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of your day with reading, sorting, deleting, worrying
about deleting, and other such non-efficient
nonsense. Anyway, usually e-mail is set up to be
accessed through another program such as Microsoft
Outlook. And usually you cannot simply access your e-
mail account at work from any other location but your
work place. This is an important difference from
Gmail. With a Gmail account, you can access your e-
mail from any computer as long as you have a browser

and can get an Internet connection.

So here is your first task. Oh, and if you thought you
were going to get through this without actively

participating, think again because that would be so

not Web 2.0. In each section, you are going to be
given tasks to complete. And if you really want to
have fun, you can look at each one as a type of quest—this first quest line is themed after the title of

this chapter.

So the first step is to collect the items you will need. Most definitely you will need a computer and a
robust Internet connection. Some of these sites are media-heavy and require a lot of bandwidth. As for
the browser—choose the one with which you are most familiar. Some examples are Internet Explorer,

Mozilla Firefox, Google Chrome, and Apple Safari.

“Why do | have to sign up for a Gmail account GETTING TO A SPECIFIC WEB SITE
when | already have an e-mail account at work There are several methods of launching
or home?” a particular Web site:

e Type the address in the address

Ok, that is a very good question. And in fact, you will
bar at the top of the screen.

see from the quest that you already need to have an

e-mail account with which to begin. The reason a ¢ Click alink that automatically

takes you to the site.
Gmail account is recommended is that many of the

places you will be going will end up sending you e- e Seta particular site as your home
mails for registration confirmations, updates, notices, page.
and any other type of information that you request. '
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All of us already seem to be inundated with e-mails so by having this separate account, you have a space
dedicated solely for social media participation and information. Plus it is free and Google gives you fun

themes to make your Gmail page that much more fun to visit.

Everyone ready, comfortably sitting at your computer with your browser displayed on the screen? Let’s

go:

Point the browser to the Google search page at http://www.google.com. If you successfully reach this

site, your screen should look something like the following figure:

) Google - Mozilla Firefox Q@J@

Ele Edt view Hstory Bookmarks Tools Help

@ - C o | & http:/fwww.google.com/ -1 G- AR -
Web |mages Maps News Shopping Gmail more v

iGoogle | Sign in

[ Google Search ” I'm Feeling Lucky Language Tools

Download Google Chrome - a faster way to browse the web

Advertising Programs - Business Solutions - About Google

@®2008 - Privacy

Done

Your screen may look slightly different if you are using a different browser—the browser used in these
examples is Mozilla Firefox. Also, Google tends to get a little creative with their name at different times
of the year. This screenshot was taken during the Christmas season; typically Google will display their

brightly colored name in place of the picture shown on this screenshot.
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Now, many of us probably go to this screen often, type in our search term or phrase, and never spend
much time looking around. After all, Google has made the search bar the most prominent feature. All
the other tools | hinted at earlier are tucked away behind those little, tiny words. Below is another
screenshot that highlights specific components on the main Google page. But before we get too far

ahead of ourselves, we need to remember why we are here: to sign up for a Gmail account. Look, up at

the top! One of those little words says, “Gmail.”

\ )Gnagle - Mozilla Firefox

Done

Ele Edit Vew History Bookmarks Tools Help

@ 5 C 5 [ 8 hetp:ffwww.google.com/ v -| Gl AR -
Web |mages Maps MNews Shopping Gmail more v iGoogle | Sign in
Random
Specific Applications fun with
letters
Link
to
sduanses sesen iGoogle
Google Search ][ I'm Feeling Lucky l Landuage Tools

Download Google Chrome - a faster way to browse the web

Advertising Programs - Business Solutions - About Google
Type search e
word/phrase
here

Click on the Gmail word at the top; go on, click it. This will be one of the least scary things we do. You

should find yourself at the following screen.
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) Gmail: Email from Google - Mozilla Firefox

Fle Edit View Hstory Bookmarks Tools Help

6 8 C al ‘3lhttDS‘//www‘google‘comlacccun\:s/SerwceLog\m?seMce=meﬁpaswe=true&rm=fa\se&comunw=htm%3ﬁ« -G~ # a N

GM || Welcome to Gmail

Say season's greetings with Gmail voice and video chat.
Sign in to Gmail with your
Google Account
Usemame
Password

[¥] Remember me on this computer.

Lcannot access my account

Sign up for Gmail
About Gmail ~ New features!

Happy holidays from Sparky and Newton, the Gmail team dogs.

