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• Symbols •
+ (addition or plus sign) operator, 287

/ (division sign) operator, 287

^ (exponential notation sign) operator, 287

* (multiplication sign) operator, 287

( )  (parentheses) operator, 287

- (subtraction or negative sign) 

operator, 287

• A •
abbreviating lists, 89

About Gmail and New Features! link, 34

About Google Chrome tool, 144

Acrobat, 14–15

Action Items, 81

Action screen, Gmail, 362

Add a Column link, 83

Add a friend’s calendar option, 333

Add a Gadget dialog box, 286

Add a New E-mail Account radio button, 

Outlook, 367

Add a New Person textbox, My Calendars 

list, 342

Add a Picture link, Contacts link, 378

Add a public calendar option, 333

Add a Sidebar Item link, Appearance 

screen, 109, 180, 194, 217

Add an Image screen, 58, 95

Add Another Email Address link, 

Gmail, 365

Add Another Reminder link, Notifi cations 

tab, 328

Add Bcc textbox, Gmail, 350

Add by URL option, 333

Add Cc textbox, Gmail, 350

Add Chart button, Edit toolbar, 283

Add Comment button, 71

Add Contact window, Gmail, 377

Add Contacts textbox, Gmail, 381

Add Event Invitation textbox, Gmail, 350

Add File box, File Cabinet page, 207

Add File dialog box, 199

Add File window, 79

Add Image button, 58, 95

Add It Now button, 101

Add link, My Calendars list, 332

Add or remove link command, 53, 243, 300

Add Page to Sidebar Navigation link, 109

Add Question button, 96

Add Search Engine window, 161

Add Stuff link, 101, 212, 223

Add Subscription button, Google 

Reader, 404

Add Title placeholder text, Google 

Presentations, 302

Add to Calendar link, Google Calendar, 326

Add to Dictionary button, 245

addition or plus sign (+) operator, 287

address directory, 182–183

Adobe Acrobat, 14–15

Adobe Reader, 153, 311

AdSense, 201, 403

Advanced dialog box, 258

Advanced Permissions, 118, 191, 

215–216, 235

advertising tools, 201–202

AdWords, 201, 402

Agenda view, Calendar, 91, 331

Align button, Edit toolbar, 280

Align link, Edit mode, 75

Align option, 58

Align Text Left button, 56

Align Text Right button, 56

aligning

cells, 279–280

images, 198

paragraphs, 55–56

text, 250
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All Day check box, Google Calendar, 326

Allow Access button, Clipboard, 306

Allow Attachments option, 69

Allow Comments option, 69

Also Apply Filter to Conversations Below 

option, 127

Always option, 375

Always Show Bookmarks Bar tool, 143

Annotations/Include Page Numbers 

option, 264

announcements, 75–78, 87–88

Announcements gadget, 87–88

Announcements page layout, 65

Announcements template, 204, 206, 397

Anyone from <your domain> May 

<selection> This Document at check 

box, 235, 269

appearance, site

color, 111–113

elements of, 105–106

fonts, 111–113

overview, 103–104

themes, 104–105

Appearance link, 104–105, 111

Appearance screen, 180

application shortcuts, 136–139

Apply the Label option, 363

Archived messages folder, Gmail, 355

archiving, 355

Arrange menu feature, Google 

Presentations app, 299

As Collaborators permission, 116

As Collaborators radio button, 234, 

269, 315

As Owners permission, 116

As Viewers permission, 116

As Viewers radio button, 191, 215, 234, 

269, 315

Ask Where to Save Each File before 

Downloading option, 163

Attach a File link, Gmail, 351

Attach Another File link, Gmail, 352

attachments

e-mail, 351–352, 356–357

Web page, 51, 69–70

Attachments bar, 69

Audience panel, Google Presentations, 314, 

317–318

Auto option, 375

Automatically Re-Publish When Changes 

Are Made check box, Publish tab, 

266, 295

Autoplay presentation option, 99

autosaving Google Spreadsheets, 272–273

Average function, 289

A–Z sort, 84

• B •
Back tab, 27

Back to Editor link, Google 

Presentations, 317

Back to Homepage link, 223

Back to Page link, 80

Back to Version History link, 121, 123

Background Color settings, Table 

menu, 261

background image, 112–113

Backward button, 134

Basics tab, Google Chrome Options 

window, 158–161

Before Each Event drop-down list, 

Notifi cations tab, 328

bitmap fi le (BMP), 378

Blackboard, 14

Block option, 375

Block Quote command, Format menu, 251

Blocked message, 140

blocked pages, 140

Blog Badge link, 180

Blog ID/Title textbox, 267

Blog Site Settings dialog box, 267

Blogger, 10

blogs, publishing documents to, 267–268

Blogsearch.google search site, 148

BMP (bitmap fi le), 378

body, 51

Bold command, 52, 242, 300

bold text, 54, 55, 248

book club scheme, 394–395

Bookmark command, Insert menu, 256
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Bookmark option, Change Link 

