors won't see those
saved places, they see a map built for them.

70 www.bdmpublications.com

Step 3

)} Directions can be marked on the map, and will be shared
when you send it. Right-click on two points on the map to
set your direction to and from those locations. Check that the
correct route is selected, if alternatives are available.

Step 4

) In the top left corner of the screen, click the Menu icon. Select
Share and embed map. Check the box next to Short URL to create
a shorter link. Double-click the link to highlight it, then copy it by
pressing Ctrl+c (or Cmd+c on Mac). Paste the link wherever you
want to share the map, like an email or Google+ post.

Share link Embed map

Short URL  Learn more

https://www.google.co.uk/maps/dir/50.5487109,-3.6141749/50.5606807,-3.

You can also copy the link from your browser's address bar.




Step 5

) By using a short URL, you can squeeze a long Google Maps
link into fewer characters to leave more room for other text. For
example, the URL http://goo.gl/I6MS is easier to share than the
long URL http://googleblog.blogspot.com/2009/12/making-
urls-shorter-for-google-toolbar.html.

3 min
1.2 miles

Share link

Embed map

¥ Short URL Le

https://goo.gl/maps/kCHv4pHIdVN2
24 min

1.2 miles

27 min
1.3 miles

Step 6

) When the recipient opens the email, they can paste the link into
their browser and see the map, with directions marked and listed
in a step-by-step format. They will be able to interact with the
map (choose an alternative route, etc.) just as if they created it.

James Gale: From [russ@bdmpublications.com |

Subject
Here are those directions i promised...
QRE

Russ Ware

Step 7

) You can embed a basic map, driving directions or a local search

into your website or blog from the new Google Maps. When your
viewers are signed in to Google, they can also see their home and
work, saved locations and more in your embedded map.

elink  Embed map

¥ 183195, Kingsteignton, Newton Abbot T.

Exeter Road /

) this map, you agree to the terms of service

Step 8

) Ensure that the map you'd like to embed appears in the
current map display. Click the settings gear icon in the bottom
right. Click Share and embed map. In the box that appears,
make sure the Embed map tab is selected.

Share link Embed map

Medium v <iframe src="https://www.google.com/maps/embed?pb=!1m24!1m12/1m3!1d1006

Higher
O Exeter Rd, Newton Abbot TQ12 3QJ Sdnuygul&-? a
RQandunata 5

9 183195, Kingsteignton, Newton Abbot T...
M s

This map is built foryou x

Preston ﬁ" When you view this map on your site, you'll
1 see your saved places on the map.

Your site's visitors won't see those saved
places - they'll see a map built for them.

Yok e

Teigngrace

Exeter Road

“ = Go gle

Map data 2018 Google _Terms of Use Reporta map errar

By embedding this map, you agree to the terms of service.

Step 9

} Choose the embed size you want, then copy the HTML and
paste the code into the source code of your website or blog.
Keep in mind that traffic information and some other Maps
features may not be available in the embedded map.

Embed map

<iframe src="https://www.google.com/maps/embed?pb=!1m20!1Tm8!1m3!1d10139.9643149'

, Newton Abbot TQ12 3QJ

Kingsteignton, Newton Abbot T...

1.2 miles

A 27 min
1.3 miles
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Explore Deeper
with Maps

From adding more detail to maps to making it more intuitive to find local
businesses, some updates may not be immediately noticeable. However, if
you know where to look, a host of new features are there to be used. Here
we take a look at using these extra options.

Step 1

)} Open Google Maps on your desktop. The map should be
centred on the country you live in, even if you have not shared
location information with Google. Photo tours can be found
using the satellite imagery (Earth view).

= Washington Square Park New Y

‘Washington Square Park
A6 REERT AT
Part e Garoen

Step 2

) Having entered your search criteria, if photo tours of a
location are available, they will be displayed as a series of photo
thumbnail images on the pop up left side menu. These photos
will show a side facing circular arrow icon in the bottom left.

Step 3

} Photos, See inside and street views can also be displayed
along the bottom of the map, by clicking the Yellow man icon.
Photo Spheres are marked with a small blue circle, See Inside
with an orange icon and street views with a circular arrow.

Images
— Street View @
Click d an

Photo Sphere See inside
to see image

Step 4

)} Not all areas will feature photo points. They are made available
when there are several different views of a particular area. Click
on your choice of view and Google Maps will automatically swap
to that location and view, here we have selected Photo Sphere.

Add a photo

Review summary

5
4
3
2
1
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ee Inside are interactive still photographs
ed to Google Maps. The latter allows you
ne would expect and give you a view inside
mply clicking the small orange icon on the
Maps click the back arrow top left.

The Ginnamon Glud H
Google lnc

Seainside Deo 2014

Step 6

} If you choose instead to open a photo sphere, you can use your
mouse to grab and drag the image around to see a 360 degree
image of a location. Photo spheres are created using a smartphone
app which, as mentioned, blends multiple photos together as one.

) Another fantastic feature
of Maps is the 3D rendered
view point you can access
in key locations by clicking
the 3D button on the

main navigation controls,
bottom right. By pressing
and holding the Control
key you can explore

this 3D environment at
your will.

Step 8

} While in 3D mode, zoom into the screen and your viewpoint
will change from the 3D rendered background to Street View
automatically. This offers a perfect showcase of view points with
a single gesture.
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) Google Maps
Tips and Tricks

Google Maps and Google Earth are two of the most powerful and useful
tools that Google has ever produced. If you have never done more than
check out your house on Maps, here are a few tips and tricks that will help
you to see the real possibilities of these tools.

Turn-by-turn L | Offline Maps

Navigation ) Get access to a map, with
) If you own an Android or without a network signal.

smartphone, you won't Download a map of your

Follow the route

need an extra GPS device = rig 14 23 destination to use offline and

for your cross country Best Western Lord Hal... . maintain GPS functionality even P
Dunchideock E‘ : o

excursions. Map your Exeter EX6 7YF when you lose mobile service. You

road trip and get hands- can save and use certain maps

free, turn-by-turn GPS 83195 when you're not connected to

navigation, complete the Internet. If your mobile device

with voice guidance. You has GPS, the blue dot shows your

can even get live traffic NETEAbbat location so you know where you [l
reports, letting you see are. You can even get maps of | paaoias”
current traffic conditions

before you set off and
while you're on the go.
Get estimated travel
times and even find
alternative routes if things
look busy.

indoor spaces. The next time you're
running through the airport or

in a shopping centre, use Google
Maps on your mobile phone to get
indoor walking directions and find
your way around.

CANCEL

Searchin for GPS... Blklng Maps

— ) If you are more of a fan of pedal power than horsepower, you
can use the Google Maps Biking Directions beta. Find dedicated
bike trails, routes without motor vehicles and the best streets for
cycling. Dark green lines indicate bike trails, light green shows
dedicated bike lanes and dotted green lines are bicycle-friendly
roads. Navigate it all with biking directions in Google Maps
Navigation Beta.

h Olchrd
= 23 min
103 miles
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Your Places

) Want to map out your travel plans or share hiking spots with
friends? Try making your own map of what matters to you most
with Your Places. Mark locations, add details like photos and

links and invite others to collaborate with you on your map; and
access it on your Android device. Sign in to your Google account
to access your map across all your devices. You can take your map
on the go to find your favourite spots easily and even access your
desktop location search history on your phone, and vice versa.

Sharing Maps

) You can share maps via a short URL, an HTML embed, email,

text message and even send maps to certain GPS units and cars.
To generate a customisable embed code or URL, click on the link
icon to the top left of your display. Check the Short URL box (or
whatever you require) or click the link for Customise and Preview
Embedded Map. If you want to send the link out, rather than copy/
paste the text that's been generated, click Send for further options.

Directions Pl

Share link Embed map

Short URL Learn more
https://www.google.co.uk/maps/place/Kingsteignton,+Newton+Abbot/@50.

You can also copy the link from your

MapsGL

) MapsGL uses technology
called WebGL (Web-based
Graphics Library) to enhance
the Google Maps experience.
WebGL brings 3D graphics to
your browser without the need
to install additional software.
This allows you to provide
seamless transitions between
various levels of imagery and different map views. Some of the
MapsGL improvements include 3D buildings in Map view mode
and 45° aerial imagery, smooth transitions between zoom levels
and seamless 45° aerial view rotations and the ability to Swoop
quickly from the Map View to Street View imagery. With MapsGL,
you can experience all of this in your browser without a plug-in.

Google Arts & Culture

)} Google Arts & Culture is a platform which brings world heritage
sites of the modern and ancient world online. Using Street View,
3D modelling and other Google technologies, these amazing sites
are now accessible to everyone across the globe. With videos,
photos and in-depth information, you can now explore the
wonders of the world from your armchair just as if you were there.
A fantastic feature that makes Street View even more unmissable.

€ Google Arts & Culture

Jpoogle

Send to Phone

} Google Send to Phone enables you to send text messages of
Google Maps content to your mobile phone. For example, you
might text yourself an address or location you've found.

To send something you've found on Google Maps to your
phone, click the link icon in the left panel. Click Send and choose
Phone from the left side. Enter the required information and hit
Send. You'll receive a text message with your selection. You can
also send a local search result to your phone, by clicking More >
Send from the place marker’s location information window.

Cardiff
o

Weston-

via M5 and M4 4 h 54 min

My Places

) Using My Places, you can
create custom, annotated
Google Maps that include
place marks, lines a nd shapes.
You can even add descriptive
text and embed photos and
videos in your map; then share
your maps with others. This
can be handy for mapping out your favourite restaurants, planning
an upcoming holiday or saving biking routes for future reference.
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Explore with
Google Earth

Google Earth lets you explore the world from the comfort of your own
home. Featuring high quality satellite imagery, as well as incredible 3D
rendered models, Google Earth lets you take a trip to a faraway place, stroll
through a 3D forest and even travel back in time.

Step 1 Step 2

If you have not already installed the Google Earth app on your Click on the links to install the app. When installation is complete,
device, you will need to do this before you can begin. From the you will need to refresh the page to load the Earth view. You should
Google Earth webpage, click on the Learn more link in the bottom notice that the view changes to show detail that is more realistic.
left corner of the screen and click on the Earth Pro link to start You can now zoom right out to show the whole globe.

the download.

The world's most

detaited globe

Climb'the tallest mountains,

Step 3

You can search for locations in Google Earth by clicking the
Search icon in the side bar to the left of the screen. Type the name
of a street, town or country in the search box and the view will
zoom in to show it. Search also for landmarks and businesses.
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Step 4

The view of many locations in Google Earth will be in 3D. To tilt
the camera, use the controls at the top left of the window: the
control with the eye tilts the camera, the control with the hand
pans the camera. You can pan, zoom and tilt by right-clicking on a
point and moving the mouse.

Step 5

Switch to view while using Google Earth by clicking the Menu
options, top right, and then selecting Map Style. Now you can pick
how the Map details are shown. From limited information to in-
depth detail or an option between the two.

Map Style Select a locatipy highlighi

Clean

No borders, labels, places or roads.

Exploration

Borders, labels, places and roads

Everything
All horders, labels, places, road:

Custom

Chouse your own lovk and fe

\ %

Step 6

You can access news, photos, videos and Wikipedia information
via Google Earth. Click on the ship's wheel icon on the left side bar
to switch to the Voyager screen. You can then click on individual
piece to read it in full. This information is updated regularly so
remember to check back.

Earth at Night

EDITOR'S PICKS RAVEL CULTURE  EDUCATION

( App Store Previow )

Google Earth
Google

Screenshots nene ad

Share Postcards with
your friends

world in 30 to
new angle

Google Earth Mobile

In addition to the desktop app described above, you

can also download and install the standalone mobile
version of the app. The desktop version lets you view
satellite imagery, maps, terrain, 3D buildings, galaxies far
away in space and the deepest depths of the ocean. You
can learn about the moon and follow Apollo missions;
take narrated tours about the effects of climate change
and even travel back in time with Historical Imagery.

The Google Earth app is available for your Android or
Apple devices.
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How to Use
Google Translate

With the Earth in the palm of your hand or at the end of your keyboard,
there are no limits to how far you can explore without barriers. Yet if

you have been inspired to open up your world on the other side of your
screen, there is one barrier that could limit your travels, that of language.

Setting Up Translate

Google Translate is far more than just a basic translate tool.
You can use this in several different ways.

Step 1

Unlike Google Earth or Maps, the Translate app is far less
graphically intense but its lack of visual gloss is replaced with a
very powerful tool that can prove as essential, so let's take a look.
Open the Apps menu on the tool bar and select Translate from the
choice of applications.

oG’
Google i
' e
e r— ke
Step 2 Google

This is the main
control window of
Google Translate,
from here you
can decipher any
communication smm-
break downs. Notice
the two boxes on
screen. The left
(input) is where you
enter the original
text and the right
(output) is where it
is translated.

Translate

English Spanish Russian Detectlanguage ~

Type text or a website address o transiate a document

|

A

&

—> JOIN THE TRANSLATE COMMUNITY
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Step 3

Just like a standard Google search you can choose to input your
text via the keyboard or using voice input. To use the latter, click on
the Microphone icon to the left or if you prefer the former, tap the
keyboard icon to the right. Your text will now appear in the box to
the left. By clicking the double arrow icon between these boxes,
you can swap the text.

Google

Translate

English  Spanish  Fronch Detect language -

T

Step 4

NOTE: You are limited 5000 characters per translation so ensure
you enter your text in small chunks to avoid missing text. For
this first example we have entered an expression in English and
selected Norwegian, from the drop down menu, as the translated
language. The translation happens in real time.

Google
Translate

PP  ..... |

* ' God morgen, hvordan har du det?

Russian  English  Spanish  English - detected  +

annd morning how are you?

o " Do <

See also
how are you, you, e, how, moming

Googhe Transiale for Business: Translator Tookit ~ Website Transiator



How to Use Google Translate

Step 5 Step 8
1 If you wish to translate the same piece of text into another ) By clicking the Pencil icon in the input box, you enter your text
language, click on the downward arrow icon and select your by writing it, using your mouse, touchscreen on a pointer tool.
language for the list of options. You can also hear both the original Once you have entered your word(s) you can either select from
and the translated expression by clicking the speaker icon in the the options running along the bottom of the input box or press
bottom left of the input or output windows. the blue return icon to enter it.
Gncgle —
>hrasebook “
Translate | |
Russian Englan Spanin _Englen . comeced - % Engn Rusan Nonwgan n | Alllanguages -  Sort -
Good mor : : :::o_-. x m : : In har du de ‘ O Can you direct me to the nearest NN MINNYT NN 107 2D ANK
Amnars Cuoen e Keresn Ve @umess]  Srewe Vieremess railway station? nanpn
A Damsn Hawaian Korgan (Kumanf)  Nepas S Weisn
» Amenan omn  Heoew P Norwegian Sownan  xmosa c] How are you feeling today? Kak camouyscTame ceronHn?
) # Azervagan Englan  Hoa 3 Pasnio Somas ‘Yiogsn
el e T R — O Good moming 2L
See also Bongal Piigino. leslandic. Lithuarian Portuguese S — & .
s e \ - KT Super M ' H
- R R Ee = AR S vy e T
Cataan Fraan ren Maiagasy Rusan Tami
Covuans Garoan Raian Malay Samoan T
Crichewa Goorgan apaness Malayaiam Sorts Ganlic Thai
Chinea (Sampitod) Gorman ervanenn Malnen Sewtyan Turksh
(Crinese (Traciionsl)  Greex. Kanrsoa Maor Sesomo Uranan
N
Step 6 (Gocgle
1 By clicking the Pencil icon in the input box, you enter your text Translate
by writing it, using your mouse, touchscreen on a pointer tool. [ T— e o [o] eaomen | mosin - [T
Once you have entered your word(s) you can either select from ‘ s Lot _—

the options running along the bottom of the input box or press

the blue return icon to enter it.
— S 4 «1

Translate Tom
Russian  Engiish  Alanian  Engiish - detected e R Nowegen - [
Hello *| Hallo® - JOIN THE TRANSLATE COMMUNITY

Google Transiate for Business:  Transiator Tookt  Websits Transiator
9l x| * Q<

Hello e

B ===[=[=T: Translate Documents

To translate a piece of text that is larger than 5000

Step 7

P Google characters you can upload a full document which will
I Translated text

) Tearislas be read and translated by the Translate app. Once
can be Copied, th ;
e process is complete you are free to download the

Shared or Saved to Russian English Albanian  Chinese -detected | ~ translated document. This process is far from complex as
Phrasebook, the — - we will detail below.
results using the icon “BRARRT! RIS 2
links in the output From the “translate a document” link below the text input
box. By clicking the 8 7 box, click on blue text to bring up a small grey box with a
Star icon to the top Choose file link on the left side. Click this link and locate
right you can open SRS the file you wish to translate and select as is usual with

your 0S. You can upload files from a number of formats
from Word to HTML files, there is a 1MB file size limit so
ensure your doc is compatible. Once your file is uploaded
tap the blue Translate icon to load your translated

' document, leaving you to copy and paste the results as
by clicking Export to you wish.

your Phrasebook and
quickly view all your
saved translations. You
can also save the file

Google Sheets.
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How to Use
Google Flights

Google have apps for navigating the world around you, and Google
Flights is the next logical addition to their app portfolio, giving you quick
access to explore the world for real. With this app you can find and book
flights for you and your family, making the world more accessible.

Step 1

Navigate to the Google Flights website google.com/flights to be
presented with this home page. It is advised that you allow Google
to track your location so you will be automatically linked to your
nearest airport, based on distance.

ioogle Flights

wos °

Step 2

Just above the main search bar, you will notice you have three
options which are very important to ensure your search results
match your requirements. Your options are type of trip, number of
passengers and finally type of seat. Enter your picks to move on.

passenger -

+/  Reund trip

Oy Q@ Where to?
Multi-city

Recemt destination: Madrid

Suggested trips from Exeter
r Paris
Fri, 26 Apr -~ Sun, 5 M.
[} e Non-stop - 1h30m

80 www.bdmpublications.com

Step 3

} In the search bar, first enter the airport you wish to fly from and

the destination you wish to travel to. NOTE: if this location doesn't
fly to your choice of destination the nearest airport that does, will
be selected for you. Next you will need to select a travel date.

Round trip = 1 passenger v Economy v
O Exeter Q < > Wed3Apr FEN
@  Popular destinations Sat, 30 Mar - Wed. 3 Apr
ecent destination: Madrid Amsterdam
Non-stop - 1h 3 fiom £397
Explore destinatl
uggested trips from Exeter Paris e
| Non-stap - 1 h 30 me 10 £258
Paris German:
i Dublin ¥
i, 26 Ape
Non-stap - 1 h 10m+ from €34
w2 Nom-stop 30
Malaga
Nonrstop - 2 h 30 m+ from £335
l! Amsterdan Alicante L
Fri, 26 Apr Nonvstop - 2h 15m+ fromeses ¢
{

e 180

©  wore estinations

Step 4

Having selected the airport and your destination you can now
confirm that your flights are available for the time period you wish
to fly. To do this simply enter the departure and return dates to see
a listing of all available flights within this time scale.

