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o Symbols ®

+ (addition/plus sign) mathematical
operator, 215

/ (division sign) mathematical operator,
215

A (exponential notation sign) mathematical
operator, 215

* (multiplication sign) mathematical
operator, 215

() (parentheses) mathematical operator,
215

- (subtraction/negative sign) mathematical
operator, 215

o/ ] o

About Web page, 293
account
administrator, 21, 24-30
authentication, 39-41
user, 260-264
viewing Dashboard, 264-265
activating e-mail, 320-321
Add a Gadget to Your Page dialog box,
307-308
Add an Image dialog box, 303-306
adding
calendars, 128-129
color to shapes in slides, 235
comments in documents, 184
contacts, 95-100
custom logo to Google Apps, 20
default gadgets to Start Page, 285-286
friends calendars, 129
gadgets, 41-47, 162
links to documents, 180-181
pictures to contacts, 97-100

public calendars, 129
reminders to events, 125-126
URLs to calendars, 129
adjusting
calendar colors/settings, 129-131
CNAME record, 34-36
column width, 205
default Start Page settings, 277-279
domain settings, 269-276
e-mail filters, 80-81
font settings, 179-180
language settings, 171
placeholder text in slides, 230
post-publication Start Page, 290
row height, 205
spreadsheet values, 207
themes in slides, 230-231
URLs, 278
user account settings, 264-268
user names, 265-266
Web page layouts, 299
administrator account, 21, 24-30
Administrator control panel, 13
Adobe Reader Web site, 241
AdSense, 343
AdWords, 65, 343
Agenda mode, 153
Align button, Google Spreadsheets, 202
aligning spreadsheet cells, 207-208
APIs, 14
applying styles to documents, 182
archiving conversations, 66
ARPANET project, 53
attachments
attaching e-mail file, 60-61
downloading, 71
Gmail, 336-337
opening as Google documents, 71
viewing as HTML, 70-71
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Audience panel, 245-249
authentication, account, 39-41
autosaving, 201

Average function, 217

ol e

backup, 160, 171, 241
bacn, 80
bitmap (BMP) file format, 97
BlackBerry, 88, 152
Blog Site Settings dialog box, 191-192
blogs, publishing documents to, 191-193
BMP (bitmap) file format, 97
body, e-mail form, 58
Bookmark link, 181
bookmarks, 187
brightness effect, 306
browser cache, 48, 335
buttons
Align, 202
End Call, 113
Format, 202
Insert, 202
Mute, 113
Send Files, 113
Send Voicemail, 113

oo

cache, 48, 335
Calendar
adding calendars, 128-129
adjusting settings, 326-329
checking invitation guest status, 136-137
Contacts list, 90
creating events, 118-121
default custom apps address, 314
defined, 10
deleting events, 122
Edition availability, 13
e-mailing guests, 136-137
embedding on Web site/blog, 143-146
exporting events, 151-152
gadget, 45-46

GVENT service, 154-155

Help Center Web site, 154
importing calendars, 129
importing events, 147-151
invitations, 134-138

keyboard shortcuts, 116
mobile devices, 152-154
notifications, 122-126, 130
overview, 115-116, 133

printing calendars, 127-128
quick link, 20

resources, 154

Room Finder, 142-143
scheduling resources, 140-143
searching calendars, 131-132
settings, 129-131

sharing calendars, 130, 138-140
starting, 116-118

subscribing in Outlook, 149-151
Team Edition quick link, 20
time zone, 117

troubleshooting, 338-339
updating events, 121-122
viewing calendars, 45-46, 126-127

cells

aligning spreadsheet, 207-208
defined, 200

changing

calendar colors/settings, 129-131
CNAME record, 34-36

column width, 205

default Start Page settings, 277-279
domain settings, 269-270

e-mail filters, 80-81

font settings, 179-180

language settings, 171
placeholder text in slides, 230
post-publication Start Page, 290
row height, 205