window, 255

Bookmark Star button, 134, 141–142

Bookmark tab, 27

bookmarks

adding, 140–141

deleting, 143

editing, 141

importing, 147

inserting, 256

overview, 23

placing in folders, 142

refi ning, 141

Bookmarks bar, 29, 140–143

Books.google search site, 148

Border Size and Color settings, Table 

menu, 261

Break Apart button, Toolbar, 279

Break Lock button, 120

Browse Sites within <Yourdomain.com> 

link, 45

Browse Your Computer to Select a File to 

Upload textbox, Docs Home, 230

Browser tab, Tab Task Manager, 156

browsers, 23, 161

Bullet List command, 53, 243, 300

Bulleted list button, 55, 249

bulleted lists, 249

business scheme

linking to sub-pages, 213–215

settings, 215–217

sitemap, viewing, 213–215

start page, 210–213

templates, 203–210

tools, 201–203

Buzzword, Adobe, 15

• C •
Calendar Address section, 91

Calendar drop-down list, 326

Calendar gadget, 90–91

Calendar Print Preview window, 331–332

Calendar Properties screen, 91

Calendar Settings link, 91, 334

calendars. See Google Calendar

Cancel command, Edit Page toolbar, 52

Carrier drop-down list, Notifi cations 

tab, 329

cell address, 273

cell formulas, 288

cell references, 288–289

Center (Align Center) command, Slide 

Design Toolbar, 300

center alignment, 56, 250

Center button, 56

Center command, 53, 243

Certifi cates window, 170

Chalkboard theme, Google 

Presentation, 303

Change Font and Language Settings button, 

Minor Tweaks tab, 164

Change Google Gears Settings button, 

Under the Hood tab, 167–168

Change Link window, 255

Change Logo link, 108, 193, 217

Change Password button, 42

Change Proxy Settings button, 167

Change Search Engine button, 26

Change Site Layout screen, 106

Change the order of the slides option, 309

Change Theme command, 303

Chart menu, 95, 285

charts

creating, 284–285

defi ning range of data for, 283

inserting, 95

managing, 285

Chat Invitations window, Gmail, 382

Chat list, Gmail, 382

Chat search box, Gmail, 382

chat setting, 385

chatting. See Gmail Chat; Google Talk

Check Availability button, 35

Check Guest and Resource Availability link, 

343–344

Check Spelling commnd, 243, 245, 350

Choose a New Page Element dialog box, 

194, 217

Choose a Slide Layout dialog box, 301

Choose Action screen, 363

Choose File dialog box, 230
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Choose How You Would Like to Be Notifi ed 

section, Notifi cations tab, 328

Choose Search Criteria, Gmail, 361, 363

Chrome. See Google Chrome

Clear Auto-Opening Settings button, Under 

the Hood tab, 167

Clear Browsing Data screen, 144, 146–147

Clear Browsing History option, 146

Clear Data from This Period drop-down 

list, Clear Browsing Data screen, 147

Clear Download History option, 146

Clear Saved Passwords option, 147

clearing data, 146–147, 170–171

Click Here to Continue link, 42

Click to Add Subtitle placeholder text, 302

Clip art, 57

Clipboard, 246, 306

collaboration

editing collaborators list, 236–237

Google Docs, 268–270

Google Spreadsheets, 293–294

inviting collaborators, 234–236

overview, 233–234

previewing pages, 119–120

relationships, 115–119

subscriptions, 125–127

tracking fi le changes, 120–123

updates, 123–125

Collaborators May Invite Others check 

box, Advanced Permissions section, 

235, 269

Collapse All link, Gmail, 354

collapsing conversation stack, 354

college course scheme

overview, 185–186

settings, 190–195

site elements, 186–187

sketching pages, 189–190

templates, 187–189, 196–200

colors

calendar, 333–334

site, sending to others, 111–113

Column Width slider, 277

columns

changing amount of, 61

deleting, 280

freezing, 281–282

inserting, 279

width, 277

Columns of Equal Width settings, Table 

menu, 260

comments, 70–71, 256–257

Comments bar, 70

Comments section, 51

Compare Two Versions link, 122

Compose Mail link, Gmail, 349

Compose Message window, 338

composing e-mail, 349–351

Confi guration Instructions link, 367

Confi gure Countdown screen, 110

Confi gure My Recent Activity screen, 110

Confi gure Recent Site Activity screen, 110

Confi gure Site Logo screen, 108

Confi gure Text Box screen, 109, 180

Congratulations dialog box, Gmail, 368

ConnectNow, Adobe, 15

Contact Picker, 116–117

contacts

adding, 376–377

Contacts list, 371–373

fi nding lost, 375–376

groups of, 380–381

online notifi cation, 374

pictures, adding, 378–379

prioritizing, 374–375

updating, 377–378

viewing, 372–373

Contacts link, Gmail, 378

Contacts list, 371–373, 380

Content tab, Start Page Editor, 212

conventions, used in book, 3–4

conversation stack, Gmail, 352–355

Cookie settings, 170

Copy and paste an existing slide 

option, 309

Copy Link Address, 94

Copy Link Location, 96

Copy or Copy Link Address, 91

Copy Shortcut, 94, 96

copying, 246, 306

corporate retreat scheme, 395

Count function, 289
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Countdown gadget, 194, 395

Country drop-down list, Notifi cations 

tab, 329

Create a Custom List button, 82

Create a Filter screen, 126

Create a New Filter link, Gmail, 361

Create a New Label textbox, Gmail, 360

Create a new slide option, 309

Create a Profi le Badge link, 180

Create a Site button, 44

Create Account screen, 35

Create an Account Here link, 36

Create an Account screen, 33

Create Application Shortcuts option, 136

Create Chart dialog box, Insert menu, 284

Create Custom Content link, 212

Create Event feature, Calendar gadget, 101

Create Event link, Calendar screen, 325, 

337, 342

Create Event on This Calendar option, 334

Create Filter button, 127, 361

Create Group button, Gmail, 381

Create Group window, Gmail, 380

Create Link window, 59, 214

Create New Page button, 11, 50, 66, 

198–199

Create New Site button, 192

Create New Site screen, 48

Create New Site textbox, Google Sites 

Home, 44

Create Page button, 67

Create PDF tool, Adobe, 15

Crop Your Picture dialog box, Gmail, 379

.csv format, 294

Custom Badge screen, 180

Custom List, 82

Custom Logo option, 41, 108, 194, 217

Custom Message option, 386

Custom Sections link, 212

Customize Appearance link, 40

Customize These Settings link, 25

Customize This List link, 83

Customize Your List window, 83

Customize Your Settings window, 25

customizing Google Chrome, 131–135

Cut, Copy, and Paste option, Page 

menu, 136

cutting, 246, 306

• D •
dashboard, 38–42, 65, 72–75, 179, 203–204, 

208–210

DAY command, GVENT service, 346

Day tab, Calendar view, 330

Dead Tab screen, 157

Decrease Indent command, 53, 55, 243, 

249–250, 300

Default Browser section, 161

default margins, 249

Default Search, 26, 160–161

Delete a slide option, 309

Delete button, Gmail, 355

Delete Chart option, 285

Delete command, File menu, 263

Delete Cookies option, 147

Delete History link, 144

Delete It option, 363

Delete link, 111, 363

Delete Slide icon, Slide Pane section, 299

Delete This Item link, 84

deleting

announcements, 77–78

bookmarks, 143

calendar events, 327

columns, 280

documents, 263

fi les, 80

list items, 84

Deleting Rows and Columns option, 261

Desired Login Name fi eld, 35

Desktop check box, Customize Your 

Settings window, 25

destination point, 256

Developer option, 136

diagramming sitemaps, 189–190

Dictionary, 406

Different Account link, 46

directories, address and phone, 182–183

Disable Forwarding option, 364

discuss panel, 293
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Display Only This Calendar option, 334

