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——u3 Documents - Provides the ability to collaborate on documents
““*--lé_ via the Internet. Learn about Google documents

" - http://docs.google.com/support/bin/
=5 topic.py?hl=en&topic=15114
Docs - Basic word processor

e Upload Microsoft Word, OpenOffice, RTF, HTML or plain text documents, create
documents from scratch, and download your online ones.

e Edit documents online simultaneously with anyone you choose, and invite others to
view them.

e Keep track of who made changes to a document and when, and roll back to any
version.

e Publish documents online to the world, as webpages or post documents to your
blog.

e Email your documents out as attachments.

Docs - Basic spreadsheet

Basic Survey - collect data from multiple people and have it automatically stored in a

spreadsheet. Can watch returns on your iGoogle page. http://googledocs.blogspot.com/
2008/02/stop-sharing-spreadsheets-start.html

Map - http://maps.google.com

Provides the ability to create custom maps on Google maps.
Learn about customized maps - http://maps.google.com/support/bin
answer.py?answer=68480

Meeting Setup - Provides the ability to schedule meetings with people who do not have
the ability to share calendars.

e Meeting Wizard - www.meetingwizard.com - Can suggest specific dates and times
as well as store email addresses to use for future meetings.

o www.meetomatic.com . Unlike Meetingwizard, you do not need to supply email
addresses on the site but forward an invitation email to the people you want to
include. (reduce the possibility of spam) This is limited to selecting days but not
times.

e www.doodle.com Similar to meetomatic but you can enter specific times.

Conference Call/Meeting
¢ Freeconference.com - Provides the ability to set up a conference call with multiple
people. There is no fee to use the service; however, everyone on the conference
call dials a long distance number. Emails are sent to all participants giving them the
details of the call and asking them to rsvp. A reminder email is sent to everyone
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prior to the call.The software also provides tools to easily set up multiple calls and
use past calls as a template for future calls. www.freeconferenc.com

Other Tools

e QutePDF - Free software to create pdf documents from your office software
http://www.cutepdf.com/

e Alerts - Can store an Internet search and have Google search the Internet daily and
send you an email if anything is found. http://www.google.com/support/alerts/bin
static.py?page=fag.htmI&hl=en

e iGoogle - A customized home page allowing you to see news, weather, and other
information that interests you. Click on iGoogle in the top right hand corner of
Google's home page.

Weebly - a free web page creater www.weebly.com

Free Small Business Web Site - www.officelive.com Office Live Small Business
(formerly known as “Office Live” before last year’s re-branding) is a set of Web
service add-ons designed primarily to complement Microsoft Office. The service is
currently available in three flavors: Basics (free), Essentials ($19.95 per month) and
Premium ($39.95 per month).) See http://office.microsoft.com/en-us/officelive/
FX102513631033.aspx for more information.

Public service announcement - You need to determine what works best for you. You
need to be comfortable with storing the data on the Internet and understand the privacy
policies of the tools you use. All the examples above involve data that is only accessible to
people given access by you. However, you have no control over what Google and other
does and does not do with the data. Google has been criticized for storing data forever.

Other Resources
e Compare MS Outlook to Google Aps (http://www.idealware.org/articles/
google apps_outlook.php)
* OpenOffice - another free software suite that is stored on the local PC.
www.openoffice.org
Zoho - another free office suite that is that is stored on the local PC. www.zoho.com
e The BluePrint wiki. A one stop location to see many tools.

http://blueprintrd.pbwiki.com/
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