Haven't tried video chat? Learn more

2008 Google - Gmail for Organizations - Gmail Blog - Terms - Help

Done www.google.com

And if you were still a little hesitant about clicking over here, Google has put a happy picture of puppies
on this site to help calm any apprehension you may have. They even named the puppies Sparky and
Newton, the Gmail team dogs. There, now we are doing very well, and hopefully if you are visiting this
screen at a different time of year, Google has made sure to place an equally happy picture here to greet

you.

Now, we just need to find the link to sign up for our new Gmail account. And we find that the all
knowing Google has placed this link for us in large letters on the right where it says, “Sign up for Gmail.”
Keeping in mind Sparky and Newton, the happy puppies, click this link. You will find yourself at the

following screen:
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) Google Accounts - Mozilla Firefox

file Edt Vew History Bookmarks Tools Help

@ o C {at uSlht‘D;&

Graail

Create a Google Account - Gmail

Create an Account

Your Google Account gives you access to Gmail and other Google senices. If you already have a Google Account, you

can sign in here

Get started with Gmail

First name:

Last name:

Desired Login Name:

Choose a password:

Re-enter password:

Security Question:

Answer:

Secondary email:

Pamn

Broviak

pam_ broviak @gmailcom
Examples: JSmith, John. Smith

\check availabilityl

pam.broviak is rot available, but the following
USBINaMmes are

O phoai6

)

\J phroviak0&3

O pambroviaks

C\; broviak pambroviak pam@

Minimurm of 8 characters in length

Remember me on this computer

Creating a Google Account will enable Web History. Web History
i= a feature that will provide you with a mo sonalized
experience on Google that includes more relevant search results
and recommendations. Leam More

Enable Web History

Choose a question ~

ssword we will ask for the answer to you
Learn More

[ . goodle. comjaccountsMNewAccount?ser vice=maigcontnue =http % 3A % 2F % 2F mal. google.com % 2Fmail s

G-

Change Language: | English

Done

wWw.google,com

4

You will see that | have started filling in the form with my first and last name and the login name | have

chosen. But alas, after checking the availability of “pam.broviak” by clicking the “check availability”

button, this name is not available. Now you try; put in your first and last name. Then choose your login

name remembering that now is not the time to try out that crazy nickname your friends would pick out.

Most likely you will be using social media for work-related purposes, and names like eggplant or

darth.vader are probably not wise choices for someone working in our field. Using your real name or a

derivative of your real name is acceptable. If you are simply that fun type person that needs to have a

little flair, using a safe, industry-related term like ready.mix , civile.dan, or pwmanager.dan would

probably be ok too. Use your best judgment.
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If you have chosen a name that is available, your screen should look something like this, except with

your information instead of mine:

. )Google Accounts - Mozilla Firefox

Fle Edit View Hstory Bookmarks Tooks Help

o

c o .SIhttps:/‘Mww‘googbe‘com/accommNewAccomt?servre:mall&conume:http%3A%2F%ZFma\I.gootJe‘com%ZFmam - |G- ’ -3 hi

GM I I Create a Google Account - Gmail
by Googl

Change Language: | English v

Create an Account

Your Google Account gives you access to Gmail and other Google senvices. If you already have a Google Account, you
can sign in here

Get started with Gmail

First name: Pam

Last name: Broviak

Desired Login Name:  broviak pam @gmail.com
Examples: JSmith, John.Smith

check availability!

broviak.pam is available

Choose a password: | seses

Password strength:  Strong
—_—

Minimun length

Re-enter password: -

Remember me on this computer.

Creating a Google Account will enable Web History. Web History
is a feature that will provide you with a more personalized
experience on Google that includes more relevant search results
and recommendations. Learn More

Enable Web History

Security Question: Write my own question C

ur password we will ask for the answer to your
on. Leamn More

Answer:

Secondary email:

s do not b

another e blank. Leam Mors
Location: United States v
Word Verification: Type the characters you see in the picture below.

www.google.com ()
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Finish filling out the form, and if you are successful, you should be taken to a screen that looks

somewhat like the next screenshot:

) Introduction to Gmail - Mozilla Firefox

M
(m)
X

File Edit Yiew History Bookmarks Tools Help

6 ~C X (M http://mai.g

ogle.

m/mai/helpintro.html

>

GM d | | Introduction to Gmail

Congratulations! I'm ready - show me my account
You've successfully signed up for Gmail. Here are three things you really should know before you get started