spreadsheet values, 207
themes in slides, 230-231

URLs, 278

user account settings, 264-268
user names, 265-266

Web page layouts, 299
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Charting feature, Spreadsheets, 202
charts
creating, 212-213
defining data ranges, 212
managing, 214
Chat
Contacts list, 90
Gmail, 337
privacy, 110
chatting. See Chat; Talk
Check Spelling link, Docs interface, 175
Choose File dialog box, 98, 168, 236
Choose a Slide Layout dialog box, 237-238
Choose Theme dialog box, 230-231
Clipboard, 177, 179, 234
cloud computing, 11-12
CNAME record, 34-36
collaborating
documents, 194-198
spreadsheets, 221-223
color, 130
Column Width slider, 205
columns, 200
comma-separated values (CSV) file
creating from Spreadsheets or Excel, 263
defined, 262
comments, 184
communications gadgets, 43
composing e-mail, 55
Conference room scheduling, 13
configuring MX records, 320-321
Contact Info Web page, 293
Contacts list
adding contacts, 95-100
creating Gmail, 89-90
defined, 89
Gmail Quick Contacts, 92-95
scrolling through, 91-92
sorting into groups, 100-102
updating contacts, 95-100
viewing contacts, 90-91
control panel domain setting, 270
conversation stacks
collapsing/expanding, 63-64
overview, 62-63

conversations
archiving, 66
defined, 61-62
deleting, 66
e-mail, 56
converting file formats, 170, 224-225
coordinating schedules, 141-142
copy and paste, 179
cost, of cloud computing, 11
Count function, 217
Create Chart dialog box, 212-213
Create Event link, Calendar, 119-120
creating
bookmarks, 187
calendar events, 130
charts, 212-213
custom Apps addresses, 313-316
custom gadgets for Start Page, 286-289
custom Start Page template, 279-290
Dashboard user accounts, 260-264
e-mail filters, 76-79
gadget layouts, 44-45
gadgets, 43
Gmail signatures, 72-73
Google accounts, 342
groups, 100-101
invitations, 134-135
links to published documents, 191
new calendars, 128
new documents, 163-164
slides, 237-238
tables in documents, 185-186
universal event reminders, 122-124
worksheets, 220
cropping Web page images, 305
CSV (comma-separated values) file
creating from Spreadsheets or Excel, 263
defined, 262
custom gadgets, 42
custom logo, adding to Google Apps, 20
customizing
colors (Start Page), 281-282
content (Start Page), 285-289
domain appearance, 271-272
Quick Contacts list, 93
Start Page, 278
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cut, copy, paste, 233, 239
cut and paste text, 179
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Dashboard
account information, 259
adjusting account settings, 264-268
adjusting general settings, 269-270
changing user name, 265-266
creating user accounts, 260-264
CSV (comma-separated values) file, 262
customizing domain, 271-272
defined, 10, 257
deleting user, 267-268
domain settings, 269-276
Edition availability, 13
header logos, 272
hex value, 272
logging in, 258
making user an administrator, 268
managing domain names, 275-276
navigation bar, 259
overview, 257-259
Premier, 273-276
quick link, 20
resetting user password, 266
restoring username, 267
service settings, 259
suspending a user, 266-267
Team Edition quick link, 20
uploading users, 262-264
viewing account, 264-265
data ranges, 212
defining ranges, 212
Delete command, Spreadsheets, 202
deleting
Calendar events, 122
charts, 214
conversations, 66
documents, 164-167
e-mail messages, 56, 61
resources, 328
slides, 238-239
spreadsheet rows/columns, 208

users, 267-268
Web pages, 310
desk accessories, 41
destination point, 187
dialog box
Add a Gadget to Your Page, 307-308
Add an Image, 303-306
Blog Site Settings, 191-192
Choose File, 98, 168, 236
Choose a Slide Layout, 237-238
Choose Theme, 230-231
Create Chart, 212-213
Edit Link, 234, 300-303
Email Presentation, 247
Event Details, 247
File Download, 71
File Upload, 183
Import Slides, 243-244
Insert Bookmark, 187
Insert a Function, 219-220
Insert Image, 183, 236
Insert Special Character, 188
Insert Table, 185
Save As, 33, 71
Send Update, 136
Suggest This Picture to, 99
dictionary, 347
directory assistance, 341-343
disabling
Apps and Services, 316-317
e-mail message forwarding, 82
Start Page, 278-279
displaying calendars, 130
dividing paragraphs with separators,
187-188
Docs. See also Docs Home
adjusting settings, 329-330
advantages of, 157-161
browser menu and, 176
collaborating on documents, 194-198
converting file formats, 170
creating documents, 163-164
default custom apps address, 314
defined, 10
Edit tab, 176-183