March April
Recent destination: Madrid =
12 ° 4 5 & 7
8 9 10 1 12 13 14
14 18 18 17 1 16 17 18 19 20 2 %
18 19 20 21 22 23 24 2 23 24 25 26 271 B

5 26 27 8B B 300 29 30




Step 5

! Click the flight that suits your needs to be taken to this window,
from here you can view any stop overs or changes required by
clicking the small arrow icon to the right of the top bar. If you have
happy to move on click anywhere on the listing to move on.

O Exeter < Q Barcelona (9 sat 30 Mar <> Wed 3Apr <

Bags ~  Stops - Afines ~  Price ~  Times ~  Connectingakports v More -

@ EXT-8CN > Choose retum to Exater

Returning flights

otal price inchudes taxes + fes for 1 sdult. AGEIISA Bag. fasn and Gther fe4s may 8paly. Setby T
M 1515-18:40 4h2sm 1stop £378 <
M 0815-1050 5h35m 1stop £397 2

A France, Fiybe - Ogerated by JOON BON-EXT 1nsmeoy "
A 2025-1050" 1Bh2Em 1step A& £397 o
“  9longeror more expensive fignts
Ads lastminute.com «Dreams Aurobilet CheapOair Opodo Expedia

Step 6

1 This screen is where you actually book the flight and confirm the
listed details. When you are happy to proceed, click the Select icon
and you will be automatically taken to the airline or ticket vendors
own website, where you can complete your booking.

I oo o o £378 l

Jd5  Google may be compensated by some of e

AP ‘a’n?mm?r:ﬂu’m - 78 m
2= Departing flight - Sat, 30 Mar
4  Fybe-Air France | cnange ignt &

Step 7

! If you are more open with your travel plans, and don't have a
strict destination you wish to visit you are well covered by this app.
From the home page click the Explore Destinations link directly
above the world map bottom right.

= Google Flights

Roundirip = 1passenger = Economy =
Stops ~ || Aiines ~ || Bags v || Ouration -

i g

[ 1-week trip in the next 6 months

Price ks wr
0
Genera
y o |
aneaTvAE £104 France
o (]
paiena do a7 |£48
§ May Portugal £104 “
wange (T T
ts0
an P
Mon
Uiy
134
Manchester
: P ——
- — Mol
- ] Google Flights @ Language  English Country - United Kingdom = Currency - GBP

How to Use Google Flights 9

Step 8

I From the map screen you will see a selection of locations and
flight prices that are available from your choice of airport. Click
on any of these to be shown the flight plan, a visual and a brief
selection of alternative flights and their costs.
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France
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Bilhao ¥
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Pizza, Pompeil, art & the Royal Palace Madné
Sun, 9 Jun - Sun, 16 Jun £635 Palma de ¥
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# Flybe, Air France -1stop 7h5m £378 <pain *
# Flybe, Alitalia * 2 stops - 11 h 20 m £432 prrromm
£50

View fights "

Gibraltar

¢ @) Update results when map moves

Step 9

1 You can also choose to change the search parameters based on
the price of the flight. You can do this by using the slide bar on
the left of the screen and selecting the price you wish to pay. The
results are displayed below.

™) 1-week trip in the next 6 months

Price @@

Malaga
Sun, 21 Apr - Sun, 28 Apr
Non-stop - 2h 35m

| £30
Naples

1 Sun,21 Apr - Sun, 28 Apr

| Non-stop - 2 h 50 m

|

| £26
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Using Google Apps

Getting Started
with Photos

If you have never used Photos before, you may be surprised to discover
just how useful this free tool is. It not only lets you create slideshows of
your favourite images and share images with your friends and family, it
also allows you to edit your images. By making Photos the central hub for
your photography those memories will be safe.

Uploading to Photos

Step 1

! Open the Photos app via the App icon and the drop down menu
accessed from it. The first thing you will need to do with Photos

is upload your images and videos into it. Unlike its predecessor
Google's Picasa, Photos doesn't search your computer for
compatible files thus you will need to organise yours first.

Go gle Protos Q PRS- =g

Ready to add some photos?
35 3308 & taassratars 13 plnat

Step 2

Having placed the
files you wish to
upload to Photos
in a folder, the
quickest way to
transfer them is to
simply drag and
drop the files on the
Photos window as a
group. Each file will
then upload to the
app, the speed of
which is based on
your connection.

Drop files anywhere to upload
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Step 3

When your files have uploaded to Photos, they will be displayed
based upon the date the images or videos were captured, newest
to oldest being the default setting. Notice the link to the Desktop
Uploader, ignore that for now as we will cover it later.

CREATE  UPLOAD

Google Photos
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Using Photos

CREATE UPLOAD

n B e

Sat, 19 Nov 2016

Sat, 31 Dec 2016

2015

Sat, 22 Aug 2015 Sun, 12 Jul 2015

Below we break down the key features and controls of the Google Photos application, so it’s even easier to use.

II Menu

By clicking the three lines icon, top left, you can open the
main Photos menu panel. Here you can quickly access the key
functionality of the application, from sharing your images and
videos to clearing out unwanted files.

E Settings

The Settings link gives you access to Photos customisable
features. From this link you can decide upon your storage options,
compressed but high quality storage is free, while keeping your
files at the original size is limited to 15GB without a paid upgrade.

B Search

By entering the title of your file you can search your image and
video database for it. If you have a large amount of files stored in
Photos, you can narrow the criteria of your search to specific files
from Videos to 360 photos by double clicking the search bar.

ﬂ Create

Tap this link to open a pop-up menu which contains four
additional links, Allbum, Shared album, Animation and Collage.
By click on your choice from these four options you will be taken
directly to its specific window.

B Upload

By tapping this link you will open an upload window, where
you can search your computer for any additional photographs or
videos that you wish to add to your Photos file collection. Once
you have located the files, select them and click Open to upload.

B Timeline

Here you can control the images and videos that are displayed
in the main Preview window based upon the date they were
originally captured. To do this simply scroll up or down through
the Timeline bar, stopping at the date you wish to view.

Preview Window

By default, all images, animations, collages and videos will be
displayed in this main window. You can scroll through your entire
collection and by clicking on a file you can view it full screen and
even add it to your Pinterest account by tapping the icon top left.

B Add Partner

This option is a far more in-depth way of sharing your entire
library of files with another user via an email account, for example
a family member or friend. You can, however, only share your
library with one person.

83
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| Using Photo Collages
) and Animations

One of the great features included with Photos is the ability to make
collages and animations of your files, either for yourself or to be shared

with your friends and family.

Step 1

Starting with a collage, the first task is to select your photos. You
can select a single folder by clicking on it in the folder panel or you
can select numerous images by clicking on the tick icon on the
top left corner of each of the images you want.

Step 3

You can edit your image collage by tapping the edit icon located
to the top right of this screen. You have a series of options and
filters that you can apply to your new image. To use a filter click the
middle icon and then click on the style you wish to apply.

X  5selected

.- |
Step 2

Once all the images you want are selected, click the + icon
located in the top right of the preview window. A new menu will
open; from the options you are given, select Collage. Photos will
now auto generate a collage based on your images.

Sat. 31 Dec 2016

Step 4

You can also adjust the level of filter use using the slider bar in
the middle of the filters listings. The crop and rotate tool enables
you to cut out sections of the collage or rotate the image at either
90 degree angles or manually, using the user control.

N
7PN RRNNNNNSSS
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Step 5

When you are happy with the edits to your collage, tap the Done
icon. You have a couple of options for saving it. Click the more
options link on the far right corner of the window. Now choose
how you wish to store your new collage from this list.

slideshow
Download
Download ofiginal
Rotate

Add to album

Add to shared album

Archive

3

Step 8

When you are happy with your collage and or your animated
slide-show you can send them to your contacts by tapping the
Share icon. When you see this window, choose how you wish to
share the file and click the required icon to make your selection.

Step 6

Moving on to the Animation option, once again select the
images you wish to add and click the + icon and select Animation
for your list of options. Now all your have to do is leave the Photos
application to do the work for you.

\ &

Frl 24 012014 T 3 Jan 2013

Sun 9 Dec 2012

Step 7

Photos will now auto generate an Animation based on your
images. This animation is simply a slideshow, moving between a
series of still images. This animation is automatically saved to your
collection of files within Photos.

David Hayward
tavid@bdmpublicarions

david @bdmpublciations com
david@bdmpubloiations.com

David Hayward
ogle Photo:

Tuss ware
cogle Phot

New shared Add to shared

alburr album

®

Welcome to Pinterest

Or
[  Continue with Facebook

Gontinue with Google

Pinterest helps you
find ideas to try.

How it works ‘
Continue as a business —_—

©Q Businessss Torms of S Privacy Polcy  Melp  Phons spp  Andilepp  Usem  Collections  Bxplors  Intemaional

Link to Pinterest

Pinterest is a very popular social networking tool, based
around sharing images, which is closely linked to the
Photos application.

If you are already a Pinterest user or simply wish to sign
up and share your photos with the world, it couldn’t be
easier to get started. Visit www.pinterest.com and sign in
using your Google account. Once you are signed in you
can upload directly by clicking the icon on any of your
images, when you are viewing them full screen.
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Editing Images
Using Photos

Google Photos not only provides you with storage for your photos and
videos in one place, it can also be used to edit your picture. Photos editor
is not a fully-featured image editing program but it includes enough to
make the most of your photos. It’s also free!

Lightand
Colour Fixes

These controls let you
change the lighting
or colour levels of
your image. You can
either use the sliders to
change Light, Colour
temperature and Pop.
The latter being a
fantastic tool that adds
greater depth to your
images with a simple
QUiCk Fixes adjustment to the slider.

As stated Google Photo editing isn't a fully optimised and
functional Photoshop alternative but with that said, there are more
than enough options for you to clean up or enhance your digital
photography, with only the most basic understanding of photo-
editing. Photos offers simple tools, designed to help fix common
problems with a few clicks as follows.
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Image Processing (Filters)

These controls let you quickly add a range of different filters to
your images. These range from sepia and black and white, to soft
focus and graduated tint. Click on each filter and you can then
control the intensity of the effect using sliders. You can easily undo
any effect using the buttons below the filter list.

UNDO EDITS DONE

Click and Hold to Compare

When editing or applying filters to your images, it is very
important that you don't lose sight of the original image; this
ensures that your edits aren't actually detrimental. At anytime
during the editing process, you can revert to your original image
by pressing and holding on the mouse button or screen. Your
altered image can be saved as a copy so you can keep both.

&

Rotate and Crop

The crop and rotate tool enables you to cut out sections of the
collage or rotate the image at either 90 degree angles or manually
using the user controls down the right hand side. NOTE: If you are
using the crop tool to zoom this could effect image quality.
You can also crop the image to a number of specific aspect ratios,
Free (user defined as detailed above), Original, Square, 16:9, 4:3 and
3:2 by clicking the aspect ratio icon in the top bar. Having selected
any of these ratio options, Photos will place an adjustable frame on
the image, click Done when you are ready to crop.

- 13 Nov 2017

pexels-photo jpg
]

Adding Information

Each photo or movie file in your Photos library contains
unique information. This includes file size, resolution,
date and time it was captured all as default. This data can
be viewed by clicking on the “i”icon on the control bar at
the top of the window. You can add a custom description
to your files, which will be stored as part of the image'’s
information. To save this new info tap the X Icon in the
top right corner of the screen.
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Using Your
Photo Albums

Google Photos Albums is an easy way to store your photos online and
then share them as and when you choose. Google provides free storage
that makes sharing your photos quick and easy.

Adding Photos to
Web Albums

Adding photos that you have on your computer to your Web
Albums is easy using the Google Photos software.

Step 1

' Open the Photos app and search through your photo folders to
find the images you want. Each file acts as an individual but you
can create new albums containing a mix of files if you wish.

= Google Photos Q

@ Mon, 13 Nov 2017

Sat, 6 May 2017 Fri, 21 Apr 2017 Sat, 31 Dec 2016
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Step 2

To create a new album folder, click on the tick icon on the files
you want to add to the folder. Now click the + icon in the top right
of the main tool bar and select Album from the drop down list in
the top right corner, as shown here.

X 6selected
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Step 3

You can choose to save to an existing Album to create a new
one. Access to these albums is achieved in the same way, by
clicking the link of your choice.




Step 4

Having chosen to create a new Album, you can now customise
its name by entering your title into the text input box at the top of
the collection of files; click the tick icon to finish . You can also add
files to this folder by dragging and dropping directly.

untitiea

Sharing Web Albums

There are a couple of different ways to share your files and
albums, depending on whether the recipients have signed up
for Google.

Step 1

To share a single file, click
on the image to enter full
screen view and then tap
the Share icon on the right
of the screen. From this
menu screen you can share
with a Google contact by
clicking them.

Step 2

Alternatively you can share via your social networks by tapping
the link to Facebook or Twitter. To share to a non-Google contact,
click Get Link and then copy and paste it into a message or email.

Step 3

To share an album,
click on the icon in
the top right corner
of the album and
then click on Share.
Once again you can
quickly share with
Google contacts
by clicking on
their name.

Sharing options

Share

httpe.//photos. app 600 QlBXIFZVNF edeaEX)

Callaborate

Comment

Pecple

+

Eag 5o pubicaions

Step 4

Alternatively you
can also share via
your social networks
by tapping the
link(s). To share to a
non-Google contact,
click Get Link and
then copy and paste
itinto a message or
email and send the
link as per usual.

Step 5

Add a comment if youd like to add context to your photos. This
text will be posted with your photos in Google+. Add Google+
circles, individual people or email addresses and then click Share.

Dogs
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Get Started
with YouTube

YouTube provides a forum for people to connect, inform and inspire others
across the globe and acts as a distribution platform for original content
creators. More than 1 billion unique users visit YouTube each month so

don’t miss out.

® 9 g vouTube 5%

<« C () | @ Secure | https:/wwwyoutube.com

03 YouTube ™

Recommended
Home

Trending
Subscriptions

—ar

£ History

@ THotSince 8z
e,

Deborah de Luca @ Chateau
de Chambord for Cercle

Hot Since 82 @ Eastern
Flectrics 2017 (BE-AT.TV)

©  Watch Later

SUBSCRIPTIONS

@ Bame Sack @ Deborah De Luca

DV DJMag

Q wmomag
Browse channels H
YouTube Movies

Sattings

2:03:42

Deborah De Luca @
Alltimeclubbing Bucharest

Sick Mugic 2018 Mix with
London Elektricity & Danny

SHOW MORE

Films by Fims

i
When We First Met - Topic

Help

Send feedback

subsc

SUBSCRIBE SUBSCRIBE

== EE U

The Greatest Showman - Topic

World's Strictest Parents (UK)
Lebanon Fi

His Voice Is So Emotional
That Even Simon Started To

gbaraklilisyy

5 Best Knockouts by Mike
Tyson With one Hit

Bruno Mare - Finesse (Remix)

The Ageing Clubbere Guide
[Feat. Cardi 8] [Official Video]

To Oldskool Volume Four

heAgeing C

Solo: A Star Wars Story - Topic Black Panther - Topic

Fifty Shades of Grey - Topic

SUBSCRIBE SUBSCRIBE SUBSCRIBE

II Search

You can search YouTube just as you would search on Google and
as you type your search term, suggestions will appear below the
search box. Previously searched terms that are similar will show
at the top of the suggestions box. Search results are displayed in
order of relevance.

E Upload Controls

This drop-down menu contains a direct link to the upload screen
as well as links to your uploads dashboard; here you can see all of
the content you have uploaded and your analytics, which shows
how many times your videos have been viewed and, if you have
a channel, how many subscribers you have. These controls give
access to figures showing the decline or growth of your channel.

20
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B Account Controls

Here you can see your viewing history, channel subscriptions,
playlists you have created and social connections. You can also
control or delete channel subscriptions. Social connections allows
you to share your content with your Facebook or Twitter accounts.

Recommended Content

If you are signed in to your account, and have viewed any videos
previously, content that is recommended for you will be displayed
at the top of the home page. You can view more recommended
content by clicking the word “recommended”. If you have
subscribed to any channels, relevant content from those channels
will also be included here.



B Subscribed Channels

A list of your subscribed channels is shown here. You can click
the arrow button just above the list to change how it is displayed:
new content, A-Z or most relevant. Just below the channel
subscriptions listis a button which takes you to the complete
listing of available channels. You will also find the controls for
managing channels there as well.

B Recommended Channels

The listing here is based on the videos you have watched and
which channels you have previously subscribed to. Roll your
mouse over the Subscribe button to see how many subscribers
any channel has and click the button to instantly subscribe. A tick
next to the name of the channel shows that it is verified as an
official channel.

Latest Content

The most recent content from your subscribed channels is
displayed as a list at the bottom of the screen. If you have not
subscribed to any channels, this list will be populated from the
most viewed content on YouTube, content that is currently
trending and that which is relevant to your geographic location.

Manage Playlists

With playlists, you can put a series of videos all in one handy
place. For example, you could create a playlist of all of your
favourite music videos or sports clips.

Step 1

To add videos to playlist, click the Add to link underneath a video.
You can add it to a playlist that already exists or you can create a
new one.

arest (BE-AT.TV)

Add to.. My

. [] watch i ater flc |

IE from Alltimeclubbing at Arenele Romane Bucharest 1701
{ Create anew playlist P
I ARPHE oo

Step 2

You can make changes
to your playlists by
visiting your Library.
This link is found on the
left side of the main
YouTube user window.

- Dutores Do Lica 9 Atimecutbing Suchures (B AT
-mﬁ'wkitmrnm w2017 @AY
- A e MYTE B NTE 2517 EATTV)

] mm-nuw k- P Fauton P 2017 DEATT

Deep House Music Live Mixes

Step 3

Open the playlist you want to change and click the Edit button
next to the playlist you want to edit. Click Done to save any
changes you make.

u Deep House Music Live Mixes
p

3 Youlube

- Ontorsn Ou Luca @ ARSmachisbing Bucharest (BE-ATTV)
- Adm Bayes @ HYTE Bt - NVE 207 (BEATTV)

I‘ G Al Fezpatich - BPM Festval Portuga 2017 (BE-ATTV)

DVoultbe 20 woortwmin © o regn - oot G @ e

Absut Press Coppight Crostors Adweriee Develpers  s¥ouTube

Step 4

Reorder videos in your
playlist by hovering your
mouse over the video
until you see a grey
vertical bar to the left of
the video. Click the grey
bar, then drag and drop
the video to rearrange it.

