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Get Up and Google

It searches, it finds.

It can also write letters, balance your checkbook, keep track of appointments, remind you of final
payment dates, check ALL your email addresses, create a blog, let you know when a resort has opened,
give you the best price on an inkjet cartridge, fix your digital photos, create online photo albums, and
much more! Seriously!!!

First, two simple tips to improve your searching

1. Improve your basic search: +must include this word -must NOT include this word “put phrases in
quotes” Example: “bed and breakfast” +maui —timeshare.

2. Use ADVANCED search - it’s easier! It really should be called SIMPLIFIED SEARCH because that is
exactly what it is. It will walk you though creating the perfect search. It has options to find sites/pages similar to
others you’ve found, search within a single website domain, limit the search to a particular language, only look for
things after a certain date, and many other useful features. Don’t worry! It's all in plain language and requires no
codes, special formats, or any fancy dancing to make it work. This will really speed up finding things!

Gmail — email and beyond (GOOGLE.COM b MORE or GMAIL.COM)

Gmail launched a couple of years ago as an invitation-only alternative to Hotmail and Yahoo Mail. Today, it is
open to everyone and offers features the others can’t touch. It's still free, easier than ever and has become the
primary or sole email solutions for millions.

You'll get your own GMAIL addresss, but it can also check ALL of your other email accounts (click SETTINGS /
ACCOUNTS). It can use ANY of your other email addresses as your “reply to” address so outbound mail appears
to be from your other account. It has AMAZINGLY good and customizable spam filtering. It offers an “Out Of
Office” (called Vacation Responder) feature that works with any email address you want it to check. You’ll receive
2GB of online storage space to save/upload/download files. It also comes with an excellent contact/address
book.

Why use it? It's available anywhere you can get online. All your email, contacts and more from anywhere.

Google Office? Gmail is your portal

Near the top of the screen in Gmail, you’ll see the following:
Google bGmail bCalendar BPhotos BDocs and Spreadsheets B Groups B My Services

Maybe you’ve already figured it out. Google can now do almost everything that MS Office can do, plus a few
extra goodies. Calendar? Think Outlook (not Express). Photos? It can edit/fix them, easily create online photo
albums and videos. Docs? Just like it sounds. It works like MS Word B only easier, can also open/save Word
documents. Spreadsheets? Excel anyone? It works just like it B only easier, and can open/save Excel
spreadsheets!

Why “Google Office?” It’s available anywhere (Internet required), any time,
(even from your cell phone) with nothing to download and it’s free.

New! Google Gear lets you run “Google Office” even when you’re NOT online!
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Google Calendar

The primary difference between Outlook and Outlook Express is the handy calendar feature. You can easily
create “appointments”, track deposit dates, keep track of vacation time, etc. It also integrates nicely with the
Contacts section of Outlook.

Now you have the idea! Google Calendar does the same thing, but with a few nice extras. It can IMPORT and
sync with anything you already have in Outlook. It can send you an email to remind you of anything you set. You
can INVITE GUESTS to view your calendar, create SHARED calendars and even post them online if you choose.
Imagine posting a calendar of all your group departures on your website!

All accessible online or through your cell phone!

Google Photos (AKA Picasa)

This one requires a download. Don’t worry! It's free and easy. Picasa will automatically connect to your digital
camera and import your photos. It can also scan your hard drive to gather your existing collection. You can then
EASILY edit them, print them, order professional prints, and upload them to create online photo albums (can be
password protected). This is a great way to share your photos of groups and your own photos of destinations.
You won't believe how easy it is to edit your images. Resizing, red-eye, flip, and much more.

Google Docs

It looks like Word, it acts like Word, it's compatible with Word, but unlike Word — it's free. What's the catch? It's
only available online, so you'll need to be connected to the Internet for it to work. While it's missing some of the
“advanced” features of Word you probably won’t miss them. The have focused on the things you actually NEED
and USE rather than bloating it with seldom used features.

Imagine escorting a cruise group and being able to access, edit and create any document you need from the
ship’s web café. What about working at home WITHOUT paying for MS office.

Google Spreadsheets

Just like Docs above, Google Spreadsheets work like another well known product: Excel! Yes, it can open your
existing spreadsheets and save in Excel format. As with Docs, it has all of the features you need without the ones
you probably never knew about anyway!

All My Services

This link takes you to an area where you can totally customize Google. It's where you can select features like the
Google (RSS) Reader, Page Creator (create web pages easily!), Google Talk (text chat and voice chat for free),
and several other useful features.

Page Creator
Yep — it creates web pages, with ZERO knowledge of HTML.

Google Reader — aren’t you doing RSS yet? In short, RSS (Really Simple Syndication) allows you to “gather” all
the news-related websites you normally read into one place — without the ADS!

Google Talk — it’s instant messaging plus voice! It connects to almost all other IM systems too.
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Stop Searching — Start Finding! Quick tips and tricks

Improve your basic search: +must include this word -must NOT include this word “put phrases in quotes”
Example: “bed and breakfast” +maui —timeshare.

“I'm Feeling Lucky?” Saves time! If you've created a good search string, click “I'm Feeling Lucky” and go right
to the page that fits the search best!

Google is not always the answer! Google is a popularity-ranked search engine. It finds the most POPULAR
sites first, but may miss lesser-known sites. Altavista.com and Yahoo.com are not popularity-ranked.