editing commands, 177-178
editing document text, 176-178
Edition availability, 13

exporting documents, 194
exporting files, 170

formatting document text, 176-178
gadget, 46-47

Help, 171

importing documents, 167-168
inserting objects, 183-188

keyboard shortcuts, 177-178, 182-183

language settings, 171
managing documents, 164-167
naming documents, 163-164
organizing files, 169
overview, 173-175
previewing, 190
printing, 190
publishing, 191-193
quick link, 20
Revisions tab, 189-190
searching documents, 169-170
securing, 329-330
sharing documents, 194-198
signing out, 171
Team Edition quick link, 20
troubleshooting, 340
uploading documents, 167-168
viewing, 46-47
Docs Home. See also Docs
advantages of, 157-161
defined, 158
disadvantages of, 161
launching, 162
organization pane, 165
troubleshooting, 339
Document link, 181
documents
adding comments, 184
applying styles, 182
building tables, 185-186
collaborating, 194-198
creating new, 163-164
hiding, 164-167
importing, 167-168
inserting objects, 183-190

overview, 157
previewing, 190
printing, 190
publishing, 191-193
revisions, 189-190
searching, 169-170
sharing, 194-198
sorting, 164-167
uploading, 167-168
versions, 189-190
viewing, 164-167

domain

adjusting settings, 269-270

customizing appearance, 271-272

defined, 21

managing names, 275-276

migrating existing, 25-26

registering, 21-25

registrar Web sites, 31

signing up for, 21-26

top-level (TLD), 23

verifying ownership, 30-36
Domain settings, Google Dashboard,

269-276

downloading Gmail attachments, 71
duplicating

slides, 238-239

Web pages, 310

oF o

Edit Link dialog box, 300-303
edit options, Google Presentations, 229
editing

charts, 214

contact groups, 101-102

document HTML, 193

images in Web pages, 303-306

text in Docs, 176-190

Web pages in Page Creator, 297-308
Editions

Education, 13

Premier, 13

Standard, 13

Team, 12

Index 353



354

Google Apps For Dummies

Education Edition
features, 13-14, 18
Gmail settings, 319-320
Room Finder, 142-143
signing up for, 29-30

EDUCAUSE, 18

effects, 306

e-mail. See also Gmail
activating, 320-321
Activation option, 320
address link, 181
attaching files, 60-61
composing, 55, 57-61
conversations, 56
defined, 52
forms, 57-58
gadget, 45
Gateway option, 319
to groups, 102
labels, 56
marking messages, 64-66
migrating existing accounts, 323-325
migration, 14
to presentations, 250-251
Presentation dialog box, 247
reporting spam, 66
routing, 14
searching messages, 66—67
storage, 13
subject, 59
tracking messages, 61-66
Whitelist option, 319-320

e-mail addresses
components of, 52
entering, 58-59
reminder, 55

e-mail filters
adjusting, 80-81
creating, 76-79

e-mail messages
deleting, 56, 61
forwarding, 81-84
incoming, 56
labeling, 75-76

saving, 61
searching, 55, 57
sending, 61
embedding Calendar on Web site/blog,
143-146
emoticons, 110
enabling Apps and Services, 316-317
End Call button, 113
enhance effect, 306
entering
e-mail addresses, 58-59
spreadsheet values, 202-204
error messages, 334
Event Details dialog box, 247
events
exporting to files, 151-152
exporting from Outlook, 147-148
importing into Google Calendar, 148-149
exporting
events to files, 151-152
events from Outlook, 147-148
file formats, 170, 194
spreadsheets, 224-225