Deep House Music Live Mixes

s videss « Nov

@ Deborah DeLuca

7 A

b Pleysl < Shwe {3 Pleyistsettogs

- Adam Beyer @ HYTE Berlin - NYE 2017 (BE-AT.TV)

Deborah De Luca @ Alltimechubsbing Bucharest (BE-AT.TV)
by BEALTV
“ Hel Since 52 @ Eastem Electrics 2017 (BE-AT.TV)
by BEATTV
i Alan Fitzpatrick - BPM Festival Portugal 2017 (BE-AT.TV)

More =

Step 5

To delete an entire playlist, click the More icon at the top right
corner of this window, then click Delete Playlist at the top of the
list. Once a playlist has been removed, you cannot undo.

Deep House Music Live Mixes
s
L -
- ‘Adom Beyer @ HYTE Berlin - NYE 2017 (BEATTV)
- Daborah De Luca @ Alltemeciubbing Bucharest (BE-ATTV)

“ Hot 5ince 82 @ Eastem Dectrics 2017 (BE-AT.TV)
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sing the
YouTube App

The YouTube app gives you access to great videos and shows on all sorts
of subjects. It is the gateway to a huge and always expanding world of
entertainment. Follow this guide and enjoy YouTube, wherever you are.

Step 1

Log in by tapping the Silhouette icon (top right corner). If you
don't, you can set one up (tap Sign In then Add Account). It's a
good idea to use YouTube while logged in, as this allows videos
you might like to be offered as viewing suggestions.

X Account

W 10 uploac, 5ave and comment on video

B Settings
B  Terms & privacy policy

@  Helpa feedback

Step 2

You can search for a subject or channel using the Magnifying
glass icon. You're then presented with a list of relevant videos,
showing how many views they've had, their length and their
uploader. Their length, in minutes, is shown in the screenshot.

€ Google X | 2
0 Google

7.3M subscribers - 2.1K video

@ SUBSCRIBE

Latest from Google

031919

Google GDC Keynote

the creative coder

Stadia GDC g
o adding color to machine leamning digits of pi
38K views - 1 week agc 99K views - 1

Google's Stadia Announcement at GDC 2019 in Under 14 Minutes.
1.5M views s ago

B Engadget

Watch Google's Stadia Event In 5 Minutes

L) a = =]
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Beating the re. |

Step 3

Tap on a video to open it. You might have to watch a short advert
first. While watching, you can use the Thumbs icons to like or
dislike it, the Share icon to share it or you can save it to your Watch
Later list for viewing later. Similar videos are listed below it.

_ -

Google — GDC 2019 Teaser
Google - 463K view,

autopisy @)

#34 ON TRENDING
Stadia GDC 2019 Gaming Announcement

Made by Google 2018
[ L ed Google - 646K view
¢~ Google

J 73M subscribers

& SUBSCRIBE

Comments 4.9K 3

Step 4

Two more controls are worth a mention. The small triangle below
the right corner of the video can be tapped to reveal or conceal
further information and links and you can tap the Subscribe
button to be informed whenever the YouTuber posts a new video.

Single GPU

Made by Google 2018

Comments 4 9K

’ Now we can actually play Skyrim on our digital fridges! The future is here




Step 5

Tap the video as it plays and you get these controls. In the centre,
there’s the Pause/Play icon and either side are the controls to skip
to the next video or restart. Scrub through the video using the red
dot, or make it full screen with the icon in the bottom right.

Up next Autoplay @i

Google — GDC 2019 Teaser
Google - 463K views

Made by Google 2018
Google - 646K views

com/GoogleStadia
2book.com/GoogleStadia

ederal Communicatior

thorized as required by the rules of the

1ay not be, offered for sale or lease, or sold or leased, until

Step 6

The Three-dots icon, in the top right, gives access to further
options, such as: reporting the video, adding captions or changing
the resolution. Tap the video at the top of the screen, anywhere
there's no icons, to hide the controls and go back to viewing.

Quality - Aut:

Captions

Report

© » B &

Help & feedback

)  Playback speed Gaogle = GDC 2019 Teaser

(a]

1d of lea: Made by Google 2018

Comments 4 9K =

Step 7

Notice the rectangular
icon with the Wi-Fiicon |
within it. Tap this icon
to stream YouTube
from your tablet to a
TV, using Chromecast
or Airplay. Simply select
the device you wish to
cast to from the list and
your video will instantly
play on that device.

Step 8

The YouTube app also features the ability to “Go Live” with your
content. This is available directly through your device if you have
a camera and microphone attached or built in. To start your live
stream click the camera icon and select“Go Live"to share your
stream with the world. Once complete your stream will be save to
your YouTube video uploads.

Start the show

To get started, allow access to Photos, Camera
and Microphone

New from My Channels

US 1-r'wl,ANn'

YouTube Klds/Gamlng

Google have two more content focused applications
that sit alongside their original YouTube app, YouTube
Kids and YouTube Gaming. Each of these apps, which
require separate downloads, follow the same basic
build as the original, albeit the content is locked to the
respective app. For example YouTube kids features only
child friendly videos and content and all search results
will remain within these confines. Thus enabling users/
parents and guardians to control of the content viewed.
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Uploading Videos
to YouTube

It may sometimes seem like the whole world is uploading videos to
YouTube, from the random ramblings of retro gamers to budding
musicians. If you want to add your own voice to the varied world of

YouTube, here’s how to get started.

Step 1

Sign in to your YouTube account if you haven't already done so.
At the top right of the screen, wherever you are in YouTube, you
will see an Upload arrow button. Click this to get started.

= @VouTube*
A Home Recommended
1Y Trending
i3  Subscriptions S
LIBRARY __ e, 4:39:18
N Solomun - Warung Beach Deborah de Luca @
9D History Club 15 Years (BE-AT.TV) Alltimeclubbing, Bt

©  WatchLater

SUBSCRIPTIONS

@ Game Sack . ‘
DU DJMag i
@ Mimag ‘
Giorgia Angiuli live @ Ibiza Es Deborah de Luea af |
Vedra for Cercle de Chambord
Browse channels o o
Cercle K.B: ING
70K views - 1 week ago A
H  YouTube Movies
SHOW MORE
£ seungs
@ Hep Films by Films

Send feedback ‘

nwwz’ ‘

About Press Copyright
Craatare Advertice
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Step 2

Click anywhere in the upload window on the next screen to start
browsing for your videos. Alternatively, you can drag videos onto
the browser window from any open folder on your computer.

3 YouTube Search 1

Select files to upload

Or drag and dro

p video fies

Pubte

HELP AND SUGGESTIONS

Step 3

Once you have added a video to the upload window, using
either method, a new page will automatically open. If the video file
has a title, it will automatically be entered in the title box.

UPLUADING U% At

a Your video is still uploading. Please keep this page open until it's done.

Basicinfo Translations Advanced settings

IMG 2058

Upload status:

Description A

-y

Tags (e.g. Albert Einstein, flying pig, mashup)

VibEo THuMBNAILS ©

Thumbnail selections will appear when the video has finished processing.



Step 4

Fill out the rest of the information, including the description and
the tags, as these help make it easier for the video to be found by
searchers. If you wish, you can alter the privacy settings so only
certain people can find it.

3 Youlube™ Search

3 ook -Publiet 10 make you vidoo e

Basic o raostations Advanced settings

AFan amily Haliday Pusi

Comwall x| | holiday x |

vioeo THuenans @

Loceton UntedKingdom +  ResticiedMode O v Muory @ Help

DYouTube 29 Lnooe Enwn ~

About Press Copyright Crestors Advertise Developers +YouTube
Tema  Privecy  Policy & Safety  Sendfeecbeck et new festuren

Step 5

When the video has finished processing, several thumbnails will
automatically be grabbed from it and displayed. Click on the one
you want to use as the display thumbnail on YouTube: select the
one that you feel sums up your video clip the best.

p
[

e Search
s | =
B3 Chok Putian o make your video ive. E—
Highights of our briant winte hoiday 1o the Comwal coast pe— v
‘ Y

Comwall x  holiday x | « Add o playiet

wioeo eumnais @

Video Manager -+ Add mare videcs

Step 6

If the uploader detects that the video is shaky, as it is being
processed, you can choose to stabilise it. A progress bar will
show when the video is uploaded to the site.

Search

A Fantastic Family Holiday Rewwn 10 edzing.

Share. Embed Em:

flwlciBIS] t |«

https:/youtu.be/AMInOSFbjS4

VidsaManager 4 Add more videos

Step 7

I To check your video has been added to your account, navigate
back to the main YouTube page and click on your name in the left-
hand column. All of your uploaded videos will be displayed there.

CREATOR STUDIO Videos [0
BE DASHBOARD
Actions ~ Add tc

=
= VIDEO MANAGER

A Fantastic Family
6 Feb 2018 11:52

Playlists Edit hd
((+)) LIVE STREAMING v
25 COMMUNITY v
O cranne v
1hl AnawTics v

y TRANSLATIONS &
‘A’ TRANSCRIPTIONS

Step 8

Click the Video Manager button to quickly see and manage all of
your uploaded videos. Here you can check the number of views,
likes and dislikes, as well as being able to share or delete videos.

A Fantastic Family Holiday

")
w0
LX)
"o

DS youts De/AMINOSIDS4

A Famastic Famiy Hoscay Uniieed

tighligh brtlent 1 to the C « A o eyl
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Using Google Apps

How to Use
Google Drive

Google Drive is a free storage service which allows you to store images,
folders and documents in the Cloud. These files and documents can then
be accessed from any tablet, phone or computer via the Google Drive
software. Not only is this a great way to free up space on your devices, it
also lets you access your files from almost anywhere.

L Drive Q SearchDrive n
E My Drive ~
F New

Quick Access
» B myorve

&, shared with me

© ==l
WEST COAST
Y Stared RAAN TRID ™ |
W tesn Photo album Monthly budget
u created in s
E  ssckwe

8051 KA of 15 G used

B WR3S7_03_FULL (1) jpeg

Monthly budget

II Search

You can search Google Drive in the same way that you can
search Gmail or one of the other Google products.

New

Click the New button to open a new document, spreadsheet,
presentation, form or drawing.

Folders

Your preset Google Drive folders are shown here, along with any
that you have created. Click More to see Labels.
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B UNKNOWN jpeg

M HOP122jpeg P HARBOURDAY.jpeg

o & @@
- -
L]

Namq 4

B STAGECOACHOPEN? jp ] Photo album

B Getting started

M 151215TJ-9730R0ADF. H

- 151215T)9730ROADFORWEB jvea & |
ﬂ Current Folder

The contents of the currently selected folder are shown here. You
can change how items are displayed (List or Grid).

B Display Controls

Change how items in your folders are displayed and how they
are sorted. The gear icon lets you access the G Drive settings.

E Upload List

When you upload multiple items to Google Drive, the Upload
box appears, to show you the progress of each item.



Free Google Storage

Google Drive, Google+ Photos and Gmail give you
storage space for nothing so you can keep your files,
emails and photos accessible from any device, anywhere.
If you reach the free storage limit, everything in Google

Drive, Google+ Photos, and Gmail will still be accessible
but you won't be able to create or add anything new.
You'll still be able to create Google Docs, since they don’t
take up any storage space. For G+ Photos, you will only
be able to upload new photos and videos under certain
size limits.

Installing Backup and Sync — PC/Mac
Step 1

1 The first thing you need to do is check your Google Drive access
status. You can do this at drive.google.com/start. If you have
access, you will see a blue Download button.

Personal Business

e Backup and Sync B Drive File Stream

camera, or SD

ss all of your Google C

your Mac or F

1p all of your disk space

Step 2

! Click on the
Download button
and when asked to,
Agree to the Google
Terms of Service.
You must do this
before you start

the download. ‘

Download Backup and Sync for Mac

By using Backup and Sync, you agree to the Google Te

vice. If you are a Google Apps user, your use is subject to either
the appropriate Google Apps Term Service, of the negotiated
Google Apps terms, if applicable

Step 3

! Click on Download
Backup and sync
and follow the
instructions to install
the software on your
computer. The site

will automatically = i
detect whether it is
PC or Mac.

How to Use Google Drive

Welcome to Google Drive

e

swipe up to begin

Google Drive on
Android and iOS

You can download the Google Drive app for mobile
devices free of charge, from the Play Store or App Store.
This allows you to both view and edit files in your Google
Drive folders.

Once downloaded, the app should automatically sign

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

You will now be able to see any files you placed in the
Google Drive folder on your computer. If you had the
Google Docs app installed, this will now be replaced by
Google Drive. To create a new doc, tap Menu > New >
Document, or Spreadsheet, etc.

Step 4

1 You will be asked to sign in again and will then be asked to sync.
This creates a new folder on your computer which is used as the
storage folder.

Google Drive Q Search Drive
m Computers > MyiMac
! |
My Drive Name Owner
[o  computers | BB Desktop me
A%  Shared with me
- IR Pictures me
@©  Recent
4% Google Photos
*  Stared
i Bin

M panlune

253 MH of 15 GH used

&= Unarade storace
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Using Google Apps

Restore Deleted
Drive Files

Deleting files from Drive is a very quick process but a file you remove
might not always be gone forever. You have the chance to restore deleted
files before they are deleted permanently. Here is how you restore, remove
and permanently delete files in Google Drive.

Restoring Incorrectly
Deleted Documents

Step 1

If you decide that you don't want to delete a file or folder
that you've moved to the trash, you can restore it so that you
can access it again. Once you restore a file, it will be recovered
wherever you use Drive or Docs, Sheets and Slides.

Google Drive  Q  Search drive

Step 2

At the moment, you can't restore a file or folder from the Drive
mobile apps or from the Docs, Sheets or Slides home screens. You
can restore your files from Drive on the web or on your computer.
Let's look at those options here.

Google Drive Q  Search Drive
Folder

B File upload
using Google Docs

B3  rolderupload

B Google Docs
B Google Sheets
Goagle Slides

More

D T—

@& Backups
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Step 3

Sign in to Drive at www.drive.google.com. Go to the Bin section
on the left side of your screen and right-click the file or folder you
want to restore. Click Restore to return it to its previous location.
To restore a file from the trash that you don't own, you need to
contact the owner of the file.

Bin ~ o)
Last modified by me ¥

[=]) 1 am using Google Docs 09.44

40  Restore

B Delete forever




Step 4

If you permanently delete a file or folder that you realise you
need access to, Google is able to help you recover it for a limited
time. However, after the file has been deleted from Google’s
systems, it's gone forever. You can request recovery from Google
themselves at www.support.google.com.

¢ ©

anG

Googie Chvome Google Account YouTube Google Play Google Search
Aasense Poel Phone ‘Google Mags Google Drive: AdWords Google Protos
Help Forums Status dashboard

Your account
+ Camtacossy g e 1 you're having trouble accessing a Google product.
snesctions wih Gaogle — are's & Ehante waTe CuTEntly expaRenEG &
uBINg the 58T GOOGe PrOJSTS 83 YOU.
ot , rpary et 4 4 Dk ot /e 0
downtime on the

Lar more sbout the Googe Top Contrbxtcs

Removing Files

Step 1

Open the Google Drive folder on the desktop of your computer,
select the file or folder you want to remove and drag it to the trash
on your computer. A file you remove from the Drive folder on your
computer will be moved to the trash in Drive on the web and in
the Drive, Docs, Sheets and Slides.

Bin ~
Files
| S
B 1amusingGoo.. ™ sea-beach-holi.. ™ pexels-photo-2 B

pexels-photo-1... pexels-photo-1... ™

=

IMG_1237.m4v ™

agriculture-ara.

&

Step 2

To remove files in Drive online, sign into Drive at www.drive.
google.com. Now click or right-click the file or folder you want to
remove and then click the Remove icon; as with removing files on
your computer, anything removed will also be removed offline.

=n e - —
g wom
Ch conpuns —-n—,.]:w;
& Sedvhme m ’w/ @‘ - ‘
|

B o s \
£ CooglePhs 5 Openwith 5

B tocrensmen 1 femiy-soidr O ey
K Stared 2 shae
[ ]

Permanently Delete Files

Step 1

If you want to permanently delete a file or folder you own, you
can delete an individual file or empty your entire trash to delete
all files you have removed. Once a file has been deleted, anyone
you've shared the file with will lose access to the file as well.

Files

e IMG_1237.mav

9 sea-beach-holi...

| am using Goo...

Step 2

To permanently delete files you added to the trash from the Drive
folder on your computer, simply empty the trash on your desktop.
The files, along with anything else you trashed, will be deleted. On
the web, sign in to Drive, go to Bin and select the file. Click Delete
Forever. The file is now been deleted for good.

-

Restore

m O

Delete forever

© s [ © merrme
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Using Google Apps

Set Up and Use
Google Docs

Google Docs is a free, web-based office suite. Using this software you
can create text documents, spreadsheets, complex forms and even
presentations. Everything you create is stored via your Google Drive
account. Here’s how to make the most of Google Docs.

. Step 2
C reat I n g N eW DOC U m e ntS ) To create a new document, go to your Drive, click the downward
pointing arrow and select Google Docs from the menu, then pick
Step 1 either Blank or Template. Name the document by entering the

) There are several different ways of getting started with Google text in the top left corner, this will also start auto-save.

Docs. You can create a new online document, you can upload
an existing document to edit or you can use a template from jogle Drive Q@ Scarch Drive
the templates gallery. Let's start with a new Google doc. =7 T

New folder.
My Drive
Computers B Upload files
Upload folder.
Shared with me

Recent

B  Google Docs
]

Google Sheets
Google Photos
Google Slides

Starred
i More
Bin T —
B  agriculture-arable-clouds-countryside.jpg

B city-cars-road-houses. jpg

Upgrade storage ¥ family-toddler-hapy-happy-160688 jpeg

Step 3

} Along the top of the document you will find the editing
and formatting tools. If you have ever used Microsoft Word
or OpenOffice Writer, you should be familiar with most of the
formatting options here.

1 am using Google Docs -
Fio Edt View Insert Format Tools Table Addons Heip  Afchanges saved in Driv

B T e Nemaien
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.
i o
il ¢ = % J | am using Google Docs ]
Flo Bt View insen Fomat Toos Table Addors Hep Al

)Youcanalso e

Micrasoh Word ( docx)
CpenDocument format (.oct)
Rich )

Putish 12 o wob

Emal cosaborators

Emed a3 atachment op

Document detais Pt (xt)
Web pege  himi, zipped)

EPUB publcaton ( spub)

tanguage

mouse pointer M
over the Download
As... option.
Step 5 Version history
) Select one of the Download as Microsoft We
following file types: Publish to the web... Pe———
HTML (zipped), RTF, Email collaborators... Rich Text Fo
Word, Open Office, Email as attachment... PDF docum:
PDF or plain text. Document details... Plain text (.6
Your document will

Language Web page (.

then download to
your computer. The
original document
will remain in
Google Drive.

Page setup... EPUB public

Print

Import Documents

You can import a variety of documents into Google Drive and
then either keep them as they were originally formatted or
convert them into Google Docs.