Advanced Search is for everyone! It really should be called SIMPLIFIED SEARCH because that is exactly what
it is. Click ADVANCED SEARCH on the Google main screen. It will walk you though creating the perfect search.
It can also search a single website, or find similar websites.

A few amazing things you can do right on the Google home page:

¥ Area Codes: enter and area code to find out where it is

¥ Calculator: just enter an equation and press enter! Example: 5+2+(6*2)

¥ Conversions: Examples: half a cup in teaspoons, 325 miles in kilometres, 45 cm in inches, 1 gallon in
litres, 1 quart in cups, etc.
Currency: Examples: 35 USD in GBP, 35 dollars in pounds, 35 Canadian dollars in pounds
Definitions: Example: define:prognosticator (note, no space after the colon)
Bar Codes: just enter a bar code from a product and find out what it is
FedEx, UPS and US Postal Tracking: just enter the tracking number
Airport Information: enter the airport code, example SFO, the first link will be to that airport® website
Airline Flight Info: enter the airline and flight number, example: UA 125

K K K K K K

Don’t ignore the options right under your nose! Just above the search box you'll see:
¥ Images, Groups, News, Froogle, Local & More.

¥ Images can search for images that match your entry (palm trees, beaches, etc.). Click on an image you
like, then RIGHT-CLICK and pick SAVE IMAGE AS to download the image to your computer.

¥ Groups links to discussion groups (chat rooms) - great for searching through “discussions” of resorts or
areas you may not be familiar with yourself. Want to know what divers think of a diving hot spot? Now
you know where to go!

¥ News is news from around the world updated by the minute. This is a great way to stay on top of what is
going on - even in travel! Remember, this is Google! Try SEARCHING in the news for travel-related
information. Many people have found this to be very helpful during tropical storms and other natural
disasters, as well as airline strikes in other country and much, much more.

Maps is an AMAZING feature that does more than just display maps. It can also find things near a place!
Looking for a hotel near a convention center, or a spa by a beach? Google maps can find it.

You probably already know that you can enter an address or a zip/postal code and get a detailed zoom-
able map. . You can even view any map in “satellite” mode. Near photo quality satellite images will
appear of nearly any area. The “hybrid” view combines traditional maps and street names with satellite
images. Cool!

The parts you might have missed? In the “bubble” highlighting the address you entered, click TO HERE
to get directions TO that place or FROM HERE to get directions to somewhere FROM that place.
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NEW! In some popular tourist destinations watch for the STREET LEVEL button. This lets you
view photos taken at street level, navigate as if you were walking, and see things you wouldn’t
otherwise see in the regular map views.

Looking for a business, a spa, a hotel or restaurant? Click FIND BUSINESS (top of the screen) . In the
first box enter WHAT you are looking for. In the next box enter WHERE you want it. The more specific
you are, the better itis. If you only know a city or zip code, no problem.

More about more! Clicking on MORE on the main screen will open up a whole new world of options in Google.
There are lots of great features in the “More” section. Just a few of the helpful tools you'll find include:

¥

Alerts: have Google do the work and email you when it finds something new! This is a great way to stay
on top of a particular subject. Think about airline bankruptcies, cruise line mergers, or anything else
where you want to know when things change.

Here you can set up as many search terms as you like and have Google scan the web, news, discussion
groups, blogs and more. It will then alert you via email when new things show up! You'll need to set up a
free Google Account. Just click SIGN IN. It costs nothing, but gives you a wealth of new services.

Blog Search! Blogs are the BIG thing on the net right now. BLOG is short for “web-log”. They aren’t
really traditional websites in that they are not generally commercial in nature. Rather, a blog is an online
“journal” for the public to read. They usually represents the author’s personality, thoughts, or ideas and
often allow others to add their own thoughts and comments. There are THOUSANDS of travel-related
blogs. You can even create your own blog, free! Just click on BLOGGER under Google Tools.

Google Book Search: BOOKS.GOOGLE.COM

Google has scanned thousands and thousands (soon to be millions) of books. You can search for any
subject, phrase, statistic, etc. and Google will sift through the printed books to find your answer. It will
then not only display the book(s) where it was found, but even allow you to view the book page(s) where
your search occurred. Note: you can also get here with the URL BOOKS.GOOGLE.COM

Google Earth: similar to Local Google, but with an amazing twist! This FREE tool shows you actual
aerial photos of the area you are searching. Want to see how close the hotel REALLY is to the beach?
This one has levels of “premium” service but the basic download is amazing. While at first glance this
may look like Google Local, it is much more than that. One click will display all the restaurants in the
area, or type in ITALIAN to only see the Italian ones. Create an “itinerary” of several place and watch it
play a full-motion movie of your trip!!!

Save time with Google Preferences! On the main screen, click PREFERENCES. Here, Google can remember
the language you like to speak, the number of results it shows per page, and whether or not results clicked should
show up in a new window (this is a great feature, try it out).

Language is no longer a barrier. On the main screen, click LANGUAGE TOOLS. This set of tools can translate
phrases or entire websites for you. It can also search for websites that are in any language you specify.

Google Toolbar and Desktop Search: The Toolbar? Get it! Now! It blocks pop-ups and speeds searching.
Google Desktop searching your own computer (email, Word docs, web history etc.). This is cool but it “likes” a
pretty speedy machine. If you've got an older PC, it can slow things down quite a bit. Some consider it a security
risk as it can search EVERYTHING on your computer and network.
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