ofF e

feed reader Web sites, 151
FeedBurner Web site, 151
File Download dialog box, 71
file formats
converting, 170
document, 167
exporting, 170, 194
HTML, 152
ICAL, 151
images, 97
XML, 151
File menu
Docs interface, 174
Google Presentations, 228, 240-244
File Upload dialog box, 183
files
attaching e-mail, 60-61
comma-separated values (CSV), 262-263
exporting events to, 151-152
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formats for downloading, 71
organizing by folders/labels, 169
uploading HTML, 31-34
zip, 71, 337
filling formulas, 218-219
filters
adjusting e-mail, 80-81
creating, 76-79
defined, 74
finance gadgets, 43
Firefox, 41, 48, 304
folder organization, 169
font styles, 299-300
footer, Google Start Page, 282-284
Format button, Spreadsheets, 202
formatting

multiple spreadsheet cells, 204-205

spreadsheet numbers, 209

text in Docs, 176-190
formulas

defined, 214

filling, 218-219

in-cell, 216

mathematical operators, 215
forwarding e-mail messages, 81-84

freezing spreadsheet rows/columns,

209-210

FTP Web sites, 71
fun and games gadgets, 43
functions

Average, 217

built-in, 217-218

Count, 217

online, 219-220

Product, 217

oG o

Gadget Directory, 285-287
Gadget Gallery, 286
gadgets
adding, 41-47
adding Docs, 162
adding to Web pages, 306-308
creating, 43

communications, 43
custom, 42
defined, 37, 41
directory, 42-44
Email, 45

finance, 43

fun and games, 43
Gmail, 45
lifestyle, 43

“new stuff”, 43
news, 42

opening, 53-54
“popular”, 42
settings, 43-44
sports, 43
technology, 43

GIF (Graphic Interchange Format) file

format, 97

Gmail. See also Contacts list; e-mail

adding signatures, 72-73
attachments, 336-337

bacn, 80

Chat, 337

composing e-mail, 57-61
Contacts list, 90

conversation stacks, 62-64
default custom apps address, 314
defined, 10

Edition availability, 13

Education Edition settings, 319-320
filters, 76-81

forwarding, 81-84

gadget, 45

Google Apps versus public, 65
IMAP, 84-88

Inbox, 55-57, 74-81

labeling messages, 75-76
marking messages, 64-66

mobile device and, 88

opening attachments, 69-71
opening from Start Page gadgets, 53-54
Outlook and, 85-88

overview, 51

POP, 84-88, 335-336

Premier Edition settings, 319-320

355
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Gmail (continued)
Quick Contacts, 92-95
safety/reliability, 52
Search, 75
searching messages, 66-67
sending invitations, 137-138
setting up E-mail, 52-53
settings, 319-320
Standard Edition settings, 317-318
starting, 53-55
tools, 321-323
tracking messages, 61-66
vacation responder, 73-74
Gmail Chat
changing status of, 107-108
chatting, 106
defined, 104
invitations, 104-105
tracking chats, 107
Google
Checkout, 24, 28, 275, 344
creating an account, 342
defined, 1
Desktop, 346
Earth, 346
Finance, 344
Groups, 333-334
Labs Web site, 341
Maps, 345-346
Notebook, 343
Pack, 346
Product Search, 344
Reader, 151, 344
reliability, 14
Translate, 346-347
Google Apps
adding custom logo to, 20
advantages of, 14-15
cloud computing and, 11
creating custom addresses, 313-316
Dashboard, 10
defined, 1
disabling, 316-317
disadvantages, 15-16

edition features, 12-14, 17-18
Education Edition sign-up, 29-30
enabling, 316-317
gadgets, 42
help, 48, 333-334
Internet connection and, 15
overview, 9-10
Premier Edition sign-up, 26-29
Quick links, 20-21
recommended, 341-347
Standard Edition sign-up, 21-26
Team Edition sign-up, 18-21
troubleshooting, 333-340
Web site, 9
Google Calendar. See Calendar
Google Dashboard. See Dashboard
Google Docs. See Docs
Google Gadgets
adding, 41-47
Calendar, 45-46
directory, 42-44
Docs, 46-47
Gmail/Email, 45
layout, 44-45
Talk, 47
Google Page Creator. See Page Creator
Google Presentations. See Presentations
Google Spreadsheets. See Spreadsheets
Google Start Page. See Start Page
Google Talk. See Talk
Googler, 9, 334
Graphic Interchange Format (GIF) file
format, 97
grayscale effect, 306
groups
chatting with, 111
creating, 100-101
editing, 101-102
e-mailing, 102
sorting contacts into, 100-102
viewing, 101-102
GVENT service, 154-155
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header
e-mail form, 57
Google Start Page, 282-284
section, Docs interface, 174
stack, 63
Help Center, 333
help resources, 333-334
hex value, 272, 281
hiding
calendars, 130
documents, 164-167
Home page, 293
HTML
code, 308
editing document, 193
file format, 152
file uploads, 31-34
hypertext link, 233