Step 1

} Open a new Google Doc and click the File link at the top left of
your documents options list. Click Open and then click Upload.
The Upload window will appear leaving you to drag and drop
your file into this window. The file will open automatically.

pen afile

y Drive Shared with Me Starred Recent Upload

Step 2

} When the document has uploaded, click the File option, as
before. From these links click on Email collaborators and enter
the details of those you wish to share the file. This allows you to
edit and collaborate on the document online.

Share with others

There are currenty mo colisborston, but you can s people o share wit e

Step 3

) Having uploaded a compatible document to Google Docs, said
file will instantly be saved to your Google Drive. These files are then
accessible from the main Google docs menu screen, shown here.
NOTE: Files to be converted by Docs can't be larger than 1 MB.

Recent documents Owned by anyane v

Total: 1 edit

Today

13 February, 12:57
Current version

B BDM Publications

Imperted .doc file - View original
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Using Google Apps

How to Use
Google Sheets

With Google Sheets you can create spreadsheets online, work on them
with others in real-time and then store them online in Google Drive.
Google Sheets, for most users, is more than capable of replacing the
corresponding software in something like Microsoft Office.

Starting balance.

Monthly Budget

START BALANCE END BALANCE

$1.000

Expenses
Planned $950

rew 51000 [

Expenses

Planned Actual Diff.
$950  $1.000

Planned Actual Diff.
$50 $1.450 1500

$0 $0 $0

Create and Save
Spreadsheets

Step 1

)} There are different ways of getting started with Google

Sheets. You can create a new spreadsheet, upload an existing
spreadsheet from a computer or use a template from the
templates gallery, to create a spreadsheet with a specific purpose.

TEMPLATE GALLERY &

tecent spreadsheets

Company Name.
Bt
I ——

Employee shift schedule 2018 Calendar
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Step 2

} To create a new spreadsheet, go to your Google Drive, click
the NEW button and select Google Sheet from the drop-down
menu. Once you name the spreadsheet or start typing. Google
Sheets will automatically save your work every few seconds.

Step 3

} Give your Sheet a title. At the top of the spreadsheet, you will
see text that indicates when your spreadsheet was last saved. You
can access your spreadsheet at any time by opening your Drive at
www.drive.google.com. Here you will see it as a saved file.

Google Drive Search Drive

My Drive -

= Upgrade storsge

B 80Create Mem.

f
/

P family toddier

B 2010 Colendar



Step 3

» When the document has uploaded, click the File option, as
before. From these links click on Email collaborators and enter the
details of those with whom you wish to share the file. This allows
you to edit and collaborate on the Google Sheet document online.

'you don't convert the
ess it collaboratively.

Pros and cons |
File Edit View Insert Format Data Tools Add-ons Help All changes saved in Drive

Share £ % .0 .00 123- Hind - 10 - B 1 ,
" TS ‘ Share with others Get shareable link | >
New

Open.. There are currently no collaborators, but you can add people to share with here.

Rename.
People

Make a copy.

Move to Enter names or email addresses

-on | Destinations fo

Import...

wans - TNQF 201 8 . p—

Downioed a8 Microsoft Excel (.xlsx)

Publish to the web. OpenDocument format (.ods)
Email collaborators... PDF document (.pdf)

Email as attachment. Web page (.html, zipped)
Document.detalla... Comma-separated values (.csv, current sheet)

Spreadsheet settings... Tab-separated values (.tsv, current sheet)

o R
58 ;
& Print %P I laudantium
- ———

Nemo enim ipsam voluptatem
gallery

Qui dolorem ipsum quia dolor sit
amet est qui dolorem ipsum quia Recently used

11 Autem quibusdam officiis debitis
Nam libero tempore cum soluta
Et harum quidem rerum facilis

Blank Employee shift schedule  Pros and cons Travel planner 2018 Calendar

Total
Personal

T
Step 2 I_ T

) Open a new Google Sheet and click the File link at the top left —— R i, Moribly budget 2018 Colendar

of your documents options list. Click Open and then Upload.
The Upload window will appear leaving you to drag and drop - -
your file into this window. The file will open automatically. : ‘

2017 Calendar Schedule Travel planner Wedding planner

M Documents
Cloud Drive

Open afile I Plotures

19 Owshion
My Drive Shared Q) Downloads

H vovies

11 s

A\ Appications

& Croative Cloud Fles

0 Jamas's ivae

Remote Disc
Options
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Using Google Apps

Set Up and Use
Google Drawing

Google Drawing allows you to create, share and edit documents online
and collaborate with others by inviting them to view your edits. You can
even chat with others from within the app, in real-time, before you save or
publish your drawings online as an image or in many other image formats.

Create a New Drawing

Step 1

) To start creating drawings in Google Docs, go to your Docs list,
click the NEW button and select Drawing from the More menu.
Then, using the menu options and buttons in the toolbar, you
can create flow charts, design diagrams and other drawings.

700gle Drive Q  SearchDrive

Folder

My Drive ~

File upload

Folder upload -
Google Docs

Google Sheets

0 Create Mem [E] 2018 calendar

Google Slides ™ agricuhure-ara

More
B  Google Forms

B Google Drawings

ty Maps

- Connact more apps

[® imagel.JPG

= Upgrade storage

Step 2

) Click on the tools at the top of the screen to select them. These
range from arrows, lines and poly-lines, to shapes and text
boxes. You can also insert images or photos using the image
button. To place a line, for example, click to place one end of the
line and drag to the other end.

I Floor Plan -
Fie EGl View Iose Formal Amange Tools Table Help  Alcha
&~ ~ Q kN-a-F8- &
\ Lne
N Avow
‘1. Elow Gonnectar
"W Curved Cannactor

2 Cuve

Q Poiyiine
Yy Seribblo
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Step 3

}In line, arrow and scribble modes, you can keep adding lines
until you go back to select mode by clicking the Select button
from the toolbar (the small arrow to the left of the Shapes
button) or pressing the Esc key.

File Edit View Inset Format Arange Tools Table Help
Q h\N-G@-FIMm 2L2-=-=-——- ooH

o~ P

Step 4

) To insert a text box, select it and click where you want to add
the text box. Enter your text and press Enter. Your text will be
added to your drawing. Use text boxes instead of word art if
you'd like to use word wrap or specify a different text size.

Insert Format Arange Tools Table Help

A AN-@u-Im -2

\Q

o

[ ]
uThis is atext box...
—_—



Step 5
} The Format menu lets you change the background of your
drawing, align and rotate items, select snap to grid or snap
to guide, change the order of the items (for example, bring a
shape for@‘d}and'group items.

fual

File Edit View Inset Format Arange Tools Table Help
-~~~ P @ )8 Boud cui+B 2
7 ltalic Ctri+l
U Underline Ctri+U
% Strikethrough Alt+Shift+5
Superscript
Subscript
Paragraph styles
Align
Line spacing
ulleted list
umbered list

List options

Clear formatting

= Line weight

Step 6

) You can undo and redo changes by clicking the two arrows
to the left end of the toolbar. To zoom in and out on your
drawings, click the Zoom button in the toolbar.

I File Edit View Insen Format Amange Tools Table Help
AT FA AN-@-T8 %-2.=-F- A

Step 7

) Some editing options are available only when you've selected
a specific item. For example, when you insert a text box or word
art, you can see the Edit text button at the right end of the
toolbar. Click it to change the selected text.

russ ware

u - o B mMore - ~

A
—
Text Highlight

[

Custom...

Step 8

) Once you're done, your drawing is automatically saved. You
can then add it to a document, presentation or spreadsheet. To
do this, open the document you want to add the drawing to,
click Insert and then select Drawing.

Il Lisclosure
M Images
I Smar Open
Preview
4) 02-E Open with
™ 2013C &F Share
3 Add star

E — @ Hide details and activity
i M Move to...

E Blueif Rename. .
B bookr

B bookr View autho

w calcul Make a co py
W christ Submit to template gallery

W ol B Remove
B Crawing wne

BEA Fittinn a dnnr linina Shared
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Using Google Apps

How to Use
Google Slides

Google Slides is an online presentation app that allows you to show off
your work in a visual way. There are different ways of getting started using
Google Slides: you can create a new online presentation, you can upload
an existing one or you can use a template from the gallery.

Creating a Presentation

Step 1

) Just like creating any new document in Google Docs, to create
a new presentation go to your Documents List, click the NEW
button and select Google Slides from the drop-down menu.

Google Drive Q

B3  Folder

Search Drive
My Drive ~

ss

Monthly Bills

today You opened toc

File upload

Folder upload

Google Docs
Google Sheets
Google Slides

Mare

Step 2

) When you give your document a name and start typing, Google
Docs will automatically save your work. Auto-save will continue
to save at intervals whenever the document is open and being
worked on. You can work from a template or free hand.

Work it out (&)
File Edit View Insert Format Slide Arrange Tools Table Add-ons Help  All changes

‘B~ Qa NEE-Q- -

L

E]  Background. Layout -

Click to add t
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Photo album
File Edit View Insert Format Slide Arrange

WEST COAST
ROAD TRIP

Your Name » Sepl 20XX

Step 3

) There are several ways to format text and objects on a slide.
To get started, click on the object you want to format, resize or
move. To add custom formatting to text or to an object, you can
use the Format menu or the Edit toolbar.

Lose weight while working?




Step 4

) To select multiple objects, hold the Shift key while selecting
each object or drag your mouse over all of the objects you'd like
to select. To deselect one or more objects, press the Shift key
and click the objects.

WORKIT OUT

Lose weight while working?
(o}

Step 5

)} To change or add a theme to your presentation in real time, go
to the Slide menu, and select Change theme. Select the theme
you'd like to use and it is automatically applied to all of the
slides in your presentation.

Pre— "

CLICK 70 ADD TIVLE

Beach Day

wmai Skde Amnge Toos Tabie Addors Hew A
a RNEB Q- \- B’ s - - ~

WORK IT OUT

Lose weight while
working?

Step 6

) Transitions are a way to make your presentations look more
dynamic. You can animate elements such as bullet points or
even a list of images; for example, making them slide in from off
screen. Go to the View menu and select Transitions.

L iNuE-2- N\ -

E§ Dackground..  Layout-  Thems..

~ Slide: No transition

No transition

WORKIT OUT

Lose weight while
working?

Step 7

)} To save a copy of a presentation to your computer rather than
online, you can download it. In your document, go to the File
menu and point your mouse to the Download as option. Select
a file type and your presentation will download.

=] Workit out |
by File Edt View Ingont Format Side Amange Tools Table Addons Holp Al changes saved in Drive

sharo a x@EB-9- N -

1 New
Open..
Rename.

Make a copy...

E]  bockground..  Layout- Theme.. Transition

W Moveto
W Move to bin
Import slides.

Varsion history

Download 03 Microso PowerPoint { pptx)

Dbt 85w oz ODP Document (.odp)
POF Document ( pd)
Piain Text ()

JPEG Image (jpg, current side)

Email collaborators.
Email as attachment..

DRKIT OUT

Document dotails...
pe— PNG image ( png, current slide)
Page setup... Scalable Voctor Graphics (.sva, current slide)

Print settings and preview

& Prnt ®p

hanges saved in Drive

Theme.. Transition.. M Presenter view
Use new audience Q&A and view
with speaker notes

Layout ~

Atation

Present from beginning 38 +Shift+Enter

Click to ad

Click t

Simple Light

Click to ad

ITOUT

Simple Dark

tht while

Click to add title

Viewing Presentations

To show a finished presentation, select Start Presentation
in the top right of the screen. A new window opens,
displaying your presentation one slide at a time. To skip
from one slide to the next, use the arrow keys on your
keyboard or click the arrow icon in the grey bar at the
bottom of your presentation. To close the presentation
viewer, press the Esc key.
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Using Google Apps

Use Templates
and Forms

If there is a specific type of document you want to create in Google
Docs, Sheets, Slides or Forms, check the template gallery to see if there
is one available. The template gallery includes hundreds of pre-made
documents, from a simple CV to multi-page company presentations. \We
also look at the Google Forms app and see how it can be used.

Browse the Template
Gallery

Step 1

) Open Google Drive
and click on the

NEW button on the
left of the window.
Select Document,
Presentation,
Spreadsheet or Form
from the drop-down
menu (depending on
what type of document
you want to create).

Step 2

} From within one of these document types, click File > New >
From Template. This will open the main Google Docs template
gallery. You can now scroll down through the listings to see
which one would be the best fit for your project.

Google Drive C earch Drive

Folder

My Drive ~

§s

Blank document

File upload

Folder upload

Google Docs >
Google Sheets

From a template
Google Slides

Mare

-

@  Bockups

B 2018 calendar
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Step 3

) By default, the most popular templates from all categories will
be shown on screen when you first enter the gallery. You can
choose to view specific types of template using the links on the
left-hand side of the screen.

W\
-+ JEHE =™l
Step 4

) You can also search for specific templates based upon the
recommended uses, which are used to break up the layout of
the templates. Taking Google Docs as an example you have
templates for CV's, Letters, Personal, Work and Sales.

Template gallery




Your Company

Company Newsletter

New Publication Proposal

WISt 0 o e 10 sme  the sheives f e el sores?

What category of publication?

[

Lorem ipsum dolor sit

 can create your own templates and either keep them
for your own use or share them with the Google Template
Gallery, so that others can use them.

Step 1
) Open Google Drive BT M W 8 UA-B-eomE
and click on the NEW :

button. Click on Doc,

Sheet, Presentation

or Form. Once

your chosen blank

document is open, you

can begin to create

a template.

Step 2 My Created Template
Riicn creating Fio EGL Vew st Fomal Toos Tabe Hep
a template that is

going to be shared in

the template gallery,

avoid filling it with Aclcaton wécatbon
specific text and e
images. People using
the template later
will almost certainly
want to put their own
content into it.

® T normatent - Anat " B 7 UA-R

Address.

Occupations

Expenence

[C] collect email addresses
Step 3 sontvn @ O o
) When your template -

is finished, save it

and return to the Stwre with obrs
main Google Drive

screen. Select the o
template file in the . tve nvited you to il Ina form:
list of documents ' ] i som v s
using the Share link.
Add contacts or get
a shareable link to
email to them.

Email

New Publication Proposal

Add collaborators
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Using Google Apps

How to Use
Google Cloud Print

Google Cloud Print is smart technology that connects your printers to

the web. Using Google Cloud Print, you can make your home and work
printers available to you, from the apps you use every day. It works on your
phone, tablet, PC and any other web-connected device you want to use.

How to Connect with
Cloud Ready Printers

You can use Google Cloud Print with a cloud-ready printer
(printers which can connect directly to the Internet and do not
need a PC to work). There are still plenty that are not but we
are concentrating on the cloud-ready type for this article.

Step 1

} The first thing you need to do, if you do not already have it
installed, is download the latest version of Google Chrome and
install it. Once installed, Log in to your user account on the
Windows, Mac or Linux computer.

Browse fast

110 www.bdmpublications.com

Step 2

) Open Google Chrome, click the Chrome menu on the browser
toolbar and select Settings. Now click the Show advanced
settings link. Scroll down to the Google Cloud Print section and
click Sign in to Google Cloud Print.

C

stting Started with Google Cloud Print

Classic printers Cloud Ready printers

Classic Printers connect to a laptop or PC and Cloud Ready Printers connect direct
rogistar with Google Cloud Print using a feature can register themselvas with Google ¢
of Google Chrome, laptop o PC.

Leam more. Learn maore.

Step 3

} In the window that appears, sign in with your Google Account
details to enable the Google Cloud Print connector. Hopefully
you will see the printer connected to your computer. Select the
printer you want to connect to and then click Add printer.

{



Step 2
ud Print has )} Click the Printers on the left side and select the printer that
your Google you want to share. If the printer is connected properly you will
nt. You can print to see a Share button. When you share printers, you share printer
as you sign in with names so choose a descriptive name when setting up your
printer for the first time.

® S Printers & Scanners
EE8 scan Canon_MG3500_series sharing settings
Canon MG3500 serise - ;
B e st s Canon MG3500 series 0 has access,

a Prvate Change

EPSON XP-422 423 4.
mestGale/D * Offire ’ Open Print Queu...
Options & Supplies...

1o save eal

2 BDM Publications (bdmpubsuk@gmail.com) Owner

Location:

Kind: Canon MG3S00 serles-AlrPrint

Status.

Idle

Share this printer on the network Sharing Preferences.
sud Print

Default printer: | Last Printer Used B
Default paper size: = A4 2] ?
'sibility T —

me Web Store

Invite people:

Cnter names, email addresses or groups...

Sharing a Printer

If your friends or colleagues have Google accounts, you can

share your printer with them and let them print to it from Step 3

anywhere that has an Internet connection. } In the dialog box that appears, enter the email address for the
person or Google Group you want to share with and click Share.

Step 1 Your friend will receive an email notification. To disable sharing,

)} To begin sharing your cloud connected printer, head to the follow the steps above to open the Sharing dialog box for the

Google Cloud Print management page at www.google.com/ printer and edit the user list.

cloudprint. This shows you a complete list of any printers

associated with your Google account. Google

Cloud Print ®et) - Delete n Show Print Jobs Rename 2
m = Canon_MG3500_series

Ownied by me
Added 5 minutes ago

Google

Cloud Print (®et2)

m ﬁ Canon_MG3500_series Owned by me

H™0 EPSON_XP_422 423 425 Series Owned byme

Print Jobs

Printers Location not available

Printer is online and ready to print

Google Cloud Print Home
Print Jobs v

Printers ‘ Save to Google Drive

+ Advanced Details

Add a Cloud-Ready Printer

Add a Classic Printer
Google Cloud Print Home
Add a Cloud-Ready Printer

Add a Classic Printer
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Set Up and Use
Google Keep

The Google Keep software allows you to easily create memos, notes and
to-do lists on your computer and on your iOS or Android smartphone and
then automatically sync them between the devices. Here’s how to access,

set up and create new notes in Google Keep.

Setting Up and Using
Google Keep

Google Keep is a great little app that enables you to create
unique to-do lists that can be stored across various hardware
platforms. So you can Google Keep your reminders safe!

Step 1

) Keep is part of Google drive when viewed on your computer,
although there seems to be no simple Go to Keep button on
the Drive main screen. Download the app for your platform and
then you'll see the Keep area of your Google account.

E Keep

Save your thoughts,
wherever you are

Try Google Kees

Edit Iabels

Archive

Trash

Notes you add appear here
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Step 2

} Assuming you have no notes created, the scr
completely blank. To start a new note, click in the Add note field
at the top of the screen. This will expand the box to show title
and note fields, as well as some additional format options.

Step 3

} If you prefer to create a to-do list of items, click the New list
button (three dots). If you want to give your note a colour
highlight, click the paint palette icon and select your colour. To add
a reminder alarm, click the bell icon and set the reminder time.