division sign (/) operator, 287

Do Not Share with Everyone option, 341

Docs Header, 241, 273

Docs Home link, 273

Docs Home organization pane, 228–229

Docs Menu Bar, 241

Docs Toolbar, 241–243

Document Background Color, 265

Document option, 255

Document Styles dialog box, 264

documents

converting into other fi le formats, 237

converting into other types of fi les, 262

deleting, 263

downloading, 262

editing, 245–246

exporting, 237

formatting, 247–251

inserting charts, 95

linking to, 94

overview, 221, 239–240

presenting, 92–94

previewing, 221–222

printing, 244

publishing, 266–268

renaming, 244

saving, 244, 263

viewing, 246–247

Documents app. See Google Docs

Documents link, 271

Domain Logo option, 108

Download Google Chrome button, 25

Download Google Talk button, 386

Download link, Gmail, 356

Download Location function, Minor 

Tweaks tab, 162

Download Presentation As option, 311

downloading

documents, 262

fi les, 145–146

Google Chrome, 24–26

Downloading Google Talk link, 39

Downloads folder, 162–163

Downloads history page, 145–146

Downloads tool, 143

drafts, of announcements, 77

Duplicate an existing slide option, 309

Duplicate Slide button, 299, 309

• E •
Earlier Versions link, 70

Edit Bookmark window, 142

Edit buttons, 50–51

Edit Chart option, 285

Edit Confl ict warning, 120

Edit Contact Information link, Gmail, 376

Edit Contact window, Gmail, 376, 378

Edit Event Details link, 327, 337

Edit Event Details or More Details link, 330

Edit Item screen, 84

Edit Labels link, 360

Edit link, 109, 111, 194, 363

Edit Link dialog box, 305

Edit menu, 245, 274, 299

Edit mode, 74, 86

Edit Page button, 11, 50

Edit Page toolbar, 51–53, 56

Edit Sidebar link, 106, 111

Edit Subject link, 354

Edit toolbar, 277

editing documents, 245–246

Education Edition

Google Apps, 17, 36

Google Docs, 223, 240

Electoral College map, 187

e-mail. See also Gmail

creating Google account with existing 

address, 33–34

groups of contacts, 381

invitations, 338

links to sites, 24

notifi cations, 19

presentations, 319–320

sending, 350–351

E-Mail Address option, 255

Email button, Google Talk, 389

Email Collaborators link, 236, 316

Email gadget, 348

Email Guests link, Guests pane, 338
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Email Presentation window, Google 

Presentations, 316

<EMBED> tag, 110

Empty the Cache option, 147

Enable Offl ine Access button, 154, 238

Enable POP for All Mail radio button, 

Gmail, 366

Enable POP for Mail That Arrives from Now 

On radio button, Gmail, 366

Encoding option, 136

End Call option, 389

End Process button, 156

Enter Image Web Address textbox, 254

Event Details screen, 317, 326–327, 343

Event Reminders section, Notifi cations 

tab, 328

events, calendar

adding notifi cations to, 330

changing, 324–326

creating, 324–326

deleting, 327

moving, 326–327

universal event reminders, 327–328

Events Details window, 316, 340

.exe extension, 70, 357

Existing Page option, 59

Exit tool, 144

Expand All link, Gmail, 354

expanding conversation stack, 354

exponential notation sign (^) operator, 287

exporting

documents, 237

spreadsheets, 294

• F •
Facebook profi le badge, 180

family scheme, 393

family site, 177–178

File Browser window, 41

File Cabinet

adding, 196, 198–199

adding fi les, 79

deleting fi les, 80

following changes to, 81

for intranets, 206–208

organizing fi les, 80

overview, 12, 78–79, 187–189, 204

page layout, 65

previewing, 88–89

tracking fi les, 80–81

fi le formats, 237

File menu

Google Presentations, 299, 309–312

Google Spreadsheets, 274, 294

fi le sharing, 11–12

File Sharing page template, 12

File Upload dialog box, 58

fi les

adding to File Cabinet, 79

converting, 230–231

creating, 225–226

deleting from File Cabinet, 80

downloading, 145–146

hiding, 229

naming, 225–226

organizing, 80, 232–233

renaming, 225–226

saving, 225–226

searching for, 226–227

sharing, 11

sorting, 227–228

tracking, 80–81, 120–123

trashing, 229

uploading, 230–231

viewing, 228–229

Fill Handle, 278

Filter Messages Like These option, 126

Filter Room list box, Event Details 

screen, 344

fi lters, e-mail, 126–127, 360–363

Finance gadget, 396

Find command, 251

Find in Page option, 136

fi nding

lost contacts, 375–376

and replacing words or phrases, 246

Firefox, 147, 314

Fixed-width font, 164

Fixed-Width Page View command, View 

menu, 247

Flash plug-in, 153
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Flyover option, 256

folders

organizing fi les by, 232–233

placing bookmarks in, 141–142

Follow the Presenter link, Google 

Presentations, 318

Font command, 52, 242, 300

Font drop-down list, 54

Font Size command, 52, 242, 300

fonts, 111–113, 164–166, 248

Fonts and Languages function, Minor 

Tweaks tab, 162

footers, 258

Form Menu, Spreadsheet App, 274

Format menu, 56, 59, 251, 274

formatting. See also text formatting

documents, 247–251

e-mail, 351

Formatting toolbar, Gmail, 350

formulas

built-in functions, 289–290

cell references, 288–289

fi lling, 290–291

incrementing, 290–291

online, 291

overview, 287–288

selecting ranges, 288–289

Forward button, 27, 134

Forward It To option, 363, 365

Forward option, 353

Forwarding and POP/ IMAP tab, Gmail, 

364–365

forwarding e-mail, 364–365

Freeze/Sort bar, 281

freezing columns, 281–282

From the Web (URL) radio button, Insert 

menu, 254

From This Computer radio button, Insert 

menu, 254

Frozen Columns button, Freeze/Sort 

bar, 282

Frozen Rows button, Freeze/Sort bar, 282

Full Screen Mode, Adobe Reader, 311

functions, 289–290

• G •
gadgets

adding to dashboard, 74

adding to Web page template, 197

adjusting, 74–75

deleting from dashboard, 75

directory of, 99–102

Google Spreadsheets, 286–287

inserting, 85–87

meshing content from other pages, 87–90

overview, 11, 16

sharing information from other Google 

Apps, 90–97

video and photos, 97–99

Games page, 184

Gauges gadget, 286

Get Plugin button, 152

Get Started link, 33

GIF (Graphics Interchange Format), 378

Gmail

attachments, 351–352, 356–357

composing, 349–351

conversation stack, 352–355

creating account, 32, 34–36

discarding, 352

fi lters, 126–127, 360–363

formatting, 351

forwarding, 364–365

Inbox, 348–349

invitations, sending from, 338–339

labels, 359–360

mobile devices, 369

Outlook, 367–368

overview, 16, 18–19

POP or IMAP, 366–367

Quick Contacts list, 374–376

saving, 352

searching, 355–356

sending, 352, 365–366

setting up, 347

signatures, 357–358

signing up for, 34–36

starting, 348

vacation responses, 358–359
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Gmail Chat