o]e
ICAL file format, 151
iGoogle, 37, 41, 54, 162
images
adding to contacts, 97-100
cropping Web page, 305
editing in Web page, 303-306
file formats, 97
Google Presentations, 235-237
inserting in documents, 183-184
inserting in slides, 235-237
inserting in Web pages, 303-306
IMAP (Internet Message Access Protocol)
activating, 84-88
Edition availability, 13
Gmail, 335-336
Import and Export Wizard, 147-148
Import Slides dialog box, 243-244
importing
calendars, 129
documents, 167-168
events into Google Calendar, 148-149

Inbox
Gmail, 55-57, 74-81
previewing, 45
Input area, Docs interface, 175
Insert Bookmark dialog box, 187
Insert button, Spreadsheets, 202
Insert a Function dialog box, 219-220
Insert Image dialog box, 183, 236
Insert Special Character dialog box, 188
Insert Table dialog box, 185
inserting
images in slides, 235-237
images in Web pages, 303-306
links in Web pages, 300-303
objects in documents, 183-190
shapes in slides, 235
special characters, 188
spreadsheet rows/columns, 207
stock quotes in spreadsheets, 221
text boxes in slides, 231-234
instant messaging, 10, 43, 103-104
Internet, 10-12
Internet Connection
Google Apps and, 15
Strength, 114
Internet Message Access Protocol (IMAP)
activating, 84-88
Edition availability, 13
Gmail, 335-336
invitations, 251-252
iPhone, 41, 65, 88

° ] °
JPG/JPEG (Joint Photographic Experts
Group)file format, 97

oK o

keyboard shortcuts
Calendar, 116
formatting/editing text, 176-178
Google Presentations, 233
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labeling e-mail messages, 75-76
labels
defined, 74
organizing files by, 169
Spreadsheets, 202
language domain setting, 269
layouts
changing in Web pages, 299
moving gadgets, 44-45
leading Web presentations, 246-248
lifestyle gadgets, 43
links
adding to documents, 180-181
Bookmark, 181
Calendar, 20
Check Spelling, 175
Create Event, 119-120
Document, 181
e-mail address, 181
to Google Apps, 55
inserting in Web pages, 300-303
Live support, 14
logo, 20

ol o

mail exchange (MX), 276
maintenance, of cloud computing, 11
managing
charts, 214
documents, 163-164
domain names, 275-276
mash-up effect, 306
Max function, 217
Merge Across, Spreadsheets, 202
merging spreadsheet cells, 207-208
messages. See e-mail messages
messaging, text, 153-154
Min function, 217
Mobile access, 13
mobile device
Calendar notifications, 124-125
Gmail and, 88

moving
images in slides, 236
shapes, 235
text boxes, 232
Mozilla Thunderbird, 84
Mute button, 113
MX records, 276, 320-321

o\ o

Navigation Bar
Dashboard, 258-263, 265, 269, 271, 273,
275, 314, 323-324, 334
Page Creator, 290-291
“new stuff” gadgets, 43
news gadgets, 42
Notepad, 32, 168
notifications, Google Calendar, 122-126,
130
numerical values, Spreadsheet, 202