= B 7

Ayshie's Birthday
Arrange
the party

L) Buy Cake
O BuyCard

LJ Find someone else to
make the sandwiches




= Step 7
)} You can also add reminders to your listings by clicking the
Reminders option from the left side control window. You can set
an alarm to notify you to perform the tasks on your listing. You
can choose to repeat this alarm if these tasks are regular ones
and also archive reminders in the same manner as before.

Ayshia's Birthday Chaek List

Buy Cake
Buy Card

Find sameane else to
make the sandwiches

&
Shopping Ist
Candles

© Toimra00m

$ = ¢ B3 o

€ Select date and time

Feb 14,2018

or lists, you can choose
to display them as a

list or in a grid. Click on
any note to open it to
review the contents.

If you have finished
with a note, but want
to keep it safe, click the
archive button to move
it to the archive.

130 PM

Doesn't repeat

Step 6
) From the Archive you can still edit notes, change the highlight -
colour, add reminders and delete the note. You can tell when

you are looking at a note in the archive as it will be displayed BBQ savce
under a grey bar. To remove a note from the archive and return Fioiohes
it to the main screen, click the Unarchive button.

BBQ shopping list

Red onions

n birthday
ner for
mom

Cabbage

Weekend Garden
work
Weed all the bedst

Harvest tomatoes

Look for hidden
succhinis

! JRH{QT{V

Ayshie's Birthday Check List

[J Buycake
[J BuycCard

[ Find someone else to
make the sandwiches
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G Pa

, Howto Use
Google Pay

Now you can pay with it, too. Just add your credit, debit, loyalty, and gift
cards to Google Pay, and start shopping in stores, in apps, and online.
Google Pay can be used at shops around the world, wherever contactless

payments are accepted.

Setting Up Google Pay

Google Pay is a secure system, but as with anything to do with money and payments, it is important to make sure that you set

everything up properly.

© © = 54% @ 16148

< Q
Google Pay

~

GPay GoogleLLC

Finance #3 Top Apps

Editors’ Choice
INSTALL
a.4% 100M+ 3]

541K reviews Downloads PEGI3 ®

The fast, simple way to pay with Google

Read more
Rate this app
Tell others what you think
v S ¢
Step 1

! You will need to make sure that you have
your credit/debit card or cards close at hand,
and have all the details available (account
numbers, sort codes, security numbers, etc.) You
will also need to download the Google Pay app
from Google Play, if you don't already have it on
your phone.
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russ ware
r vare@gmail.cong

E Activity

E Participating banks

O Enter promo code

Q Settings

0 Help & support

n Send feedback

©® About

. 2 m ¢
Step 2

Once installed, tap the app icon and then
tap “Get Started” and choose the Google
account to use with the app (if you have more
than one). If you already have a credit or debit
card registered to your Google account it will
be displayed, along with the option to add a
different card.

We =00 53% @ 16:51

G Pay

LLOYDS BANK

TaN

@ Default

Turn on NFC to pay in shops

NFC lets your phone communicate with the
terminal and other NFC-enabled devices. You can
turn it off anytime in your phone settings.

Turn on NFC

® 8 =
Home Payment Passes
. = 3 =
Step 3

! Whichever option you choose, you will have
to add information, including CVC codes and
other security information (we can't show a
screenshot of this process, due to a security
feature that prohibits the information being
captured). Complete the info requested and
accept the terms.



16:12 @ © o =0 28%8

< Screen lock type

Swipe

No security

Pattern

Medium security

PIN

Medium to high security, Current lock type

Password

High security

None

Biometrics

Face C

Registered

Iris
Registered

Fingerprints Q

Registered

Step 4

! If you don't already have a screen lock set

up on your phone, you will need to set one up
now, for an additional level of security on top
of the app security. It is a good idea to set the
screen lock delay to zero. In some cases, small
purchases can be made even when the phone
is locked.

How to Use Google Pay <&

WO 8 =01 51% B16:54

LLOYDS BANK

-~
P

Choose how you'll verify

Your bank wants to confirm that it's you

® Call your bank
03456034335

Not seeing your current info?
Contact your bank to update it.

Virtual account number Visa ==+ 7415

Continue

Step 5

I The next step is to verify your card with your
bank. In most cases, you will need to call a
number specifically for Google Pay verification,
but this can vary between different banks/card
issuers. The number should automatically be
entered into your phone dialer. Call and follow
the instructions.

=] & =il 50% @ 16:58

Visa ss++ 8074

VISA

@

Set up Visa ++++ 8074
to pay contactless

Setitup

RECENT ACTIVITY

Nothing yet!

Once you start using this payment method
with Google Pay, you can keep track of your
purchases here

_£ Add nickname

Step 6

! Once verified, the last thing you need to do
to start using contactless Google Pay in stores
that offer the service, is to enable NFC. NFC, or
Near Field Communication, allows your phone
to communicate with the contactless terminals.
Either turn it on here, or turn it on in your main
setting menu.

Security and Advantages of Google Pay

Google Pay is not only secure, it also makes shopping easier, no matter if you are buying
a loaf of bread at your local supermarket or the latest fashions online.

Purchase Tracking

As soon as you make a purchase, you'll see a payment confirmation that shows you
exactly where a given transaction happened, along with the merchant’s name and

number. So it's easy to catch any suspicious activity.

Tokenisation

When you use your phone to pay in stores, Google Pay doesn’t send your actual credit
or debit card number with your payment. Instead it uses a virtual account number to

represent your account info - so your card details stay safe and secure.

Simple App Checkouts
Google Pay makes it easy to check out in apps and online. There is no need to enter your
card details every time you buy something. When you're shopping in your favourite app
just choose Google Pay (if available) at checkout and save yourself some time.

G Pay

O freedom
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Get Inside the
Google Play Store

The Google Play store is, for almost all of your entertainment needs, a
one-stop shop. You can search for apps, books, songs, movies and
magazines, any of which can be accessed on your Android smartphone or
tablet and on your desktop.

l-.

|
Account lectic

Payment methods
My subseriptions .
New release movies

Redeem

Buy gift card

MIDSOMMAR

g o
=% i

My wishlist
My Play activity

Parent Guide

Buy the Bundle & Save

Far From /fame g

Spider-Man: f Midsommar Toy Story 4 Anna The Queen's Yesterday Child’s Play

Scifi & fantasy Horror Action & adventure Action & Family Romance Horror

o x N £999 wwEw £349 ww xSy £349 wxxd £999 AR ¥ £349 K E XA £999 AxkEK £3.49
Best-selling audiobooks
rw WmMESmTaN .. | - e |

II Search

You can search Google Play just as you would search on Google.
When you type your search term, suggestions will appear below
the search box. Previously searched terms that are similar will show
at the top of the suggestions box.

The Google Play Home Screen

This is the main retail hub of Google Play, it contains the latest
releases by format and your personal recommendations for
apps, books, movies and other media based on what you have
searched for and installed previously. It can also be based on
recommendations by people in your Google+ circles.
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B Play Store Content Controls

You can search Google Play just as you would search on Google.
When you type your search term, suggestions will appear below
the search box. Previously searched terms that are similar will show
at the top of the suggestions box.

Recommended Content

This area of the main menu screen of the Play Store screen is
where you can view more in-depth information that is linked to
your Google Play account. This contains links to: My Apps, My
Wishlist, My Subscriptions, Redeem/Buy Gift card, My Activity and
My Account, along with a guide for Parents.



Get Inside the Google Play Store l)

An \azul Kind! -Jum,m,s Astro File Ma
Games -
[
Famy r
%
e Y | /] \
" & ASTRO i
_,-_ ery Wi Burn the Rope Facebook
i :
My subserigtions =

wewwe wwae
[ Lighter Maps - Naviga Cpe'a Mini m

My Diay sty

- . m
o
o]

Bubble Pop P

wane wrar

Google Gogg Live Hold'em

My Applications

Tap the My Apps link and a list of all installed apps on
your device is displayed. The apps are split into sections

showing you those which are up to date, recently
updated and need updates (at the top of the list). You can
tap each app individually to update it or tap the Update
All button at the top of the screen. You will need to grant
permissions for each app that needs updating.

Order history careonmes «
Jrepes
S — ook P T
E et
[r— e
o o =y
v . e
[ [ — .
; otrmens 3 o e
© — T
l vt B A Yo At P o oo
Lo -
- T
. R e
o ooy o

- | ———
e g

|G P

Account Settings

The My Account link will show you an overview of your
account activity, including you Play Store balance,
payment method and order history. Tap Settings to get

to the account settings screen. Here you can modify
notifications, decide if apps are updated automatically,
and whether installed apps are added to the home screen.

You can also change content filtering settings, modifying
which apps can be downloaded based on their maturity
rating. In addition to that, you can set the Play Store

to require authentication for purchases made on your
desktop or mobile devices.

Download Apps & Files

Step 1

! Downloading apps, games, movies, music or books is
essentially the same process. Tap the app, movie or book you
want to download and read the information screen. If you
want to proceed, tap the install button or the price button.

If downloading apps or games, you will need to agree to the
permissions which are what the app needs to access on your
device, such as messages or certain settings. The app or game will
then install automatically.

B GooglePlay  searcn o |
My apps

Shop
Google Chrome: Fast & Secure

Google LLC  Communication

g pecia
& Youdort have any devices
g o wishkst *
|
Search fast and type less o x |
with auto-complets wing.
. 5 ,‘ ‘
- - R |

Similar
weew wrEu s

Buygiftcard
My wishiist
My Play actty
Parent guide

Browse fast on your Android phone and tablet with the Googie Chrome browse that you love on

L

Step 2

I Movies, music and books don't automatically download to your
device, so once you have purchased or chosen them, you will
need to pin them. Pinning means downloading, or keeping the
content on your device for offline viewing.

B GooglePlay  searn [ a |
My movies & TV
Shop New Movies to Own

Goodbye Chisto My Little Pony. Tr
Orma

Buy gt card whrE 099 www 099 Akax 099 wkaw 099 akwk 5

Step 3

I Paid apps and games
can be returned for a full
refund if you do so within
two hours. You simply need
to open the app page on
Google Play and the price
button will say refund
instead. After two hours,
refunds are at the app
developer's discretion.

Are you sure that you want to
refund this purchase? The app will

be uninstalled.

No
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Create a Blog
with Blogger

Blogger is a great way to start blogging, as it is simple yet powerful and
allows you to get up and running easily without having to purchase a
dedicated domain. If you are new to blogging, and want to dip your toe in
without taking the plunge, Blogger is the way to do it.

Get Started with Blogger

The first thing to do is open www.blogger.com in your
browser and sign in using your Google account username
and password.

Step 1

) The main Blogger screen is fairly simple; until you create your
first blog, barely anything is shown here. You will see a couple of
buttons and some news from Blogger Buzz, the official Blogger
blog. To get started, click the New Blog button at the bottom
middle of the screen.

[ Blogger |

New blog... =
B Welcome —

b -T)

M Reading List

@ Hep You an

Step 2

! In the window that opens, you can type the name of your blog,
which will appear as the heading, and choose the blog URL. Any
Google hosted blog will have .blogspot.com at the end of the
URL, with the part you add appearing before it. Try to choose a

URL which relates to the content of the blog, e.g. cupcakerecipes.

blogspot.com or mythoughts.blogspot.com.

Vo o e ey ey e s ey S
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Step 3

} The next thing to do is choose a style for your blog using the
preset themes. There are several basic themes to choose from here
but don't worry too much as you can easily change the style at any
time. For now, stick with the default Simple theme. Click Create
Blog to continue.

Blogs List » Create a new blog

e Inside BOM Publishing

Address |;idebdm blogspot.com
This blog address s availabie.

Theme
» H ®
e d
i
Contempo
Notable Simple Dynamic Views
You can browse many more themes and customise your blog later.
[ o [




Step 4

1 You will now be taken back to the main Blogger screen, with your
new blog listed at the top of the page. To the right of the blog title,
you will see several buttons. Click View Blog to open a preview of
your blog in a new window. Don't worry that it looks boring, you
can fix that later.

[ Blogger |

Inside BDM Publishing ~
View blog

All posts

% - Publish Reverttodaft §

|8 Posts
Al

Stats There'a |
Comments

Earnings

Campaigns

Pages

Layout

Theme

w008 A8

Settings

Reading List

Help

Step 5

1 Back on the main menu bar, click the Stats link and select
Overview from the options that appear. Here you can see some
info about your blog: comments, pageviews, number of posts, etc.,
along with all of the main blog controls on the left of the screen.

[E] Blogger |  Overview stats

Inside BOM Publishing ~ TN uramiwn G ke |
View blog
8 Posts Pageions bty o
m s Pageviews yoserdsy ¢
Overven NO stats yet, check again kater. 0
s Pageviems it morth
“Trafhc sources Pageviews ol ema hiszory o
Augence Followers 0
B comments
Uanaga i vaceg o yous our pagevems
5 Eamings
Posts Traffic Sources
@ campaigns
O rs No stats yet, check agan later. No stats yet, check again later,
£ Layout
T Theme
0 dutinge Audience
B uadiigiih No stats yet, check again later
@ Hep

Custom Domain

Blogger offers two free publishing options for your
blog: hosting on Blogspot (example.blogspot.com) and

hosting on your own custom domain (www.example.com
or for.example.com). You can change your publishing
option at any time and your content will always

remain unaltered regardless of which of these options
you choose.

Create a Blog with Blogger B

Your First Post

Blogging is all about posting. Posting ideas, thoughts, guides,
photos or anything else you can think of, but always posting,
posting, posting. The best blogs, those which gain loyal
followers, are the ones that not only post quality but which
post regularly. Before you get to that stage, let’s have a look
at your first post.

Step 1

J From your list of blogs, which will probably only have one in it
at the moment, click on the pencil/write button to the right of
the blog title. The compose screen will now open, showing all the
tools you need to post.

[2) Blogger | Al posts

|B Posts W - Publsh Reverttodraft

Inside BDM Publishing ~
View blog

Al (1)

Draft (1) The First Stages of Publishing

Stats
Comments
Earnings
Campaigns
Pages
Layout

Theme

$ o308« 18

Settings

Reading List

Haln

Step 2

I Start by entering the title of the blog post in the Post Title box.
Your blog post titles are important as these are often what will
appear in the search results when someone searches for the
subject in Google or other search engines.

B Biogger |
Insicde BDM Publis... - Post The First Stages of Publishing [
Compote WML W w FeflvNoma  + B 7 Ua AvS. Ukl Q 3 E-EEG T Y

mtmmmmmmm lnmdmdpumllb:polfﬂm
Excierlonger wisdom gay nor

duunm Am weather 10 entered showing service.

appetite. Excited it hastily an pasture it observe. Smllhdhwdmhﬂ:m

cager

Together gay feelings continue b Mlﬂ.lmue
ummmnmmmhmhmm Mymullﬂlwnlm
remember relation.

To shewing unother demands (0. Mariannc cheerful informed at striking at. Clothes

performed out for moonlight. Yet late edd name was rent park from rich. He
always do do former be highly.

wfford add. Want cycs by neat 50 just must. Past draw tall
uplmmmuhmr Reguired is debuting extended wondered as do. New get described
. Rescmbled at perpetual no belicving is otherwise

Melancholy

mdunmcdhmn;uvuymma.

Wy puintulthe sixeen bow minate looking nor. Subject but why e carmest husbnd inagine
celebrated moti out. Evil
sense small i Ten scarcely distance moreover

hmmlullmmlyl M‘hnhmmﬂmﬂummmﬂl Hﬁindkpn:hﬂin{mpmthmn

She

On unsatiable 0 if b Wnumwmmuuyui
wulnlhmunsulnnm{m wmmwmm.nmnm
Entered at excited at forming between so produce. Chi besides attacks pay

you. Contaming no sipliciy o fhvicratie on reasoasbly melancholy Setimasiog. O hencs views
mukn,,uwu-nnum near kept met call old west dine. Our announcing sufficient why
pianoforte.

Breakfast agrecable Enough at
mmmmnnrmmmxm extremity of contented. Is pursuit
compact demesne invited elderly be. View him she roof ell her case has sigh. Moreover is possible
he admitted sociable concerns. By in cold no less been sent hard hill.
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Blogging with Blogger cont.
Step 3

I By default, you are in compose mode. This means what you

see in the compose window is what the post will look like (the
formatting, etc). If you know a bit about HTML, you can also write
in HTML mode. Start typing in the post box.

[ Biogger |
Inside BDM Publis... - Post The First Stages of Publishing

Compose HTML B 7/ 4% Lok w66

|iad denoting properly jointure you occasion directly raillery. In said to of poor full be post face snug. Introdu |

unpleasing davanahire acceptance son. Exoter longer wisdom gay mor design age. Am weather to entered paxhand ne &
ropeated speaking shy appetite. Excited it hastily an pasture it observe. Snug hand how dare here too.<br />

Ite sometimes her ar Do listening am oh abjection collected. Together gay feeling
off one. Unknown may service numnc: her letters one bed. Child years noise yo in forty. Loud in this in both hol
disposal bachelor remembor relation.<br />

To ahewing another demands to. Marianne property cheerful informed at atriking at. Clothes parlors however by cot

meant drift to. Do concern parlors settled or do shyncss address. Remainder northward performed out for moonlight

rent park from rich. lie alvays do do former he highly.<br />

<br />

Barton did feebly change man she afford square add. Want oyea by neat 3o just must. Fast draw tall up face show &

debating extended wondered as do. New incommode out extremity but. Resembled at
1s do he

>

<br />

Why painful the sixtcen how minuter looking mor. Subject but why ten carnest husband imagine sixteen brandon. Are
celebrated motionleas unaffected conviction out. Evil make to mo five they. Stuff at avoid of sense small fully i
distance morcover handseme age although. As when have find fine or said no mile. e in dispatched in imprudence d
unreserved insensible. She evil face fine calm have nov. Separate scroened he outweigh of distance landlord.<br /:

le 50 if h Rose you wife how set lady half wish. Hard si
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right whole ten scems. What mear kept met call old weat dmc ou— announcing sufficient why Dmnuto't.c or 1>

<br />
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therefore Is pursuit compact demesne invited elderly be. View him she roof &
Horcover is possible 2 sdaitsad soelshie sencarna: By in cold no lose boen sent hard hill.<br />

<br /:

Inaipidity the mufficient discrotion imprudence resolution sir him decisively. Procesd how any ongaged visitor. B
perpotual his you. Foel sold off felt may rose mot you. We 8o entreaties cultivated astonished ia. Was aister for
talont bocome. Done may bore quit evil old mile. If likely am of boauty tastes.<br />

<br />

Comaultad parpetual of promounss ms delivered. Tao mantha nay end shange relisd who bosuty uishes matter. Shau af
on. Ignorant dwelling occasion ham for thoughts overcame off her comsider. Polite it elinor ia depend. His not ge
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Step 4

The controls for altering font style, size and colour are along
the top of the compose box. The B, | and U buttons control
emboldening, italics and underlining of text respectively. The
next two buttons, the A and marker, control font colour and
background colour.