Great search, less filing

Archive, don't delete Never file another message or create another folder
With more th’an 7277 459135 megabytes of free Use Gmail's buill-in Google search ta quickly
X T find the email you need
storage, you never need to delete another
email. Just archive everything and use

o " robin@ij
Gmail's search to find what you need

( Search Mail

Enjoy the conversation

Each item in your Inbox is more than an email
It's an entire conversation, containing the original
note and all the replies to it

When a new message arrives, the whole
conversation moves to the top of your inbox

Sunday is Movie Night! s e -
Cindy Maishall > Hey 5 ' "
Mark Prince to me

@45am | (@ Open in new window
s 922am | € Print camvarsation

Google tries to offer you a few last tips, and posts a link taking you directly to your new account. No
happy puppies here, but with renewed confidence, click the link “I’m ready — show me my account,” and

you will find yourself at your spanking, brand new Gmail page!

) Gmail - Inbox (1) - broviak. pam® gmail. com - Mozilla Firefox

Ele Edt View Higtory RBookmarks Took Hep

6 = € X & (M |ntp://mal.googe.com/mai/#inbox Bt - G- 78 -
Gmall Calendar Documents Photos Reader Web more v broviak pam@gmail.com | Settings | Older version | Help | Sign out
GM il Search Mail | [ Search the Web | 2hexrasch estions
Compose Mail

Email Backup & Restore - www. Atempo. com/EmailRestore - Reduce Backup Window for Enterprise Email Server. Get Demol

e

1-10f1
Select: All, None, Read, Unread, Stamred, Unstamed
[ Gmail Team Gmail is different. Here's what you need to know. - "Vescages that am ¢ i gh 7:50 pm
Contacts
- Chat
Search, add, or invite
@ Pam Broviak Select: All, None, Read, Unread, Starred, Unstarred
ety Mo sc ¢ s BT
®

Add your Gmal inbox to the Google homepage
Chats are saved and
searchable.

You are currently using 0 MB (0%) of your 7277 MB.
Gmad view: standard | furn off chat | basic HTML Learn more

= Labels

it Inbels

= Invite a friend
Give Gmail to
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Yay! You have successfully completed the first task! Now you can either

spend hours of fun and enjoyment getting to know your new Gmail page, PASSWORD TIPS & TRIVIA

Oor you can go on to our next assignment.

As we pause for a moment to bask in the glory of your first achievement, )
Don’t use common names or

let’s talk a little bit about passwords. As we continue down this path, Words

entering new lands, you will be faced with the need to create passwords. Don’t use only letters or

You were asked to supply one above in order to get a Gmail account. numbers

Although using the same password for every site you ever register on Don’t use password or

might sound like a good idea because then you only have to remember drowssap

one, should someone ever manage to figure out your password, they Don'’t use the letter “a”

could get access to all your accounts. Don't tell anyone your
password

BACK TO GOOGLE

Do change your password

often

Ready to go on? Your next quest is below:
Do find a secure method of

organizing your passwords

For this task, we are going It takes two years for a

to travel back to the main Hacker fo flgure outa

Google page. There you will s

eatures:
again focus on the little .

e More than eight
words; in particular, the 9

] ) ] characters in length

word “iGoogle.”Click this,

e Uses lower and upper
and you will be taken to a

case letters
page that looks something
e Uses numbers and
like the image below:
keyboard characters
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http://www.google.com

5] iGoogle - Mozilla Firefox

Fle Edit View History Bookmarks Tools Help

Web |mages Maps News Shopping Gmail more v

Choose Location:
Country/Region: | United States

@ g C st | & http:/pwww, google.comAgPhl=enBsource=igk

[ Google Search ] I'm Feeling Lucky ]

[Cnews Cloames

Humar Donokmg
Clmusic [Ceusiness
Select a theme:

Clar

L—I Technology

[Cealitics

Zip code

- G-

CIEX

L

broviak.pam@gmail.com | Classic Home | My Account | Sign out

Advanced Search

Search Preferences
n Tool

Create your own homepage in under 30 seconds [x

Select Interests: (Choose all that apply)

[Centenainment
[Csponts

D Independent Film

:'”: ..‘“il

Home

DEC

25

Jingle Cats - Merry Christmas To Al
1:08

A

| <

Looking around the page, you will notice that Google has placed your new Gmail address at the top

indicating that this iGoogle page is associated with this account. (If at any time you miss the “old Google

look,” you can click the words to the right of your account name, “Classic Home,” and be taken back to a

non-personalized page.)