o () o

objects, inserting in documents, 183-190
Online support, 14
open source
applications, 225
presentations, 242
scripts, 161
opening
attachments as Google documents, 71
Gmail from Start Page gadgets, 53-54
OpenOffice, 194, 224-225
options
Activation, 320
edit, 229
Gateway, 319
Whitelist, 319-320
organization
advantages of using, 14-15
disadvantages of using, 15-16
files by folders/labels, 169
name domain setting, 269
slides, 237-239
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exporting events from, 147-148
Gmail and, 85-88
importing events to Calendar, 147-149
subscribing to Calendar in, 149-151
updates Web site, 88

oo

Page Creator
adding gadgets to Web pages, 306-308
adding text, 297-298
changing HTML code, 308
changing layouts, 299
choosing templates, 298-299
editing images, 303-306
editing Web pages, 297-308
Edition availability, 13
font styles, 299-300
inserting images, 303-306
inserting links, 300-303
overview, 291-292
Page Editor, 295-297
publishing Web pages, 309-310
Site Manager, 292-295
updating Web pages, 310-311
Web site, 257
Page Editor, Google Page Creator, 295-297
passwords, 266
perpetual beta, 15
Phone support, 14
Picasa, 346
pictures, 97-100
placeholder text, 230
PNG (Portable Network Graphics) file
format, 97
Policy management, 14
POP (Post Office Protocol)
activating, 84-88
Gmail, 335-336
Troubleshooter Tool, 336
“popular” gadgets, 42
Portable Network Graphics (PNQG) file
format, 97

Post Office Protocol (POP)
activating, 84-88
Gmail, 335-336
Troubleshooter Tool, 336
posting documents to blogs, 191-193
PowerPoint in Google Presentations,
241-242
Premier Edition
features, 13-14, 18
Gmail settings, 319-320
managing domain names, 275-276
Room Finder, 142-143
signing up for, 26-29
upgrading to, 273-275
Premier Support, 334
Presentations
adding elements, 229-237
adding text, 231-234
adding titles, 230
creating new slides, 237
cut, copy, paste, 233, 239
deleting slides, 239
discussing presentations, 248-249
duplicating slides, 239
edit options, 229
e-mailing presentations, 250-251
file formats, 167
file menu, 228, 240-244
formatting text, 231-234
giving presentations, 245-249
header similarities, 228
hypertext link, 233
images, 235-237
inserting from Google Spreadsheets, 236
integrating other slides, 243
inviting collaborators/viewers, 251-252
keyboard shortcuts, 233
logging in, 228
organizing slides, 237
overview, 157
placeholder text, 230
portability, 227
printing, 241
projecting presentations, 245-246
publishing, 252-253

Index 359
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Presentations (continued)
renaming, 240
saving PDF copy, 241
shapes, 235
Start Presentation link, 229
starting up, 228-229
themes, 230-231
troubleshooting, 339
uploading from PowerPoint, 241-242
viewing revisions, 244
Web presentation, 246
printing
calendars, 127-128
documents, 190
presentations, 241
privacy, Gmail Chat, 110
Product function, 217
Products/Services/Projects Web page, 293
projecting presentations, 245-246
public calendars, 129
publishing
charts, 214
documents, 191-193
presentations, 252-253
Start Page, 289-290
Web pages, 309-310

oQo

Quick Add link, Calendar, 118
Quick Contacts
customizing list, 93
online, 92-93
prioritizing, 93-94
searching, 94-95
Quick links, 20-21
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ranges, 212
records
CNAME, 34-36
MX, 320-321
reminders, event, 125-126
renaming presentations, 240

reordering slides, 238-239
reporting spam, 66
reset effect, 306
resetting user passwords, 266
reshaping text boxes, 232
resizing

images in slides, 236-237

shapes, 235

text boxes, 232
resources

Calendar, 154

deleting, 328

editing, 328

help, 333-334

scheduling, 13, 140-143
responding to invitations, 135-136
Revisions tab, 189-190
Room Finder, 142-143
rotating Web page images, 305
rows, 200

oS e

Save As dialog box, 33, 71
saving
autosaving spreadsheets, 201
charts, 214
e-mail messages, 61
PDF copies of presentations, 241
schedules
Conference room, 13
coordinating, 141-142
resources, 140-143
searching
calendars, 131-132
documents, 169-170
e-mail messages, 55, 57
securing Docs, 329-330
selecting
multiple spreadsheet cells, 204
Start Page layouts, 280-281
Send Files button, 113
Send Update dialog box, 135
Send Voicemail button, 113