[ Blogger |

Inside BDM Publis... * Post The First Stages of Publishing
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Step 5

! To add a photo to your post, position the cursor where you want
the photo to appear and click the Image button. You then have

a number of options for choosing the image to use. If uploading,
click Upload and then the Choose Files button.

Add images

Uplosd  Fromthisblog  From the Google abum archive From a URL

From yous phone

From your webcam

1. Couonn e

Vo upions e oot 2ot s PG, F 4 PAC ks

| wish Ward siff

Step 6

J Select the image from its location on your computer and it will
be displayed in the upload window. Click Add Selected to insert
the image into the post. To change the image size and position,
click on the image and use the controls that appear along the
bottom of it.

Add images

Uplosd  From thisblog

From a UAL

D"

Vo ckons s thes it . s 7, G o PG s

Step 7 o %=

1 On the right

of the compose
window are options
to add labels (which
make searching

for posts easier),
control the time the
post is published,
add a location

tag and make the
post a permalink.
When finished

with these options,
click Publish.

Wt Posing as BOM Publications m Save
4

Proview  Glose

- Post settings
® Labais

BDM, Black Dog Media, iPad,
Android, i08]

Separate labels with commas
Done

(© Schedule

©o Permalink

9 Location

## Options




Create a Blog with Blogger

Step 8 .
) If you use Google+, a share box will appear after clicking Publish. Te m p | ate De S g ner

This lets you easily share your new post with your Google+ circles.
If you prefer not to, just click the Cancel button instead. You can BloggerTemplate Designer is a new way for you to
view your blog post by clicking View under the title. easily customise the look of your blog. You can select a
variety of templates, images, colours and column layouts
to make your blog an expression of you. To get to the
Share on Google+ Template Designer, just click on the drop-down menu of
p the grey Post List icon and select Template. From there,
ﬁ you can choose and customise your template.
The First Stages of
w e While playing around with the Template Designer, you
A T can see a preview of how the blog will appear based
on the choices you've made. You can expand these by
pressing the toggle to Expand Preview between the
Blogger Template Designer dashboard and the preview.
=l o When you're satisfied with the look of your blog, you can
make them go live by pressing Apply to Blog in the top
right hand corner of the Template Designer.

@
2
H

i

1e

8 Family Trips

Blogger Template Designer

Select background image
Background

=
The As
Business
| Amusement Park et
9:27am published - [——
B\ fun Health & Beauly |
Google e
Whale watching pred
?:27am scheduled sy e
» days out, whales My First Blog Title bt
D Delhi dellght To get started with Blogger Template Designer, select

a template for your blog from one of the professionally
designed templates that are available. Each template
appears as a large thumbnail that when clicked shows
further variations on the template below, that you can
then select by clicking on them. Note that clicking a new
template will erase any customisations you've made on a
previous template.

Blogger on the Go

Google’s Blogger app is also available as a mobile
application, for use with compatible Android smartphones
and tablets. The mobile app enables users to post and edit
blogs, as well as share photos and links on Blogger, while BN ot FeSrar
on the go, through their device of choice.

The mobile version of Blogger offers a similar amount of
functionality as the desktop version, allowing users to
edit blogs anywhere, through the app, and either publish

the blogs or save them as drafts to upload later. Other
features include: Sharing current locations on posts, this
is accomplished by tapping the My Location bar and
adding locations. Users can also share photos and links
directly to Blogger.

§ I T
Google Guide

MONDAY, 13 MAY 2013 BLOG ARCHIVE
v 2013(1)
v May (1)

My First Blog Titie

My First Blog Title

Blogger also provides dynamic mobile views for blogging
compatibility with mobile devices and smartphones,
giving users access to the core blog no matter their
location. NOTE: The Blogger app isn’t available for iOS
users at the time of press.

gum T8 o cng ¢ leo el
con umen . e i pmum oS, 3¢ o smod e Jorem 104 gau
rper Nulam vel partior orc egec
: Ham
:

€103 pharetra enim nen Ulameormer ctis s 602t mi Cllam feugiat pellemesaue lea
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lorem, semper eu elementum ac, pellentesque vel ar W e
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Google
Hardware
uides

For many people Google’s hardware is fast
becoming an essential piece of home kit
and Google Home and Pixel are leading
the way in terms of quality and features.

In this section, we cover the key range
of Google’s hardware devices and much
more. Learn how to get the most from
your speaker or smartphone and how to
use this Google made hardware
to the fullest.
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The Google Home

ollection

There are now six different Google Home devices to choose from,
including the tiny Home Mini and the new Google Home Hub. The
specification and size varies greatly, so if you are not yet sure which Home
speaker is best for you, check out all of the details here.

Google Home Max

Key Features: Meet Google Home Max, he helps you to hear
every note as the artist intended and feel every beat with heart
pounding bass. It's the ultimate speaker, made for your music. The
advanced hardware delivers deep bass and crisp treble in stunning
stereo sound. It analyses, tunes and updates itself automatically, so
all you need to do is listen. The far-field voice control allows Max to
hear you across the room, even while the music’s playing.

Final Thoughts: The best audio-only based product in the

Google Home range.

Google Home Mini

Key Features: A powerful little helper; Google Home Mini keeps
you informed and up to date with instant news, weather and
commute updates without lifting a finger. Master the kitchen;
Google Home Mini helps with timers, step-by-step recipes, and
conversions and substitutes. Start your
smart home; it's always improving

with seamless connections to
the latest compatible smart
lights and thermostats.
Final Thoughts: The
budget range of Google
Home offers a great product
for the price.
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Dimensions

- Width: 13.2"(336.6 mm)

+ Height: 7.4”(190.0 mm)

- Depth: 154.4 mm

« Power cable:2 m

Weight

- 11.7 Ibs (5,300 g)

Colours

- Chalk, Charcoal

Materials

« Acoustically transparent fabric

- Rigid polycarbonate housing

« Silicone base

Supported audio formats

« HE-AAC, LC-AAC, MP3, Vorbis, WAV
(LPCM), Opus, FLAC with support for
high-resolution streams (24-bit/96
KHz)

Wireless

« Wi-Fi « Bluetooth

« 802.11b/g/n/ac (2.4GHz/5Ghz) Wi-Fi
for high-performance streaming

« Chromecast built-in

« Bluetooth® 4.2

Speaker

« Two 114 mm high-excursion (+/- 11
mm), dual voice-coil woofers

- Two 0.7" (18 mm) custom tweeters

« Sealed rigid housing

- Acoustically transparent fabric

Dimensions

« Diameter: 98 mm

- Height: 42 mm (1.65")

« Power cable: 1.5 m

Weight

« Device:173 g

- Power adaptor and cable:
approximately 75 g

Colours

« Chalk, Charcoal, Coral. Aqua

Materials

« Durable fabric top

- External enclosure made from 20%
post-consumer recycled plastic

- Non-skid silicone base

Supported audio formats

- HE-AAC, LC-AAC, MP3, Vorbis, WAV
(LPCM), Opus, FLAC with support for
high-resolution streams (24-bit/96
KHz)

Mics

- Far-field voice recognition supports
hands-free use

+ 6 mic array

Processor

+ Quad-core ARM

+ 1.5 GHz 64 bit quad-core ARM®
Cortex™ A53

Sensors

- Capacitive touch sensor

+ Ambient light sensor

« Accelerometer

Power

« AC Power 100-240V, 50/60 Hz

Ports & Connectors

« USB-C™. 3.5 mm jack

- USB-C1

+ 3.5-mm jack with analogue audio
input

AC power

« 1USB Type-C and USB-C are
trademarks of USB Implementers
Forum.

Operating system

« Android «iOS

Other

+ Multi-room audio

Wireless

+ Wi-Fi « Bluetooth® support

+ 802.11b/g/n/ac (2.4 GHz/5 Ghz) Wi-Fi

+ Chromecast and Chromecast Audio
built-in

+ Bluetooth® 4.1 input support

Sensors

« Capacitive touch

Speaker

+ 360 sound with 40-mm driver

Mics

+ 2-mic array

+ Mic switch

Power

5V, 1.8A

Ports & Connectors

« Micro USB port

Operating system

+ Android « i0S



Google Nest Hub

Key Features: See your life in one view and get things done
hands-free. Google Nest Hub helps you make the most of
moments at home. With Voice Match, get your calendar, commute,

The Google Home Collection G

Dimensions

- Depth:67.3 mm (2.65")
- Width: 178.5 mm (7.02")
+ Height: 118 mm (4.65")
- Power cable: 1.5 m
Weight

- 480 g (16.9 02)

Colours

- Sand, Aqua, Chalk, Charcoal

Display

« 177.8 mm (7") LCD touch screen

Speaker

- Full-range speaker
Microphones

example "Hey Google, show me my calendar.” You
can even get the news, make a shopping list and
place calls to friends, family and local businesses.
Voice-control compatible lights, cameras, TVs and
more from a single dashboard. —, -
Final Thoughts: Entry-level, video based addition to sl
the collection.

reminders and more right on the home screen, for (

Google Home

Key Features: Simplify your everyday life with the Google Home,
a voice-activated speaker powered by the Google Assistant. Use
voice commands to enjoy music, get answers from Google and
manage everyday tasks. Google Home is compatible with Android
and iOS operating systems, and can control compatible smart
devices such as Chromecast or Nest.

Final Thoughts: Perfect for the first time user, features a host

of abilities.

Google Nest Mini

Key Features: Meet the second generation Nest
Mini, the speaker you control with your voice. To play
your favourite music from Spotify, YouTube Music and more, just say
“Hey Google” It sounds bigger and richer with 40 percent stronger
bass than the original Mini. Ask your Google Assistant for help and
get the best of Google — weather, news, or almost anything. Hear
your personalised schedule, commute and reminders. Set timers
and alarms and even turn on the lights. Nest Mini is compatible with
hundreds of smart devices, such as lights, thermostats and TVs.
Final Thoughts: The latest and best version of the Google
Home range.

Google Nest Hub Max

Key Features: Make your smart home even smarter. Nest Hub
Max works with hundreds of smart home devices, including lights,
TVs and thermostats, allowing you to easily control them all from
one place. You can also control compatible TVs, speakers and
game consoles from Nest
Hub Max with your voice
or from the screen. Turn
them on and off; control
the volume, play, pause
and search.

Final Thoughts: Adds
video based features
to the Google Home,

a must!

65

& Commute

20 min to work

Power

Ports

- 2-mic array

w Sensors
« Capacitive touch

Connectivity

« Wi-Fi and Bluetooth® support

- 802.11b/g/n/ac (2.4 GHz/5 Ghz) Wi-Fi
«+ Bluetooth® 5.0 support

- 15W power adaptor

« DC power jack

Dimensions

« Depth: 67.3 mm (2.65")

- Width: 178.5 mm
(7.02")

+ Height: 118 mm (4.65")

- Power cable: 1.5 m

Weight

« 4809 (16.9 0z)

Colours

» Sand, Aqua, Chalk,
Charcoal

Display

- 177.8 mm (7”) LCD
touch screen

Speaker

+ Full-range speaker

Microphones

+ 2-micarray

Sensors

- Capacitive touch

Connectivity

+ Wi-Fi and Bluetooth®
support

- 802.11b/g/n/ac (2.4
GHz/5 Ghz) Wi-Fi

+ Bluetooth® 5.0 support

Power

+ 15 W power adaptor

Ports

« DC power jack
Operating system
+ Android « i0S

Dimensions

- Diameter: 98 mm
(3.85")

«+ Height: 42 mm (1.65")

- Power cable: 1.5 m

Weight

« Device: 181 g

Colours

« Colours, Chalk,
Charcoal, Coral, Sky

Materials

Durable fabric top
made from 100%
recycled plastic bottles
External enclosure
made with at least
35% post-consumer
recycled plastic

Camera

« 6.5 megapixel camera
with 127-degree wide
field of view and auto-
framing

- Face Match
technology

« Quick Gestures

+ Mic + camera switch

Dimensions

« Depth:101.23 mm
(3.99")

« Width: 250.1 mm
(9.85")

+ Height: 182.55 mm
(7.19")

« Power cable: 1.5 m

Weight

+ 1.32kg (2911b)

Connectivity

+ Wi-Fi - Bluetooth®
support

+ 802.11b/g/n/ac (2.4
GHz/5 GHz) Wi-Fi

+ Bluetooth® 5.0

+ Chromecast built-in

Power and ports

- 15W power adaptor «
DC power jack

Speakers

+ Google Assistant
built-in

-+ 360-degree sound
with 40 mm driver

Colours

+ Chalk, Charcoal

Display

+ 10" HD touchscreen
(1280x800)

Speakers and mic

« Stereo speaker system

Google Assistant

built-in

« Stereo speaker system
(2x18 mm, 10W
tweeters, 1 x 75 mm,
30 W woofer)

« Far-field microphones

Ultrasound sensing

+ Voice Match
technology

Sensors

+ Ambient EQ light
sensor

www.bdmpublications.com

Mics

- 3far-field
microphones

+ Voice Match technolog

Sensors

« Capacitive touch
controls

« 3far-field
microphones

Processor

+ Quad-core 64-bit ARM
CPU 1.4 GHz

« High-performance ML
hardware engine

Operating system

« Android « i0S

Connectivity

« Wi-Fi and Bluetooth
support

Wi-Fi

+ 802.11b/g/n/ac (2.4
GHz/5 GHz) Wi-Fi

« Bluetooth® 5.0 support

« Chromecast built-in

+ 802.15.4 (at 2.4 GHz)
thread support

Power

+ 30 W power adaptor

Ports

- DC power jack

Operating system

+ Android - i0S
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Google Home
First Time Setup

Setting up your Google Home device properly for the first time will make
using it much easier, so take the time to get things right. You will need to
have the speaker, an Android device, a Google account and a working
Wi-Fi connection that both Android and Home devices can connect to.

Setting Up Google Home

All of the setup for your Google Home speaker is done through the Google Home app for Android. Use this app for future access

and changes to the settings.

Step 1

! Plug in your Google Home device and
wait for the audio cue to show it is ready
to be set up. Make sure that the switch
that controls the microphone is set to “On'’.
If you accidentally turn the microphone
off on your speaker, the device will inform
you accordingly.
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< Google Play Qi

Google Home
Google LLC

Tools #5 Top Apps

What's new ®
Last updated 11 Oct 2018

With the new Google Home app, you can now
control, organise and manage compatible lights,
cameras, TVs and more, all from just one pla

Read more

Rate this app

W W W W

Rate this app

. & «
Step 2

Currently, Google Home is only available
for Android devices, and most have it
pre-installed. If you don't already have it
find the app on the Google Play store,
download and install it on your mobile
device (phone or tablet). Once installed,
open the app.

Choose account

Use this account with the Google Home app

russ ware
russ.ware@gmail.com

Russell Ware
russware76@gmail.com

Use another account

o9 e

Your use of Google services and devices,
including this app, are covered by the Google
Terms of Service and Privacy Policy.

a

S o

Step 3

! You will need to make sure that your
mobile device is connected to the same Wi-
Fi network you intend to use for the Google
Home speaker. It won't work if you are using
a 4G network to connect. Once connected,
open the Home app and confirm which
Google account you will use to log in.



Connecting to Google
Home Mini...

Your phone or tablet may disconnect from
Wi-Fi during setup

Step 4

! The Google Home app scans for nearby
devices that are plugged in and ready to
set up. If no devices are found, and you're
setting up a device, tap Yes. Make sure that
you're near the Google Home device that
you're setting up and it's plugged into a
wall socket. Then tap Next.

Teach your Assistant to
recognise your voice

Voice Match helps your Assistant identify

your voice and tell you apart from others

by creating a unique model of your voice
on this device.

Why set up Voice Match? It allows multiple
users to enrol on this device. You can
also use your voice to access personal
results, which you can turn on after setting
up Voice Match.

Keep in mind: A similar voice or recording
might be able to access your personal
results, too. You can remove Voice Match
permission later by turning it off in
Assistant settings.

Step 7

! Next, to improve your Google Home
experience, set up Voice Match. Voice
Match allows multiple users to use the
same device and get personalised results.
Follow the prompts on screen to teach
Google to recognise you. You can remove
Voice Match settings later if you wish.

Google Home First Time Setup

Google Home Mini found

Would you like to set up this device?

Step 5

' Hopefully your device will be found by
the app, displayed on screen and you can
then tap Next to continue. If you are setting
up multiple devices, select the one you
want to set up first, and then tap Next. The
app will now connect your phone to your
new Google Home ready for configuration.

Enter your address

Your address helps with services such as
traffic and local weather

Street address

Gloucester Rd, Newton Abbot, Devt

Step 8

} The Google Home app will ask for
access to use your location to pre-fill your
address. This is the address where your
device is located. If you allow access, your
address will be pre-filled; otherwise, you
will need to enter it manually. When your
address is entered tap Next.

Where is this device?

Choose a location for your Google Home
Mini. This will help name and organise
your devices.

Create new
Back garden
Bathroom
Bedroom

Cellar

Step 6

' You should hear a sound on your speaker to
show it is connected. You can now continue
the setup by selecting the room it will be in
(this is just to identify the speaker), choosing
your region, and setting the assistant
language you want to use. Once done, you
will need to connect to your Wi-Fi network.

Add music services

Allow the Assistant to play music from
your linked services

Spotify
6 Free service available o

Google Play Music
[0 »  Play Music subscription 0
active

YouTube Music
0 YouTube Music Premium Q

membership active

Deezer
E Deezer Premium+ account o

required

Step 9

! You can now add your favourite services,
for example music. Spotify, Google Play
Music, YouTube Music and Deezer are just
some of those available. If you add more
than one, you will need to choose a default
music service. Follow the further on-screen
prompts to complete the setup.
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Play Music
on Google Home

Listening to the music you want on Google Home requires you to set up
the music services it uses. To do this you need to know how to ask the
speaker to play, stop, pause, shuffle and skip the music you want! Let’s take
a look at just how you listen to music on Google Home.

Choosing Music Services

You can connect your speaker to a great variety of different music services, from Google Play Music to Spotify and Deezer, which

will give you access to millions of songs.

< Add..

Add to home

© Set up device >
y i Invite home member >
LE Create speaker group >
fr Create new home >

Manage services

J Music and audio >
] Videos and photos >
T

Step 1

You will have been asked to choose
a music service during the setup of the
Google home speaker, but if you skipped
this step, or want to add more, you can
add services at any time. Open the Google
Home app on your Android device and tap
the +Add button on the Home tab. Then
tap Music and audio.
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< Music

The Assistant will use this music provider by default
when asked to play music. You can still play music
using all other linked providers when specified.
Your music services
YouTube Music O
YouTube Music Premium

subscription active

[0 , Google Play Music ®
Google Play Music subscription
active

e No default provider O
MBR s other accounts' preferences on
shared devices

More music services

Deezer e
Deezer Premium subscription

required
e Spotify P
Free service available
- 2 o <
Step 2

If you have a Google Play Music or
YouTube Red account (connected to the
current Google account), these services
will be linked automatically. To link one of
the other music services, tap the small link
icon next to each one. Read the information
in the box that pops up and then tap
Link Account.