changing chat status, 385–386

chatting, 383–384

invitations, 382–383

overview, 374, 381–382

voice/video chat, 384–385

Gmail Video Chat, 385

Go tab, 27

Google Account

creating, 401

defi ned, 31

login screen, 47

overview, 9–10, 32–33

using existing e-mail address, 33–34

using Gmail, 34–36

Google Add Stuff link, 211

Google Analytics, 201

Google Apps. See also specifi c applications 

by name

accounts, 9, 31–32, 36–37

administrator, 191

AdSense, 403

AdWords, 402

customizing appearance of, 40–41

dashboard, 44

Google Finance, 403

Google Maps, 404–405

Google Notebook, 403

Google Pack, 405–406

Google Product Search, 403–404

Google Reader, 404

Google Translate, 406

intranet tools, 202–203

inviting other users to join, 39–40

launching, 38–39

logging in to, 38–42

overview, 16–17, 401

password, changing, 42

phone directory, 402

sharing information from other, 90–97

signing up for, 31–37

Google Apps For Dummies, 30

Google Apps link, 101

Google Apps Premier Edition, 16, 342

Google Apps Team Edition, 19

Google Apps Team Edition Sign Up screen, 

36–37

Google Calendar

events, 316, 324–327

Help Center, 346

invitations, 336–339

multiple, 332–334

notifi cations, 327–330

overview, 17, 101, 323–324

printing, 331–332

scheduling resources, 342–344

searching, 335–336

sharing, 339–342

showing calendar on site, 90–92

using on mobile device, 344–346

views, changing, 330–331

Google Calendar for Mobile, 344–345

Google Chrome. See also Google Chrome 

Options window

advantages of, 21–24

bookmarks, 140–143

customizing, 131–135

downloading, 24–26

enabling offl ine access to Google Docs, 

153–155

installing, 24–26

interface, 26–30

Omnibox, 147–149

Page menu, 135–140

plug-ins, 151–153

Tab Task Manager, 155–157

Terms of Service screen, 25

Tools menu, 143–147

traffi c, 157

Google Chrome Installer, 25

Google Chrome Language list, 166

Google Chrome Options window

Basics tab, 158–161

clearing browser data, 170–171

Under the Hood tab, 166–170

Minor Tweaks tab, 162–166

overview, 23, 29, 144, 157–158

Google Desktop, 405

Google Docs. See also Google Docs Home

adding docs to site, 79

advantages of, 222–224
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Google Docs (continued)

changing settings, 264–265

charts, 95

collaboration, 233–237, 268–270

converting documents into other fi le 

formats, 294

converting documents into other types of 

fi les, 262

deleting documents, 263

downloading documents, 262

editing documents, 245–246

enabling offl ine access to, 153–155

exporting documents, 237

formatting documents, 247–251

Help, 238, 265

inserting elements, 252–258

keyboard shortcuts, 251–252

language settings, 237–238

Offl ine mode, 154

offl ine sharing, collaborating, and 

working, 268–270

organizing fi les by folders or labels, 

232–233

overview, 10, 17–18, 239–240

presenting docs, 92

previewing, 221–222

Print Settings, 263–264

printing documents, 244

publishing documents, 266–268

renaming documents, 244

reviewing revisions, 263

Revision History, 231–232

saving documents, 244, 263

signing out of, 238

tables, 259–261

toolbar buttons, 241–244

tools, 240–241

Tools menu, 265

viewing documents, 246–247

viewing latest, 102

working offl ine, 268–270

Google Docs Home

converting fi les, 230–231

creating fi les, 225–226

hiding fi les, 229

naming fi les, 225–226

renaming fi les, 225–226

saving fi les, 225–226

searching for fi les, 226–227

sorting fi les, 227–228

trashing fi les, 229

uploading fi les, 230–231

viewing fi les, 228–229

Google Earth, 405

Google Education Edition, 342

Google Finance, 398, 403

Google Gears, 137, 153–154, 167–169, 238

Google Gmail. See Gmail

Google Groups, 395, 396

Google Maps, 395, 404–405

Google Notebook, 403

Google Pack, 405–406

Google Presentations. See also slides

discussing with audience, 318

e-mail, 319–320

File menu, 309–312

header, 298–299

inviting collaborators and viewers to, 

315–316

keyboard shortcuts, 304–305

menus, 298–299

online Web, 316–318

overview, 221, 297–298

projecting, 313–314

publishing, 321

relinquishing control of, 319

speaker notes, 320

tabs, 298–299

Toolbar, 299–300

viewing revisions, 313

Google Product Search, 403–404

Google Reader, 404

Google Search, 23–24, 147

Google Sites. See also appearance, site; 

text formatting

accepting site invitations, 46–47

advantages of, 15–16

browsing other sites in domain, 45

columns, 61

creating, 48–49

editing pages on, 49–53

Home screen, 44–45, 47
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horizontal lines, inserting, 60