Index 36 ’

sending
e-mail messages, 61
invitations from Gmail, 137-138
separators, dividing paragraphs with,
187-188
services, enabling/disabling, 316-317
settings
Calendar, 129-131, 326-329
changing default Start Page, 277-279
changing domain, 269-270
changing language, 171
Dashboard, 264-270
Docs, 329-330
domain, 269-270
Education Edition Gmail, 319-320
font, 179-180
gadget, 43-44
language, 171
Premier Edition Gmail, 319-320
Standard Edition Gmail, 317-318
Start Page, 278-279
Start Page header/footer, 282-284
Talk, 325-326
shapes, Google Presentations, 235
sharing
calendars, 130, 138-140
documents, 194-198
spreadsheets, 221-223
sharpen effect, 306
Short Messaging Service (SMS)
defined, 152
scheduling with, 153-154
sign up
Education Edition, 29-30
Premier Edition, 26-29
Standard Edition, 21-26
Team Edition, 18-21
signatures, 72-73
Site Manager, Google Page Creator, 292-295
sizing images on Web pages, 305
Skype, 246
slides
changing placeholder text, 230
changing themes, 230-231

creating, 237-238
deleting, 238-239
duplicating, 238-239
inserting images, 235-237
inserting shapes, 235
inserting text boxes, 231-234
organizing, 237-239
reordering, 238-239
slide design area, 228-229, 232, 237, 239
slide navigator, 238-239
slide pane, 230, 238-239, 243
SMS (Short Messaging Service)
defined, 152
scheduling with, 153-154
SNDMSG program, 53
software
speech recognition, 106
third-party, 335
sorting
contacts into groups, 100-102
documents, 164-167
spreadsheets, 210-211
Sound Indicators, 113-114
spam
defined, 51
reporting, 66
special characters, 188
speech recognition software, 106
sports gadgets, 43
Spreadsheets
Align button, 202
aligning cells, 207-208
autosaving, 201
built-in functions, 217-218
cell references, 216
charts, 211-214
collaborating, 221-223
column width, 205
components of, 200
conversions, 225
creating multiple sheets, 220
defined, 199
deleting rows/columns, 208
Discuss tab, 223
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Spreadsheets (continued)
Edit tab, 201-202
entering values, 202-204
exporting, 224-225
file formats, 167
Fill Handle, 206-207
filling formulas, 218-219
fixing errors, 207
formatting multiple cells, 204-205
formatting numbers, 209
formulas, 214-216
freezing rows/columns, 209-210
header, 201-202
inserting rows/columns, 207
inserting stock quotes, 221
merging cells, 207-208
navigation keystroke, 203-204
online functions, 219-220
order of operations, 217
overview, 157
printing, 225-226
publishing, 225-226
row height, 205
selecting multiple cells, 204
selecting ranges, 216
sharing, 221-223
sorting, 210-211
starting, 200-202
troubleshooting, 339
versions, 224

stack headers, 63

Standard Edition
features, 13-14, 17
Gmail settings, 317-318
signing up for, 21-26

StarOffice, 346

Start Page
account authentication, 39-41
adding gadgets, 285-286
changes after publishing, 290
changing defaults, 277-278
creating custom gadgets, 286-289
customizing colors, 281-282
customizing content, 285-289

default custom apps address, 314
defined, 10
Edition availability, 13
Email gadget, 45
Gadget Directory, 285-287
Gmail gadget, 45
Google Gadgets, 41-47, 287
header and footer, 282-284
layout, 280-281
location, 278
login information, 38-39
opening Gmail from gadget, 53-54
overview, 37-38
publishing, 289-290
quick link, 21
settings, 278-279
starting Gmail from gadgets, 53-54
Team Edition quick link, 21
troubleshooting, 47-48
Update Custom Section, 287
starting
Calendar, 116-118
Docs Home, 162
Gmail, 53-55
Google Calendar, 117
Google Docs from Web addresses, 162
Presentations, 228-229
spreadsheets, 200-202
status, Gmail Chat, 107-108
styles, applying, 182
subject, e-mail, 59
subscribing, to Google Calendar, 149-151
Suggest This Picture To dialog box, 99
Sum function, 217
suspending users, 266-267
sync/synced, 81, 84, 88, 149, 192, 336
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tables, 185-186