Link your Deezer Account

Link your Google Account to Deezer
to enable playback on compatible
devices and access your playlists.
When you interact with the Deezer
service through the Google
Assistant, your queries may be sent
to Deezer for use in accordance
with its privacy statement. Deezer
may provide personal results and
personalised recommendations for
you. You can unlink your account
anytime in the Assistant settings.

CANCEL LINK ACCOUNT

-
L) =

m
0

Step 3

You will now be taken to the music
service Login screen, where you will have
to log in to your account (or create an
account if you don't already have one).
Once this is done successfully, you will
be returned to the Home app where you
will see the music service linked to your
Home device.




Play Music on Google Home G

Playing Music on Google Home

Spotify: Free Music
Streaming
Spotify Ltd.

I Parental guidance

*hkkx¥ 125938724
Contains ads
In-app purchases

Free music streaming: dance albums,
disco hits, pop, hip hop, rap, jazz & more

" Free
and easy to use.

Weekly

Discover
new music.

Made for you

Step 1

Now you have your music services linked
to Google Home, you can start listening.
Exactly what music you can listen to
depends on which service you are using.
For example, you may not be able to
request certain songs by name if you only
have a Spotify Free account.

& Device settings

Default TV
Choose a TV

Do not disturb

Equaliser
Bass, treble

More

Personal results [®)
Allow personal results on this device, such as

email, calendar, contacts and reminders. This

also allows payments on this device

Notifications @]
Receive notifications such as reminders on

this device. Even if notifications are off, you'll

still hear alarms and important updates

Step 4

Guests and housemates cannot access
your library content if you've set up Voice
Match. However, you can give them access
by uploading your music to their account. If
you haven't set up Voice Match, guests and
housemates can access music from your
library in the same way you can.

Il
&l

Welcome home

W1 Now playing

Discover

ot Now playing

The Last In Line

Dio
Google Play Music

)  OFFICE SPEAKER > &l

@+ Google Assistant

Start with "Ok Google"

Step 2

To play a specific song, say "Hey Google,
play <song name>,"“Hey Google, play
<song name> by <artist name>,"or"...play
<s0ng name> on <music service>"Certain
music services will also allow you to search
for songs by saying,”...play songs like
<song name>"

Mix — Sia - The Greatest

Sia - The Greatest

()

Rag'n'Bone Man

Step 5

You can also play music from your
desktop Chrome browser on your Google
Home speaker (as long as the computer is
connected to the same Wi-Fi network). Open
the browser and start playing the music.
Click the Chrome menu button, select Cast
and choose the speaker to play through.

Impressions
KC Lights
Google Play Music

d)  OFFICE SPEAKER I g

@+ (Google Assistant
@
Try saying 'OK Google'...

Step 3

There are some specific commands for
the different music services, but all of them
will react to the general music control
commands. These are: “Play,“Shuffle;’
“Pause, "Resume,“Stop," Next,Skip, " What
song is playing?”*Volume up/down," or “Set
volume to 5

< Equaliser Settings

Office speaker

Bass
L
6dB 0 +6dB
Treble
O
-6dB 0 +6dB
Step 6

You can use the Home app on your
Android device to control the music that is
playing on your speaker. Open the app and
tap the speaker name on the home tab.
Here you will see play and pause controls,
along with a volume slider. Tap the Equaliser
button to change bass and treble levels.
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#~  Using Google

Home Routines

Routines are a set of actions that your Google Home can perform when
activated by a single voice command. You can customise existing preset
routines in the Google Home app, or you can create your own routines
from scratch, using a wide variety of available actions.

Create and Manage Routines

Learn how to customise, create and use Routines with your Google Home speaker and the Google Home app.

B B 15 Sl 73% @ 13:09
e
russ ware

russ.ware@gmail.com

Personal
info
yourvorce

Assistant Services Home

Q Home control
- Manage the devices in your home

7« Routines

Multiple actions with one command

Email updates
Latest news & features

Assistant devices

D Phone

[} Office speaker

- ]

gl

Step 1

Your Google Home app comes with
several pre-set routines. To view or edit
these, tap the Menu button at the top left,
and select “More settings”. Scroll down and
tap the "Routines” section. Here you will
see displayed all of the existing routines,
for example "Good morning”or “Bedtime”.
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< Routines

Get your Assistant to do multiple things with just
one command. Use ready-made routines that
you adjust to fit your day, and create customised
ones from scratch.

Custom

Entertain me 5

3 actions

Ready-made

Good morning N

5 actions

Bedtime %

One action

Leaving home N

No actions

I'm home N

One action

Commuting to work N

. & ] &
Step 2

Below each routine name, you will see
the number of associated actions. Tap a
routine to start editing it. While all routines
can be edited, you will notice they have
differing numbers of actions that can be
added. The pre-set routines illustrate
this difference.

Gl B - 152 =0 73% W 13:09
< Entertain me i v
When...

| say "Entertain me" >
Or it's 08:30 on Mon, Tue, Wed, Thuy, F.. >

My Assistant should... CHANGE ORDER

X Adjust media volume o]
X Say something o
Add action

And then play...

O Music e
O  News o
O] Radio o
. 2 o <

Step 3

Routines are split into sections:
"When | say... (the command) "My
assistant should...” (the main actions
to perform) followed by “And then
play” (additional actions). You can
manage and edit each of these
sections individually.



< Good morning v i
When | say...

"Good morning" or "Tell me about
my day" or...

My Assistant should... CHANGE ORDER
O Take phone off silent o
®
®
®

Tell me about the weather

Step 4

For example, the single command
“Good morning” could take the phone off
silent, tell you the weather alongside your
reminders and commute information. It
could then give you the news headlines
from a variety of sources (BBC, CNN, etc.)
before playing your favourite radio station
until you tell it to stop.

< New routine v i
When...

Add commands (required) >
Set a time and day (optional) >

My Assistant should...
Add action
And then play...

Add media

Step 7

If none of the pre-set routines meet
your needs, you can create your own from
scratch, Open the routines settings in the
Google Home app and tap the + button.
Start by editing the command you want
to use to activate the routine. Simple
commands seem to work best, so keep
it short!

Using Google Home Routines 3

< Listen to the radio s

What radio station would you
like to play?

For example, "Radio 1" or “Radio 5 Live

Step 5

Tap the checkbox next to each action
to add or remove it from the routine. If
the action has a gear icon next to it, you
can tap this to see further settings. For
example, the Play Radio action allows you
to choose the radio station you want to
use, and music settings lets you choose the
music source.

< Setatime and day
Choose a time for this routine
00:00

Choose which days it should repeat
M T w T F S S

Choose which speaker it will start

Select speaker

Get notified on your phone when it st..

Step 8

If you wish, you can set a day/time of day
when the routine activates automatically
although you can still activate the routine at
other times with the command. Next, add
an action, either by typing the name of a
Google Assistant command, or by tapping
"Choose popular actions’, selecting one and
tapping "Add”

& Edit commands :
Good morning
Tell me about my day

I'm up

Step 6

You can also change the command that
activates the actions (although you will
still need to say “Hey/Okay Google"first).
Most pre-set routines have a couple of
commands already set, but you can add a
new one by tapping the top section, then
tap + and type your desired command and
then press Enter to activate it.

< Routines $

Custom

Entertain me 5
3 actions

Ready-made

Good morning
5 actions

Bedtime N
One action

Leaving home N
No actions

I'm home N

Nne artinn

Step 9

When you've finished setting up the
new routine, tap the check mark at the
top and the screen will change to display
all routines. Your newly created routine
will be given the name of the command
word you used (e.g.“Entertain me”). Test the
routine by speaking the command to your
Google Home.
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Play Music Using
Bluetooth

As well as being connected by Wi-Fi, your Google Home device can also be
used as a Bluetooth speaker, playing music that is stored on your phone

or tablet or even your laptop. You can also stream music from your Google
Home device to a pair of Bluetooth headphones.

Play Music on the Home Speaker

Being able to play music stored on your phone or tablet through the Google Home speaker is a useful addition to its bag of
tricks and opens up a host of new audio possibilities.

<
1

I
Office speaker

Now playing

40%

Volume

9 Stop casting
|

Step 1

Open the Google Home app and tap the
name of the device you want to connect
with via Bluetooth. In the top right corner
of the device info card, tap the device
settings menu and then find the Paired
Bluetooth devices heading and tap it. In
the next screen, tap the Enable Pairing
Mode button.

Open Google Play Music
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< CONNECTIONS

O

Wi-Fi

TP-LINK_AP_4C1A

Bluetooth

On

Phone visibility

and transfer files
Data usage

Flight mode
NFC and payment

Mobile Hotspot and Tethering
Mobile networks

Location

. 2 5

™

Step 2

Now open the Bluetooth settings on
your mobile device and turn Bluetooth
on. The device will scan for available
connections, and you should see the
name you gave your speaker appear in
the list of discovered Bluetooth devices.
Tap the speaker name to pair the devices
using Bluetooth.

Bluetooth

Scanning for Bluetooth devices...

PAIRED DEVICES

6, Olixar Aqualux

5 VEHO 360bt

“5 | Office speaker

[} DESKTOP-LO6K9F4

F Samsung Galaxy S7 edge

STOP DONE

&

SN (5) ()

S
Email Phone Camera Settings

Step 3

If the Google Home speaker is paired
with multiple speakers, it will default to
the most recently paired device. You can
tell Google Home to connect by saying
“Hey Google, connect to Bluetooth,"or
you can change which speaker is paired
by opening the Bluetooth settings on
your device.



% Recently added

Glve Me sometning

Oceans

Destiny ft. Sia and Sophie Barker

Stereophonics - C'est La Vie

The Temper Trap - Sweet Dispos..
Inknowr

Modest Mouse - Float On

Step 4

To play music through the connected
speaker, just use whichever music player
you normally use to play your device
music. When connected to the speaker
using Bluetooth, anything you play (from
MP3 files to YouTube videos) will play
through the speaker.

Play Music Using Bluetooth

|
T

e

<
L
TI

Office speaker

Playing Jungle on Bluetooth Audio

66%

Volume

Step 5

You can also use voice commands to tell
your Google Home speaker to play music
that is stored on your mobile device. Just
say “Hey Google <song name> or <playlist
name>"You can use all of the normal
music voice commands to pause, stop,
skip, change volume, etc.

< Paired Bluetooth devices :

Galaxy S8
* Added 15/10/2018 X
Step 6

To unpair the devices, open the Google
Home app and find the device card for
the Google Home that you want to unpair.
Open the device settings and then go to
Paired Bluetooth devices. Tap the X next
to the device that you want to unpair and
then tap Unpair.

Play Music on Bluetooth Headphones

You can also connect a set of Bluetooth headphones through the Google Home speaker and app.

Setup

Set up new devices or add existing devices
and services to your home

New devices

Set up new devices in your home
ﬂ Google Home, smart displays and
devices labelled 'Made for Google'

Works with Google

Have something already set up?
(co) Link your smart home services such as

Step 1

Turn on your Bluetooth headphones;
placing them in pairing mode; this is normally
done by pressing the pairing button on your
headphones (a light will usually flash to tell
you). Now open the Google Home app on
your Android device and select the speaker
you want to connect to.

Choose a default speaker
for music and audio

When you ask Office speaker for music, it'll
play on the speaker selected below

Pair Bluetooth speaker

Office speaker
(this device)

Unnamed

Step 2

Tap the Settings button and scroll
down to find the Bluetooth options. Tap
“Default music speaker”and then tap
“Pair Bluetooth speaker”. It will then scan
for available headphones (or speakers)
and allow you to connect by tapping the
name in the list of available devices.

66%

Volume

Step 3

You can only have one connected
speaker or headphones to play music
through at a time. Once you pair and
connect your speaker to a Google Home,
it will auto-connect unless the speaker is
disconnected. You can use normal Google
Assistant commands to play music.
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#~_ Google Home
S Tips and Tricks

Your Google Home speaker is great for playing music or listening to the
news, but it also allows you to do so much more! From getting general
info, reading a recipe and finding your phone, to playing a game or telling
you a joke, there are literally 100’s of things it can do; here’s 10 of the best.

_ Listen to Audio

Your Google Home allows you
listen to music, news,
podcasts, radio stations,
audio books and /
more. You can
also tell it to
play ambient
sounds in the
background. Just
say, "Hey Google,
help me relax,” or
“Hey Google, play
forest/nature/ocean
sounds.”You can even
make it play white noise!

S
- Plan Your Day

= Start your day off by
-~ saying, “Hey Google,
Good morning,'to
hear traffic, weather
and news reports
along with a list of
your appointments,
reminders, and

more; you can

also ask for these
things individually.

If you need to find
something nearby, just
say,”...where is the
nearest pharmacy?”
for example.
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Control Your TV

If you have a Chromecast plugged
in (or builtin) to your TV, you can
easily control it with your
Google Home speaker.

If your Chromecast
is plugged in to

a power socket
(rather than USB),
you can even use
the speaker to
turn your TV on
and off. Just say,
“...Turn on the
TV or”...turn my
TV off!

o A R e g

o g s R I RO )
S ot e A
L R

-
[ 1)
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c t L. ts Sl
e ———
You can create a list []c) G = .419%B1216
in the Google Home {3 @& hoppinglist.google.com
app and then add to
it using your Home = My shopping list a2
speaker. Once you
have a list created, just + Additen
say, He}/ Qoogle, add O Asowl
orange juice to my
shopping list/or"...add | ] fowers
paper towels and hand
soap to my list” For a [0 Axa7
reminder at any time
: " P [ Bread
just say,”...what’s on my
shopping list! O wk
[0  Eggs



Find Your
Phone

Never lose your phone

again! Provided Voice Match

is set up, you can ask your
Google Assistant to ring
your phone. To do this say,
“Hey Google, find/ring my
phone,"and your Google
Assistant will ring your
phone, even ifit’s set to'Do
Not Disturb’mode.

Manage Tasks

You can easily
set and ask about
reminders by saying,
“Hey Google, remind
me to..."You can also
use it to set timers and
alarms by saying, “Hey
Google, set a timer
for 10 minutes.” If you
want to check how
much time is left just
say, “...how much time
is left?"You set alarms
in the same way.

Control Your Home

If you have smart home
devices such as smart
plugs, a Nest thermostat
or security cameras,
you can link them
to your Google
Home and control
them using your
speaker. You
will need to add
the devices in
the Home app,
and follow any
instructions to set
them up.

& Reminders

Ongoing

Meeting on friday

Buy dog food

Wash car

Do work

Buy dog food

20

Cook

You can find and
make your favourite
recipes using step-
by-step cooking
instructions. For
example, just say, “Hey
Google, find a recipe
for pancakes,”you can
then say,“...prepare
the ingredients," for
a list, followed by “...
start recipe”

Get Answers

You can ask your
Google Home to give
you information about
everything from finance
to sports, you can ask for
calculations, translations
and unit conversions, for
example, "Hey Google,
how much is 1000
Danish Krone in dollars?”
You can even ask for the
nutritional information
on most types of food.

Have Fun

Your Google Home
speaker lets you play
games with it, simply
say, “Hey Google, play
lucky trivia,” (other
games include Crystal
Ball and Mad Libs). If
you don't want to play
a game, just tell it to
“...entertain me," or
say, “..let’s have fun”
You can even ask it to
tell you a joke!

Google Home Tips and Tricks G

recipes

Here to help

Easy but impressive v,

3 /3 i
recipes PO T
BBC Good Food - §

Creamy Turmeric
Chicken Skillet
The Kitchr

2 SEND TO GOOGLE HOME

Quick and Easy 15
Minute Chicken
Stir Fry

Qb Cwant Dan

how much is 1000 Danish kroner
in dollars

Here to help

Conversion / Currency

152.23 United States Dollar

3,000 Danish Krong

Disclaimer

play lucky trivia

Nice! This is the part where the
music starts and | get to be a game
show host.

Welcome to ‘Are You Feeling Lucky?'

Who's asking the questions here?
| guess | am.

And I'm your Google Assistant... but
enough about me.

How many are playing this time?
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#~  The Google Pixel
S Hardware

The Pixel range from Google brings a lot of nice features to the world of
smartphones and tablets. There is also the bonus of getting to use the
very latest version of Android as soon as it is released, in the way it was

designed to be seen and used.

Google Pixel 3

Key Features: Capture the perfect shot every time, get things done
with the Google Assistant, enjoy an all-day battery and more. Pixel 3
comes with a battery that charges fast and can last up to all day. It's even
smart enough to shut down the apps that you don't use to keep you
going for longer.

Get everyone in the picture with Group Selfies - no selfie stick
required. Snap portraits like a pro with Portrait Mode. Capture smiles,
not blinks with Top Shaot, for a great photo every time. And save all your
favourite moments with free, unlimited online photo storage.

Flip your Pixel 3 face down and go from Bzzz to Shhhin an
instant. It will automatically turn on Do Not Disturb and hide all
your notifications, so you can focus on what matters most. Use the
wind-down mode to turn the screen to grey-scale and get ready for
a good night's sleep.

Final thoughts: A large leap in quality over the Pixel 2, a must.

Dimensions
145.6 x 68.2 x 7.9 mm
Weight
148 g

Tuesday, Oct9 |  68°F

Display
5.5in, 1080 x 2160 pixels (443ppi)
Internals

CPU: Octa-core (2.5 + 1.6GHz)
Snapdragon 845
GPU: Adreno 630
Memory: 64/128GB RAM: 4GB

Cameras

Main Camera: 12.2 MP
Selfie Camera: 8MP

Connectivity

Wi-Fi: 802.11 a/b/g/n/ac DB
Bluetooth: 5.0

Battery
Li-Po 2915mAh
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Google Pixel 3a

Key Features: Offers an extraordinary camera, fast-charging battery,
top tier security and the helpful Google Assistant built in. Capture better
pictures with Night Sight; you'll never want to use your flash again.
Night Sight lets you capture rich detail and colour, even in the dark.
Pixel's extraordinary camera is perfect for all your moments. Take flawless
photos with portrait mode. Capture beautiful portraits that focus on
your subject as the background fades into a blur. Keep everyone in
focus. Motion Auto-Focus will make sure that the people and pets in
your shot stay sharp as you snap away.

Do more with the Google Assistant; Send texts, find answers, get
commute times and more - all with a simple squeeze or just by using
your voice. Charges fast, lasts all day. Work, play, stream and get more
done with a powerful battery that charges quickly and lasts all day
(approximate battery life based on a mix of talk, data, standby, mobile
hotspot and use of other features, with always-on display turned off).
An active display or data usage will decrease battery life.

Final thoughts: A fantastic camera on a great entry-level phone.