images, adding, 198

images, inserting, 57–58

linking to from start page, 211–213

links, inserting, 59

opening, 43–44

other Google Apps, 16–20

versus other team sites, 13–15

overview, 9–10, 16

roles, 47

setting site settings, 215–217

site template options, 203–209

sitemap, 213–215

Slideshow gadget, 179

tables, 60

tables of contents, inserting, 59

terminology, 10–12

Google Spreadsheets

aligning cells, 279–280

autosaving, 272–273

charts, 283–285

collaborating, 293–294

columns, 277, 279–282

converting to other fi le formats, 294

exporting, 294

Fill Handle, 278

formatting numbers, 280–281

formulas, 287–291

gadgets, 286–287

header, 273–274

inserting into slides, 307

maps, 286–287

menus, 273–274

merging cells, 279–280

moving around, 274–276

multiple cells, 276–277

overview, 271–272

printing spreadsheets, 295–296

publishing spreadsheets, 295–296

rows, 277, 280–282

sorting, 282

tabs, 273–274

undoing mistakes, 278–279

values, 274–276, 278–279

Google Talk

calls, 389–390

chatting, 387–388

group scheme, 396

groups, 388

invitations, 387

overview, 19–20, 102, 381–382, 386

Quick Contacts, 374

voice mail, 390

Google Translate gadget, 406

Google Video, 97–98

google.com/patents search site, 148

google.com/products search site, 148

GoogleFinance stock ticker function, 292

Graphics Interchange Format (GIF), 378

Group Chat button, Google Talk, 388

group project scheme, 396–397

Groups list, Gmail, 373

groups of contacts, 380–381

Groups.google search site, 148

GVENT service, 345

• H •
header logos, 41

Header option, 107

headers

defi ned, 51

Google Presentations, 298–299

Google Spreadsheets, 273–274

inserting, 258

Heading (H1) option, 251–252

Heading (H2) option, 56

Height gadget setting, 86

HELP command, GVENT service, 346

Help link, 238, 273

Help Make Google Chrome Better 

option, 167

Help menu

Google Docs, 265

Spreadsheet App, 274

Help question mark, Advanced dialog 

box, 258

Help tool, 144

Hide button, 229

Hide Search Options link, 336
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Hide This Calendar from the List 

option, 334

hiding fi les, 229

Highlight a time link, Google Calendar, 

325–326

highlight color, 54, 248

Hill, Brad, 202

History list, 144–145

History tool, 143

Home page, 159–160

Home screen, Google Sites, 44–45, 47

homeroom scheme, 397

horizontal lines, inserting, 60, 258

Horizontal Position drop-down list, 113

Hosted Provider radio button, 267

HTML (HyperText Markup Language) fi le 

format, 262, 294

HTML command, 53

hyperlink, 255

HyperText Markup Language (HTML) fi le 

format, 262, 294

• I •
I Accept. Create My Account button, 34, 36

I Cannot Access My Account link, 42

I Forgot My Password link, Password 

Manager, 164

icons, used in book, 4

IE (Internet Explorer), 21, 140, 147, 314

<IFRAME> tag, 110

I’m Ready – Show Me My Account link, 36

image formatting bar, 58

Image URL textbox, 58

images, 57–58, 306–307

Images.google search site, 148

IMAP (Internet Message Access Protocol), 

366–367

Import Bookmarks & Settings tool, 144, 147

Import Calendar option, 333

Import settings from check box, Customize 

Your Settings window, 25

Import Slides dialog box, 312

Import slides option, 309

importing, 147

Inbox, 348–349

Include Title gadget setting, 87

Increase Indent command, 53, 55, 243, 

250, 300

indentions, 250

input area, 241

Insert a Formula dialog box, 291–292

Insert Bookmark dialog box, 256

Insert Calendar screen, 92

Insert Comment command, 252

Insert Document screen, 93

Insert Gadget screen, 74, 86

Insert Image command, 300, 307

Insert Image dialog box, 254, 307

Insert menu, 86, 95, 253, 274, 284, 289, 299, 

306, 308

Insert Picasa Web Slideshow window, 99

Insert Recent Files screen, 89

Insert Recent List Items screen, 89

Insert Special Character dialog box, 257

Insert Table dialog box, 259–260

Insert Table of Contents screen, 59

Insert Text Box command, 90, 300

Insert Text button, Google 

Presentations, 304

Insert Video command, Insert menu, 308

Insert YouTube Video screen, 97

Inserting Rows and Columns option, 261

insertion point, 253

Install Offl ine Access screen, 154

Install Plug-In button, 152

Install Voice and Video Chat button, 

Gmail, 384

installation, 24–26, 151–153

Installer Bar, 153

interface, Google Chrome, 26–30

Internet connection strength button, 

Google Talk, 389

Internet E-mail Settings screen, Outlook, 

367–368

Internet Explorer (IE), 21, 140, 147, 314

Internet Message Access Protocol (IMAP), 

366–367

intranets, 202–210

intuitive interface, 19

investment club scheme, 398–399
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invitations

calendar, 336–339

Gmail Chat, 382–383

Google Talk, 387

site, accepting, 46–47

site, sending to others, 116–118

Invitations May Be Used by Anyone check 

box, Advanced Permissions section, 

235, 269

Invite Collaborators button, 235, 269, 316

Invite New Users link, 39–40

Invite People section, 235, 269, 315

Invite These People button, 117, 191, 216

Invite to Chat option, 376

Invite Viewers button, Google 

Presentations, 316

Issue List, 82

Italic command, 52, 242, 300

italics, 55, 248

• J •
Jacobson, Howie, 202

Java plug-in, 153

Joint Photographic Experts Group 

(JPG), 378

Justify command, 252

• K •
Keep Google button, 26

keyboard shortcuts, 138, 241, 251–252, 

304–305

• L •
labels, 232–233, 274, 359–360

Labels section, Create Chart dialog 

box, 284

LAN Settings button, Under the Hood 

tab, 167

language translation dictionary, 406

languages, 164–166, 237–238

launching Google Apps, 38–39

Layout drop-down list, 74

Layout label, 310

Layout settings, Table menu, 260–261

Ledford, Jerri L., 202

Left (Align Left) command, 300

Left Align command, 56, 250

Left command, 53, 243

license fee for Blackboard, 14

Line Color button, Insert menu, 306

Link button, Docs Toolbar, 255

Link Display section, 255

links

to documents, 94

to Google Sites from start page, 211–213

inserting, 59, 255–256

slides, 305

to sub-pages, 213–215

list gadget, 209

List layout, 55, 66, 81–84, 89

List page template, 182, 187–189, 196, 

199–200, 204, 208

List radio button, 199

lists, numbered and bulleted, 249

Lists gadget, 89

Little League scheme, 394

Local.google search site, 149

lock icon, 24

logging in to Google Apps, 38–42

Login link, 116

logo, 107–108

• M •
Mail option, 376

Make Changes AND Manage Sharing 

option, 342

Make Changes to Events option, 342

Make Google Chrome My Default Browser 

button, 161

Make Google Chrome the default browser 

check box, Customize Your Settings 

window, 25

Make These the Default Styles for All New 

Documents box, 265

Manage Settings link, Admin login 

page, 217
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Manage This Site link, Admin login 