Tabs, Docs interface, 185

Talk
adjusting settings, 325-326
chatting with contacts, 109-110
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chatting with groups, 111
client Web site, 108
Contacts list, 90
defined, 10, 104
Edition availability, 13
gadget, 47
inviting contacts, 108-109
making calls, 111-114
quick link, 21
Team Edition quick link, 21
troubleshooting, 337-338
Team Edition
features, 12-14, 17
quick links, 20-21
signing up for, 18-21
technology gadgets, 43
templates
custom Start Page, 279-290
selecting, 298-299
text
adding to Web pages, 297-298
boxes for Google Presentations, 231-234
cut and paste, 179
documents file formats, 167
editing document, 176-178
formatting document, 176-178
messaging, 153-154
values, Spreadsheets, 202
TextEdit, 32
themes, Google Presentations, 230-231
third-party software, 335
ticker symbol Web sites, 221
Time Zone
Calendar, 117
domain setting, 269
TLD (top-level domain), 23
Tomlinson, Ray, 53
toolbar, Docs interface, 175
tools
gadgets, 42
Gmail, 321-323
POP Troubleshooter Tool, 336
top-level domain (TLD), 23

troubleshooting
Calendar, 338-339
Docs, 340
Docs Home, 339
error messages, 334
Gmail attachments, 336-337
Gmail Chat, 337
Google Apps, 333-340
logging in, 334-335
POP/IMAP and Gmail, 335-336
POP Troubleshooter Tool, 336
presentations, 339
spreadsheets, 339
Start Page, 47-48
Talk, 337-338

olf o

unpublishing Web pages, 310
updating
contacts, 95-100
Web pages, 310-311
upgrading account to Premier Edition,
273-275
uploading
documents, 167-168
HTML file, 31-34
PowerPoint presentations, 241-242
users to Dashboard, 262-264
URL
adding to calendars, 129
changing, 278
link, 181
user names, 265-266
user support domain setting, 269
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vacation responder, 73-74
values
hex, 272, 281
spreadsheet, 207
verifying domain ownership, 30-36
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versions
document, 189-190
spreadsheets, 224

viewing
attachments as HTML, 70-71
contact groups, 101-102
document revisions, 189-190
documents, 164-167

guest status for invitations, 136-137

slide revisions, 244

user accounts, 264-265
voice calls, Google Talk, 111-114
voicemail, 113
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Web pages
adding gadgets, 306-308
adding text, 297-298
changing HTML code, 308
changing layouts, 299
choosing templates, 298-299
Contact Info, 293
default custom apps address, 314
duplicating, 310
editing images, 303-306
editing in Page Creator, 297-308
font styles, 299-300

Web sites
Adobe Reader, 241
AdSense, 343
AdWords, 343
components of, 293
domain registrar, 31
feed reader, 151
FTP, 71
Google, 1
Google Apps, 9
Google Apps Help Center, 48
Google Dashboard, 258
Google Finance, 344
Google Labs, 341
Google Maps, 345-346
Google Notebook, 343
Google Pack, 346
Google Page Creator, 257
Google Product Search, 344
Google Reader, 344
Google Talk client, 108
Google Translate, 346-347
hex value, 272
Outlook updates, 88
Skype, 246
Start Page, 278
ticker symbols, 221

whitelist, 319-320

Wizard, Import and Export, 147-148

word processing document file format, 167
worksheets, 220

Wrap Text check box, Spreadsheets, 202
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XML file format, 151

o/ o

zip file, 71, 337

inserting images, 303-306
inserting links, 300-303
publishing, 309-310
updating, 310-311
Web presentations, 246-248
Web site creation
editing Web pages, 297-308
overview, 291-292
Page Editor, 295-297
publishing Web pages, 309-310
Site Manager, 292-295
updating Web site, 310-311
Web design basics, 293