Dimensions
151.3x70.1x82mm
Weight

Tuesday: Ma e
Display

5.61in, 2220 x 1080 OLED (441ppi)
Internals

CPU: Qualcomm® Snapdragon 670.
2.0 GHz + 1.7 GHz, 64-bit
Octa-Core. Adreno 615. Titan M
security module’64GB RAM: 4GB

Cameras

Main Camera: 12.2 MP
Selfie Camera: 8MP

Connectivity

Wi-Fi: 24GHz + 5GHz,
Bluetooth: 5.0

Battery
3000 mAh battery
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Google Pixel 4

Key Features: The Pixel 4 is the smartphone made the Google
way. The camera takes a perfect shot every time, while the
Google Assistant gets things done with just a squeeze. The

first phone to feature Motion Sense technology, you'll be able
to control your phone in an intuitive and unique way. Best of
all, it’s built around the Google software that you know and
love, and it’s always getting better. The Pixel 4 will help you
take fantastic, studio quality photos anywhere, with no editing
required, and, with leading low-light capabilities, you can even
capture the Milky Way. With Quick Gestures, you have a new
way to control your phone. It's great for when you're exercising,
cooking, or enjoying your favourite taco. You can change tracks
and snooze alarms without touching your phone.

Final thoughts: The ultimate Pixel update, an

essential purchase!

Dimensions Cameras
68.8 mm x 147.1 mm x 8.2 mm Main Camera: 16 MP
Weight Selfie Camera: 8MP
1629 Connectivity
Display Wi-Fi: 802.11 a/b/g/n/ac DB
5.7 in, FHD+ flexible OLED at Blustoptisi
444 ppi Battery
Internals 2800 mAh

pose e e Google Pixel Slate
Core Memory: 6 GB LPDDR4x X i . .
Key Features: The Google Pixel Slate is made to deliver brilliant
entertainment, portable performance and everything you love
about Google for how you live & work today.

Experience the 12.3"Molecular Display with 6 million pixels
with the Google Pixel Slate. Plus, enjoy the premium, dual front-
firing speakers. Work offline with Google Docs, Sheets, and
Slides. Even read and respond to Gmail offline, the next time
you're online, your emails will send automatically.

Connect your monitor, mouse and keyboard to turn your Pixel
Slate into a powerful workstation. Multi-task with split-screen
functionality. Plus, collaborate with built-in Google Docs, Sheets
and Slides.

The Duo Cam wide-angle lens helps you get everyone in one
shot, and look great, even in low light. And with up to 12 hours
of battery, Pixel Slate keeps up with you. Plus, when you need a
boost, get up to 2 hours of use in just 15 minutes of charge.

Final thoughts: A tablet with only a few peers.

RAM: 64GB

Dimensions Cameras
291x202x7 mm Main Camera: 8 MP
Weight Selfie Camera: 8MP
7319 Connectivity
. Wi-Fi: 802.11 a/b/g/n/ac DB
Disphay Bluetooth: 4.2
LCD 12.3in, 3000 x 2000 pixels
(293ppi) Battery
Internals 45Wh

CPU: 8th Gen Intel Coe
GPU: Adreno 630
Memory: 128GB RAM: 8GB
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Google Pixel Tips
and Tricks

Google has brought a lot of changes to the Pixel 4 and Pixel 4 XL phones,
including some fundamental ways you navigate and control your device.
Let’s take a look at some of the main new features of these amazing
devices, and how to make the most of them in your day-to-day use.

Accessing Overview

Overview allows you to quickly see and scroll through all of the apps
you have been using and that are waiting in the background.To open the
Overview, slide your finger upwards over the small pill-shaped button at the
bottom on the screen. You can then scroll left and right through the open
apps, and even access the settings and search.

Quickly switch between apps

Previously, switching between the last two used apps could be done
by double tapping the Recent Apps button. With Pie on your Pixel, this
function is still there, but is achieved by swiping left or right over the small
Home button. You can also swipe and hold over the button to open a
carousel of previously used apps (just like opening the Overview, but done
in one motion).

Fingerprint Sensor Gestures

Depending on how you hold your phone, the fingerprint sensor is
sometimes easier to reach than the top of the screen. Therefore, for some
users it will be easier to use the new fingerprint sensor gestures to open
the quick settings panel. Just swipe your finger down over the sensor to
open the panel.

Double-Tap to Wake

If you want to be able to quickly see the time, and any notifications you
have, but don't like having the Always-on Display running, you can now
enable Double-tap to Wake. This allows you to quickly tap twice anywhere
on the sleeping screen to display the clock and notifications. Head into
Settings > Display > Advanced > Ambient display, to turn this on.
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Suggestions in Overview
Android Pie brings app suggestions in a couple of places, including in

the Overview. App suggestions will vary, depending on what you use

most, or what you have been previously been

using. To enable suggestions in
Overview, open Settings and
look for Suggestions.

Direct Reply

The latest version of Android on
your Pixel allows for Direct replies.
This means that you can open the
notifications panel, see a message
from a contact, hit the reply button
and type, without having to leave the
notification panel and open the app.
This feature needs to be enabled by app
developers, so you might not see it all the
time, but expect more and more apps to
allow it.

Open the App Drawer

In previous versions of Android on Pixel, you opened the main app tray
by swiping up from the bottom of the screen. With the new Home and
Overview controls, you will need to get used to swiping up a bit further,
taking the gesture past where the Overview will open. Try to swipe at least
1/4 of the way up the screen to hit the sweet spot.

Hi, how can | help you?




Buy avocados

What's new What's the weather What's my

Silence with a Squeeze

Google Assistant can be opened by tapping and holding on the
Home button for a couple of seconds, just like with most other Android
devices. However, the Pixel 3 also lets you open Assistant by squeezing
the edges of the phone. You can find the options in settings > system >
gestures > active edge.

Sharing Maps

You can share maps via a short URL, an HTML embed, email, text
message and even send maps to certain GPS units and cars. To generate a
customisable embed code or URL, click on the link icon to the top left of
your display. Check the Short URL box (or whatever you require) or click the
link for Customise and Preview Embedded Map. If you want to send the
link out, rather than copy/paste the text that’s been generated, click Send
for further options.

Camera Quick Launch

On the Pixel 3, you can double press the power/standby button to quick
launch the camera. The settings for this button control can be found in
Settings > System > Gestures, where you can turn on “jump to camera“to
allow quick access from any screen.

Quick 2x Zoom

If you are taking a photo and want to zoom in on the subject quickly, you
can do so by double -tapping on the screen. This performs a 2x zoom, but
if you need more, you can still use the zoom slider to get even closer.

At a Glance

This feature lets you see calendar, weather or other information at the top
of the screen“at a glance” You can enable and edit the information here by
tapping and holding on the home screen wallpaper, then selecting “Home
Screen Settings”and choosing the information you want to be displayed.

Google Pixel Tips and Tricks G

Automatically Recognise Songs

Previously available only if the user was currently connected to the
Internet to get online, this feature has now been made local, meaning your
phone can detect when a song is playing and display information about
the song on screen. To enable the Now Playing feature, head into Settings

> Sounds > Now Playing.

Accessing the Discover Screen

The Android OS introduced the ability to have an extra page to the left of
the Home screen panels some time ago. This has been various things over
the years, but on Pixel 3 it is the Discover screen, displaying news topic in a
variety of categories. From the main home screen panel, swipe to the right
to access it, and then tap the settings icon to customise the content.

Send to Phone

Google Send to Phone enables you to send text messages of Google
Maps content to your mobile phone. For example, you might text yourself
an address or location you've found.

To send something you've found on Google Maps to your phone, click
the link icon in the left panel. Cl ick Send and choose Phone from the
left side. Enter the required information and hit Send. You'll receive a text
message with your selection. You can also send a local search result to
your phone, by clicking More > Send from the place marker's location

information window.

Double-Tap to Wake

If you want to be able to quickly see the time, and any notifications you
have, but don't like having the Always-on Display running, you can now
enable Double-tap to Wake. This allows you to quickly tap twice anywhere
on the sleeping screen to display the clock and notifications. Head into
Settings > Display > Advanced > Ambient display, to turn this on.

Using My Places

Using My Places, you can create custom, annotated Google Maps that
include place marks, lines and shapes. You can even add descriptive text
and embed photos and videos in your map; then share your maps with
others. This can be handy for mapping out your favourite restaurants,
planning an upcoming holiday or saving biking routes for future reference.
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How to Use Google
5" Chromecast

Streaming from the YouTube app can be extremely easy, even if you don't
have a Smart TV. Chromecast is a thumb sized media streaming device that
plugs into the HDMI port on your TV. Set it up with a simple mobile app,
then send your favourite online shows, movies, music and more to your TV
using your smartphone, tablet or laptop. However, that doesn't mean that

there aren't more advanced tips and tricks you can use when setting up

your Google Chromecast correctly.

Set Up Chromecast Hardware

Before you can begin to cast content from your device to your TV or other large screen device, you will need to get the

Chromecast hardware connected and set up correctly.

set me up

Visit google.com/chromecast/setup on your laptop or mobile device

My setup name is ‘Chromecast XXXX!

Step 1

Everything you need to get going is included in
the Chromecast box. You can plug your Chromecast
into any open HDMI input. If you do not have
access to a nearby power socket, you can power
your Chromecast by plugging the USB power cable
directly into an open USB port on your TV.

Step 2

Using the cables and adapters that come with the
Chromecast is important. To Improve Wi-Fi reception
or if you are having trouble slotting the Chromecast
into an awkwardly placed HDMI socket, you can use
the HDMI extender included in the box.
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Welcome to the new Chromecast
app

Make the most of your Chromecast

Step 3

Once itis plugged in, you should see
the Chromecast home screen. If you do
not see the Chromecast home screen on
your TV after setting it up, use the Input or
Source button on your TV's remote control
to change the input until you see the
Chromecast home screen.



How to Use Google Chromecast

The Chromecast App

The official app is not the only way to manage your Chromecast device but it should certainly be the place you start.

chromecast

Chromecast

~2200

“ WHATS NEW

Step 1

Some devices, particularly the Google
Nexus ones, may already have the
Chromecast app, which connects to
the hardware plugged into the TV, pre-
installed. If not you can download the latest
version from the Google Play store for free.

Screen Casting

(&)

Tap on the gear 1o change settings and customise your idle
Backdrop

Your photos, your interests. Customise this @

ISTOMISE BACKDROP

Step 2

Make sure the device is connected to
your Wi-Fi network and then open the
Chromecast app. It should automatically
begin scanning for devices. Once found it
will show your Chromecast in a list, along
with any other compatible devices.

Chromecast name

q w e r 1 yb u i o p @

a s d f g h j kK I @
4 zZ x ¢ v b nm ! ? =+
23 =}

Step 3

Tap next to Chromecast to connect. The
screen will change, as will the screen on
your TV. This will show a code that needs to
match on both the device and the TV. Give
your Chromecast a name if you wish, such
as "My Chromecast” and then tap Done.

Many media apps include a dedicated Cast button, used to project movies etc. to your TV. However it is also possible to cast your

device screen as well.

2 YouTube

[Music Playing]

The Best Sci-Fi In The Galaxy
Subscribe and watch new short films every week
on DUST.

DUST

Step 1

You can cast YouTube and all of your
favourite apps, from your device to the big
screen. Casting allows you to mirror your
Android phone or tablet to the TV so that
you can enjoy your great content exactly
as you see it on your mobile device.

Discover apps
Castscreen
®  Leam

©  Helpa foedback

Step 2

Connect your device to the same Wi-Fi
network as your Chromecast and open the
its app. In the top left corner, touch the
navigation drawer and then tap the Cast
Screen button. Select your Chromecast
from the list shown.

£3 Connect to device

Step 3

Anything you open on your device will
now be cast to your TV via the Chromecast
(where compatible). There are some
limitations to using screen cast but in
general you can project almost everything
from your device to the big screen,
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All About
Google Stadia

With their Stadia project, Google hopes to revolutionise how we play
games in the home and on the move. Their vision for the future is one
where it is possible to play games on virtually any hardware without the
need for expensive consoles or high-end desktops. Let’s take a look at the

hardware and explain how it works.

Stadia Speed Test

Before you begin your Stadia set-up, you need to ensure that your Internet connection is fast enough. Google has provided an

online tool to do just that.

Step 1

' Open a web browser, preferably on the device with which you
intend to use Stadia, and enter the following URL: projectstream.
google.com Before you start testing your Wi-Fi speed you are
advised to limit web traffic, such as downloads or streaming.

We recommend a download speed of at least 10 Mbps to A
stream games on Stadia, and faster speeds for resolutions A

greater than 720p. '

Check your connection.

Step 2

Once your Wi-Fi connection is free of other users, and clear of
apps, tap the blue Check Now button on the left side of the web
page. This activates the process, so you can simply sit back and
wait for the results to appear.

Checking your connection...

Please wait while we run a quick test. This should take
under 30 seconds.

Step 3

When your Internet connection test is complete, it displays the
results; this should take no longer than 30 seconds. These come
in the form of a green tick for a pass and a red cross for a fail. A fail
essentially rules out Stadia compatibility.

Your connection is great.
Based on your current download speed of 43.812 Mbps, we expect that you'll have a

high-performance gaming experience on Stadia. Go back to the Google Store.
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How Stadia Works

Google Stadia is a hardware-free, game streaming service
that enables users to play a catalogue of game titles on a large
variety of devices. All you need to play is the official Stadia
joypad, a Chromecast, a screen and an Internet connection.

Stadia allows play on existing desktops/laptops computers,
Smart TVs, tablets and smartphones. Play is enabled via the
Stadia controller, which may indeed resemble a traditional
joypad, yet is much more than that. Such unique features,
exclusive to the joypad, include the ability to capture and
share your gaming footage directly to YouTube.

So basically get your device online, connect your joypad
and press play, that's it!




Getting Started with Stadia

All About Google Stadia a

Are you ready to play some games? Let us take you through the set-up of your Google hardware with your monitor or TV so you

can press Start with Stadia.

Step 1

Using a mobile device (smartphone or tablet), you need to open
the App Store on iOS, or Google Play on Android, and download
the Stadia application. At this point, enter the invite code that was
emailed to you at purchase.

¢ search

Google Stadia
e @ o
A3xkxKT 12+
What's New Version History
Stadia is one place for all the ways we play.
The Stadia app allows you to set up and manage Stadia across compatible devices.

If you wish to use your Google
Stadia on your TV, you need
to set up your Google
Chromecast Ultra first.
NOTE: You need an
Android or iOS mobile
device to complete
setting up Chromecast.

Step 3

On your Android device, you need to download the latest build
of the Google Home App. Sign in using your Google account and
then connect the Chromecast to your TV via the HDMI input and
USB for power.

B Google Play | a |

My app:

Google

Games Google LLC  Teols Aanny 2

Sinr |

What'’s in the Box?

Having confirmed Wi-Fi compatibility, let’s start unboxing your
Google Stadia. Here’s what's in store when you peel back the lid
of your Stadia Premiere Edition.

» Three Months
Subscription to Stadia Pro

« A Single Google Stadia
Controller

« A Chromecast Ultra
« A Mains Charging Cable

« Documentation

Step 4

Ensure your Android mobile device connects to the same
Wi-Fi network you want to link to your Chromecast Ultra. Open the
Google Home app and, from the home screen, tap Add +>Set up
device>Set up new devices.

Set up

Set up new devices or add existing devices and services to your home

New devices

A Setupnewdevices
Soogle Home, Chrome
Hue Bridge

Works with Google

Have something already set up?
ik art home services ke Philips Hue (with Hue Bridge) and TP-Link

Step 5

Find your Chromecast Ultra from the list of new devices. Once
selected, follow the instructions and the Google Home app pairs
your device to your home network, thus enabling Stadia streaming
via your Chromecast.

Home nickname & address
‘Your home nickname helps you identify your home. The address will be used for things such as directions.

Home nickname

Step 6

Finally, if you wish to
play games on your
desktop or laptop, you
need to open a web
browser on the video
device you wish to use
and visit: google.com/
chrome and download
the latest build of the
Chrome browser. v

G a
Get more done with
the new Chrome

PNow more simple. secure ond foster than ever - wih Google's smarts.
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Step 7

Now let’s turn our attention to the Google Stadia Controller, once
out of the box you need to ensure that your device is fully charged
before you start setting up the controller itself.

Step 8

Once the device is fully charged, unplug the power cable. Press
the Stadia logo button on the controller for two seconds to turn it
on. A vibration confirms that you have powered up the device.

RS
<

Step 11

You need to enter your Wi-Fi
password and then tap Connect
to Wi-Fi to complete the process.
Your controller may automatically
install an update, if it is required,
and then you are ready to play.
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Step 9

Switching to your mobile device, open the Stadia app, using
your invite code (if required), and tap the Controller icon to the
top right, you may need to enable Location access first. Select your
controller from the list of devices.

>

Unlock Stadia with your
invite code

Don't have an invite code?

Step 10

Your Stadia controller starts to vibrate to confirm connection
and then, when prompted, tap Yes on the mobile app. Now
tap Connect to your network using the same account as your
mobile device.

Wi-Fi
Settings
Wi-Fi &
James Gale
K Apple 1, (Clou, Tunes & App Store devolo-315 v
Airplane Mode
. BTHUbG-TNGF a=s@
. BTHUbG-TN6F-5 =
B suetoon
iPhone ! 4G -
[® nottications
€D sounds Other.

9 oonotDisturb

B screenTime

Ask to Join Networks

(E) ceneral
3 Auto-Join Hotspot
£% Control Centre

Display & Brightness




All About Google Stadia a

Google Stadia Controller Controls Explained

With Stadia, the controller is the console, so understanding how this all-in-one device works is going to be essential to your
gaming experience.

Left Bumper Right Bumper
wn R
Left Trigger Right Trigger
© /)
Google Capture
Assistant
Options =y
Direction ABXY
Pad Buttons
Left Stick Right Stick
(L3) (R3)
Stadia Status Light
Button _— : (Under Button)

3.5mm
Headset Jack

Left Right
Vibration Vibration
Motor Motor

Microphone

Understanding Capture and Share Footage

th e Statu S Li ht If you have a YouTube channel, or simply want to share your gameplay
g footage via social media, you can capture gaming using this button. Press
once to take a screenshot or hold to capture video.
Blinking White:  Your controller is charged
and ready to access your

network via the linking code.

Solid White: The controller is powered on, Stad ia Ofﬁ Cia I S pecs

linked to a screen and ready
for use. Weight: 2689

Blinking Orange: The controller needs Dimensions: 163mm x 105mm x 65mm
connectingtoa
Wi-Fi network.

Internals:  Custom 2.7GHz hyper-threaded x86 CPU with AVX2 SIMD
and 9.5MB L2+L3 cache. 16GB of RAM with up to 484GB/s of

Solid Orange: The controller is charging, performance. SSD cloud storage

when complete, the light
turns off. Colours: Clearly White, Just Black, Night Blue & Wasabi
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