page, 212

Map gadget, 286

Maps, Google, 395, 404–405

maps, Google Spreadsheets, 286–287

Maps.google search site, 149

margins, 249, 263–264

Mark as Read option, 363

marking e-mail messages, 354–355

mathematical operators, 287

Max function, 289

“Meeting tomorrow at 2pm” command, 

GVENT service, 346

Merge Across button, 279

merging cells, 279–280

message bar, Chrome, 140

Message textbox, Google 

Presentations, 319

Microsoft Offi ce Live Workspace, 13

Min function, 289

Minor Heading (H3) option, 251–252

Minor Heading (H4) option, 56

Minor Tweaks tab, Google Chrome Options 

window, 162–166

mobile devices, 344–346, 369

mobile phones, 328–329

Modify Tables, Rows, Columns or Cells 

option, 261

Month tab, Calendar view, 330

Moodle, 14

More Actions button, 50, 68, 74, 78, 119, 

124, 126, 237

More Formats button, Toolbar, 280

More Formulas option, 291

More Image Options button, 254

More Information link, Gmail, 377

Mosaic, 23

Most Contacted list, Gmail, 373

Most Visited bar, New Tab page, 29

Most Visited sites thumbnails, 140

Move To drop-down list, 232

Move to Own Sheet option, 285

moving calendar events, 326–327

Moving Rows option, 261

multiplication sign (*) operator, 287

Mute button, Google Talk, 389

My Calendars list, 91, 340, 342, 373

My Changes link, 215

My Files, Adobe, 15

My Maps tab, Google Maps, 405

My Outgoing Server (SMTP) Requires 

Authentication check box, 

Outlook, 368

My Own Server/Custom radio button, 267

My Pick picture box, Gmail, 378

My Sites, Google Sites Home, 44, 47

• N •
<Name>’s Profi le option, 376

Navigation box, 51, 68, 109

Navigation panel, Gmail, 348

NDAY command, GVENT service, 346

negative sign (-) operator, 287

Netscape Navigator, 23

Never for This Site button, Password 

Manager, 163

Never option, 375

New Bookmark textbox, Insert menu, 256

New Folder button, 142

New Folder window, 80

New Form screen, 96

New Incognito Window option, 136

New Page button, 196

New Post button, 76

New Slide button, 299, 301

New Tab option, 135

New Tab page, 26, 28–29, 132–133, 141, 143, 

159–160

New Window option, 136

News.google search site, 149

newsletter scheme, 396

Next 4 Days tab, Calendar view, 331

NEXT command, GVENT service, 346

No, Keep This Picture to Myself button, 

Gmail, 379

No Frozen Columns option, 282

No Frozen Headers option, 282

No Logo option, 108

Non-breaking Space command, 252

Normal font, 54

Normal Paragraph Text option, 56, 251
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Notebook browser plug-in, 403

notifi cations, calendar, 327–330

Notifi cations option, 334

Notifi cations tab, Google Calendar, 327

Notify Me When a Pop-Up Is Blocked 

option, 167

number formats, 280

Number of List Items to Show option, 89

Number of Posts to Show option, 88

Numbered List command, 53, 55, 243, 

249, 300

numbered lists, 249

numerical values, 274

• O •
.ods format, 294

Offi ce Live Workspace, 13

Offl ine Access Settings window, 155

offl ine access to Google Docs, 153–155

Offl ine Help link, 155, 238

Offl ine link, Google Docs, 154

Omnibox, 23–24, 26–27, 29–30, 132, 147–149

online presentations, 316–318

Only People I Specify Can View This Site 

option, 192

Open as a Google Document or 

Spreadsheet option, 356

Open File button, 39

Open Link in New Window option, 256

Open This Page radio button, Home Page 

section, 159

OpenOffi ce fi le format, 262

Options pane, Notifi cations tab, 330

Options window. See Google Chrome 

Options window

organization pane, 227–228

orientation, 263–264

Original Text textbox, 406

Other Stuff tab, 195

Outgoing Server tab, Outlook, 368

Outlook, 367–368

Owned by Me item, 229

• P •
page breaks, 258

Page menu, 27, 135–140

Page Name textbox, 66, 196

page numbering, 263–264

Page URL option, 69

pages

adding, 66–67

adjusting settings, 68–69

announcements, 75–78

attachments, 69–70

comments, 70–71

dashboard, 72–75

designing, 71–72

editing, 49–53

File Cabinet, 78–81

lists, 81–84

meshing content from other, 87–90

overview, 65–66

previewing, 119–120

updates, 123–125

Paint Bucket button, Insert menu, 306

paper size, 263–264

paragraphs, aligning, 55–56

parentheses (( )) operator, 287

Password Manager, 163–164

Password Strength bar, 34–35, 37, 42

passwords, 42, 163–164

Passwords function, Minor Tweaks tab, 162

Paste the Document Itself into the Email 

Message check box, 235, 269

pasting, 246, 306

PDF fi le format, 262, 311

.pdf format, 294

permissions, 118

perpetual beta, 1, 10, 244

personal site, 176

Phishing and Malware Protection, 169–170

phone directory, 182–183, 402

Phone Number textbox, Notifi cations 

tab, 329

photo-hosting service, 179

photos, 98–99, 179–181, 253–254, 378–379
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Picasa Web Albums, 10, 98–99, 

180–181, 405

Picasa Web Slideshow gadget, 98, 179–180

Picture option, 253

placeholder text, in slides, 302

platform independent applications, 222

Plug-In tab, Tab Task Manager, 156

plug-ins, Chrome, 151–153

PNG (Portable Network Graphics), 378

political scheme, 397–398

POP (Post Offi ce Protocol), 367

pop-ups, 139–140, 167–169

Portable Network Graphics (PNG), 378

portrait mode, 264

Position feature, Insert Image dialog 

box, 254

Post Offi ce Protocol (POP), 366–367

Post to Blog feature, 266, 268

posts, 76–77

PowerPoint presentations, 311–312

Preferred Edition, Google Docs, 223, 240

pre-fetching, 167

Premier Edition, Google Apps, 17, 36

Presentation gadget, 18

presentations, 92–94, 225, 310. See also 

Google Presentations

Presentations File menu, 309

Preview link, 104

Preview Page as Viewer option, 119

Preview section, Create Chart dialog 

box, 285

Preview tab, Edit mode, 71

previewing, 88–89, 119–120, 221–222

Previous/Next Slide icon, Slide Pane 

section, 299

Print command, 242

Print option, 136

Print Settings dialog box, 263–264, 295

Print Slides link, 318

printing, 244, 295–296, 310–311, 331–332

processes, 155

profi le, 178–179

Profi le link, 180

projecting presentations, 313–314

Properties link, 75, 87, 94

proxies, 167

Publish Chart option, 95, 285

publishing, 266–268, 295–296, 321

• Q •
questions, New Form screen, 96

Quick Add link, Google Calendar, 324, 345

Quick Contacts list, 374–376

Quick Launch bar check box, Customize 

Your Settings window, 25

QuickTime plug-in, 153

• R •
ranges, 283

Recent Bookmarks, 29, 140

Recent List Items option, 209

Recent Site Activity link, 51, 215

Recently Closed Tabs, New Tab page, 29

Redo command, 52, 242, 246, 300

Refresh button, 134

relationships, 115–119

Reload button, 27, 134

Remember Me on This Computer option, 

224, 348

Remind Me Via drop-down list, 

Notifi cations tab, 328

Remove Formatting command, 53, 55, 243, 

249, 300

Remove link, 58, 75, 119, 143, 360

Rename link, Gmail, 360

Repeat drop-down list, 113

Replace command, 246, 251

Reply option, 353

Reply to All option, 353

Report Bug or Broken Website option, 136

Report Spam button, Gmail, 355

Re-Publish Document button, 266

Reset My Offl ine Access button, 155

Reset to Defaults button, 170–171

responding to invitations, calendar, 337

Return to Site link, 105–106, 118

Revert to This Version link, 123

Revision History, 231–232, 263, 294

revisions, 294, 313
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Right (Align Right) command, 300

Right Align button, 56, 250

Right command, 53, 243

right-click menus, 139

roles, Google Sites, 47

Room Finder section, Calendar screen, 343

rows

columns, 279, 292

deleting, 280

freezing, 281–282

height, 277

inserting, 279

RSS gadget, 398

RSS News Feed Gadget, 187

RTF fi le format, 262

• S •
Safari, 21

sandbox, 156

Sans-Serif font, 164

Satellite, Google Maps, 405

Save as a New Copy command, 263

Save As dialog box, 237, 356

Save Changes button, 41, 113

Save Chart button, 285

Save command, 52, 242, 300

Save Draft button, 76–77

Save File button, 39

Save Image option, 285

Save Page As option, 136

Save Password button, 163

saving, 225–226, 244, 263, 311

scammers, 24

scheduling, 342–346

schemes. See also business scheme; 

college course scheme

book club, 394–395

corporate retreat, 395

entertaining with gadgets, 183–184

family, 177–178, 393

group project, 396–397

homeroom, 397

investment club, 398–399

Little League, 394

newsletter, 396

overview, 3, 175

personal site, 176

political, 397–398

profi le, adding to, 178–179

sharing experiences, 179–183

team project, 396–397

Scholar.google search site, 149

Search box, 148, 335

Search Docs button, 226–227

search engine, 160–161

Search History button, 144

Search Mail button, Gmail, 355

Search My Calendars button, My Calendars 

list, 335

Search Public Calendars button, My 

Calendars list, 333

Search Sites textbox, Google Sites Home, 

44–45

Search tool, 207

Searches box, New Tab page, 29

searching

calendars, 335–336

e-mail, 355–356

for fi les, 226–227

security, 24, 169–170, 190–191

See All Event Details option, 342

See Earlier Versions link, 121

See Free/Busy Information (No Details) 

option, 342

See Help Center for Supported Providers 

link, 329

Select All command, 251

Select Page to Add dialog box, 194

Select Slideshow Size presentation 

option, 99

Select the Columns You Wish to Display 

option, 89

Send Files button, Google Talk, 389

Send Mail As section, Gmail, 365

Send Update dialog box, Calendar 

screen, 337

Send Verifi cation button, Gmail, 366

Send Verifi cation Code button, 

Notifi cations tab, 329

Serif font, 164

Server Certifi cate Revocation, 170
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Service Settings section, General tab, 

191, 216

Set Up Your Mobile Phone to Receive 

Notifi cations link, Notifi cations tab, 329

Settings link, 238, 357, 363, 365–366

shapes, inserting into slides, 306

Share, Adobe, 15

Share Button, Spreadsheet App, 274

Share tab, 266, 269, 299, 315

Share This Calendar tab, 334, 340–342

Share with Others feature, Google 

Docs, 269

sharing

calendars, 339–342

experiences, 179–183

Short Messaging Service (SMS), 

344–346, 402

Show All link, Quick Contacts list, 375

Show Calendar Name setting, Calendar 

gadget, 92

Show Captions presentation option, 99

Show Current Date Range setting, Calendar 

gadget, 92

Show Full History link, New Tab page, 

29, 133

Show Home Button, Toolbar box, 160

Show in Quick Contacts option, 376

Show Links to Sub-Pages option, 68

Show List Items From drop-down list, 209

Show List Items from option, 89

Show Navigation Buttons setting, Calendar 

gadget, 92

Show Page Title option, 68

Show Posts from option, 88

Show Saved Passwords button, 164

Show Search Options link, 226, 335

Show Suggestions for Navigation Errors 

option, 167

Show This in “Navigation” in the Sidebar 

option, 68

Show Week, Month, and Agenda Tabs 

setting, Calendar gadget, 92

Show/Hide Agenda feature, Calendar 

gadget, 101

Sidebar, 51, 107, 109–111

Sign In link, 102, 124, 139

Sign Out link, 273

Sign Up for a Google Account link, 33

Sign Up For Gmail link, 34

signatures, e-mail, 357–358

Sign-in Box Color option, 41

signing out of Google Docs, 238

singledocumindedness, 263, 319

site, 47–49

Site Elements screen, 106, 108–109, 

193, 217

Site Link Color link, 112

site permissions, 115

site rights, 190–191

Site Settings link, 49–50, 104–105, 111, 

116, 191

Site Sharing screen, 117–119

Site Width option, 106

sitemap, 189–190, 213–215

Sitemap link, 76–77, 87

Sites. See Google Sites

Sites navigation gadget, 212

Sites Page gadget, Google Calendar, 324

60-second start, 132–133

Size option, 58, 254

Skip Sending Invitation option, 118

Skip the Inbox option, 363

Skype, 316

Slide Design section, Toolbar, 299–300

Slide menu feature, Google 

Presentations, 299

slide pane, 299, 308

slides

creating, 301–302

cut, copy, and paste, 306

formatting text, 303–305

images, 306–307

integrating into shows, 312

links, 305

organizing, 308–309

placeholder text, 302

shapes, 306

textboxes, 303–305

themes, 302–303

video clips, 308

viewing with Picasa Web, 98–99

Slideshow gadget, 99
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SMS (Short Messaging Service), 

344–346, 402

social networking site, 180

Sorted by option, 89

sorting, 84, 227–228, 282

Sound indicators button, Google Talk, 389

spacing option, 264

spam, 347, 355

speaker notes, 320

special characters, 257–258

spell checking, 245

Spell-Checker Language list, 166

Spreadsheet gadget, 18, 183, 396

spreadsheets, Google Docs, 92–97, 221, 

225. See also Google Spreadsheets

SSL 2.0, 170

SSL settings, Under the Hood tab, 167

stacked header, 353

Standard Edition

Google Apps, 16, 36

Google Docs, 223, 240

star icon, 228, 354

Star It option, 363

StarOffi ce, 405

Start Autosaving link, 225, 272

start page, 210–213

Start Page Editor, 212–213

Start Page gadget, 223, 324

Start presentation from this slide 

option, 308

Start Voice Chat, Gmail, 384

Startup section, Chrome, 159

stock quotes, 292

STOP command, GVENT service, 346

Stop Publishing button, 267, 321

Street View, Google Maps, 404

Strikeout command, Format menu, 57, 251

style sheet, 164

styles, text, 56–57

Sub-heading (H2) command, 251–252

Sub-heading (H3) command, 56

Subject textbox, 319, 350

Subscribe button, Google Reader, 404

Subscribe to Changes button, File 

Cabinet, 81

subscriptions, 124–127

subscripts, 56–57, 250–251

subtraction (-) operator, 287

Suggest This Picture to <Name> dialog box, 

Gmail, 379

Suggested Contacts list, Gmail, 373

Sum function, 289

superscripts, 56–57, 250–251

syntax, 292

• T •
Tab Task Manager, 155–157

Table menu, 60

table of contents, 59

<table> tag, 71

tables, 60, 259–261

Talk application, 16, 19–20, 102

Team Edition

Google Apps, 16, 36, 40

Google Docs, 223, 240

team project scheme, 396–397

templates

adding images to, 197–198

Announcements, 206

Dashboard, 208–210

File Cabinet, 187–189, 198–199, 206–208

List, 208

List page, 187–189, 199–200

overview, 196, 203–204

Web page, 72, 187–189, 196–197, 203–206

Terms of Service and Privacy Policy, 37

Terrain, Google Maps, 405

Test Account Settings button, Gmail, 368

Text Background (Highlight) Color 

command, 52, 242, 300

Text Color command, 52, 54, 242, 248, 300

Text fi le format, 262

text formatting

body text style, 54

emphasis, adding, 54–55

lists, creating, 55

overview, 53–54

paragraphs, aligning, 55–56

removing unwanted formats, 55

in slides, 303–305

styles, 56–57
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text formatting (continued)

subscripts, 56–57

superscripts, 56–57

Text layout, Toolbar, 302

text messaging, 381

Text option, 255

Text Sidebar element, 180

text values, 274

Text Zoom option, 136, 139

textboxes, 90, 303–305

Thank You screen, 37

The Web radio button, 199

themes, in slides, 302–303

Themes link, 104

Themes tab, 192

TinyURL, 116

To textbox, Gmail, 350

To-Do lists, 182–183, 396

toolbar

Chrome, 134–135

editing pages with, 51–53

Google Docs, 241–244

Google Presentations, 299–300

Tools menu

button, 27

clearing browsing data, 146–147

downloading fi les, 145–146

freezing rows and columns, 281

Google Docs, 265

Google Spreadsheet, 274

History list, 144–145

importing bookmarks and settings, 147

overview, 143–144

Traffi c, Google Maps, 404

Translate a Web Page textbox, 406

Translated Search, 406

Trash, 229

trip planning, 183

Two Columns layout, Toolbar, 302

.txt format, 294

• U •
Under the Hood tab, Google Chrome 

Options window, 166–170

Underline command, 52, 242, 300

underlined text, 55, 248

Undo command, 242, 246, 300

undoing mistakes, 246, 278–279

Unit Status list, 82

universal event reminders, 327–328

Unsubscribe from Page/Site Changes 

option, 125

Unsubscribe link, 125

Update Custom Section dialog box, 212

updates, 83–84, 123–125, 377–378

Upload a File screen, File menu, 311

Upload a Presentation option, 311

Upload File button, Docs Home, 230

Uploaded Images radio button, 58

uploading, 230–231, 311–312

URL option, 255

Use DNS Pre-Fetching option, 167

Use Same Settings as My Incoming Mail 

Server check box, Gmail, 368

Use This Template button, 82

User Accounts screen, 40

Users Can Make Sites Public option, 191

Users Can Share option, 191

• V •
vacation page, 183

vacation responses, e-mail, 358–359

Verdana 10-point font, 248

version control, Google Spreadsheets, 294

Version History page, 121–122

Version links, 80, 121–122

Vertical Position drop-down list, 113

Video & More option, 384

video chat, 384–385

video clips, 308

Video.google search site, 149

videos, 97–98, 181

View as HTML option, 356

View Recent Conversations option, 376

View Responses button, 97

View setting, Calendar gadget, 92

Viewers Must Sign In with Their Account 

to View the Published Document 

button, 267

views, calendar, 330–331
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voice chat, 384–385

voice mail, Google Talk, 390

• W •
Web address option, 59

Web Address (URL) radio button, 58

Web page layout, 65

Web page template, 72, 187–189, 196–197, 

203–206

Web pages, 10–11. See also pages

Week tab, Calendar view, 330

What Data section, Create Chart dialog 

box, 284

What Do You Want to Call It textbox, Docs 

Home, 230

What Type section, Create Chart dialog 

box, 284

wheelchair icon, 34

Width and Height settings, Table menu, 260

Width gadget setting, 86

wiki, 9, 11

Wikipedia, 12, 57

Windows Live ID, 12

Word fi le format, 262

Word Verifi cation box, 33, 35

word-processing document, 225

worksheets, 292

World May View This Site (Make It Public) 

check box, 191

Wrap link, Edit mode, 75

Wrap option, 58

Wrap Text around Image feature, 254

• X •
.xls format, 294

• Y •
Your Computer radio button, 199

YouTube, 97–98

YouTube gadget, 179, 181

• Z •
Z–A sort, 84

zooming, 139
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