At this point, Google is waiting for you to make some choices. In the center of the screen is a box with

the encouraging words: “Create your own homepage in under 30 seconds.” See, everyone has at least

30 seconds to devote to making a special search page just for themselves. Go ahead and click In the

boxes of topics in which you have an interest. For example, if want to keep up with the latest sports

information, click the box in front of “Sports.” Then go on to select your theme. Don’t agonize too long

over this one—Ilater we will have the opportunity to choose from a wider selection. Indicating your

location is important because Google will place a weather box on your page indicating your local

weather. After you are finished, click the button with the words, “See your page.” Your new iGoogle site,

made just for you, will be displayed. Here is how mine looked:
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%) iGoogle - Mozilla Firefox

Web Images

= Home
YouTube
CNN.com
Date & Time
Weather

Gmail (1)

NYTimes.com -

Fle Edt View Hstory Bookmarks Took Help

O c

far | & |http:/fwin.google.comig?hl=en

Maps MNews Shopping Gmail more v

e Take a tour of iGoagle's new features =

To rearrange your page, drag anq drop the title bars |

La Salle, IL

n 2, SMTWT FS
WP O30F CurentCloudy 10 \ 2 Thu 123458
£ Winc DEC 7.8 910111213
b - 74 . 3 14151617 181920
. . 25 21222324 25 26 27

Today Fri Sat Sun

28293031

[® Death toll rises in Christmas party shooting
Inbox (1) - Compose Mail Aetions v

[ Singer, actress Eartha Kitt dies at 81

D Gmail - Gmall is different Here's what you need to 7:50pm
know. - Messanes that are easyto find, an inbox that arganizes

Joke of the Day Recent Favorites Recent Comments Tags

Calvin and Hobbes by il watterson

Concerts Songs Music Feed

Kewanee, IL Edit| See All

The White Tie Affair at Johnny Coffee House
Dec-30 @ 7.00 PM - Get Ticket:

Hello Industry at First United Methodis
Jan-04 @ 6:00 PM - Gel Tickets

Danci
Jan-

h The Stars
30 PM- Get

Now, Now Every Children at
&l Jan-10 @ 6:00 PM - Get Tickets

a 2 Google Finance Portfolios
ﬁ:yni zj'-“ @730 PM - Z;‘E; Kets B0 The 50 Best Albums of 2008
X Market summary - hide [ Brad Pitt: The Rolling Stone Interview
Doy A 4Rf 47 +4R 99 M 583%)

- 78 -

newt Themes for causes | Change theme from Sweet Dreams | Add stuff »
© N (TS omee )
willD

Today's Featured Videos v

Jingle Cats - Merry Christmas To All >
1:08 * Ak

More Videos »

NYTimes.com - Top Staries

Bush Has Built Foundation for Improved Health Care
President Bush has doubled federal financing for community
enabling the creation or expansion of 1,297 clinics
d areas.

= New York’s New Choices Raise Stakes for Middle School
llowes a Tradition, Testifying for Prosecutors
+ The Caucus: In Missing Word: 0
« Baghdad Burean: Christmas

55in Iraq

More news

[# Singles of the Year

As you can see, Google took your interests and created boxes, or as Google calls them—gadgets, that

feed information about that topic. This information will change on a regular basis. A clock and time box

along with a YouTube box is placed by default. You can further customize your page by dragging the

boxes around the page by hovering over the blue bars, waiting for the cursor to change to a four-way

arrow, and clicking, dragging, and dropping each box to its new location. Kind of like moving furniture

but without all the hassle. The drop down arrow in the upper right corner of each box offers additional

options such as deleting, minimizing, or sharing the box, or gadget, with others.
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ADVANCED INFORMATION FOR
iGOOGLE USERS

Like many social media applications,
Google allows for developers to
create their own gadgets. The benefit
from this is that you or someone in
your IT department or an IT
consultant can create a gadget for
your company or agency that offers
content for others to place on their
iGoogle pages.

If you work for a city, perhaps you
could follow the example of the city
of Nanaimo and use a gadget to
report Fire Incidents. Resdients of the
city of Lafayette in Louisiana can
install a gadget showing traffic
cameras and reports of traffic alerts.
Libraries are creating gadgets to allow
residents to search their catalogs.

Some ideas for gadgets related to
public works could be combined
sewer overflow reporting, emergency
alerts, building permits issued, staff
directories, public works-related tips

for residents, basic regulations

regarding burning, garbage pickup, or
water billing.

Ideas for consulting firms,
construction companies, or product
manufacturers could be a picture of
the day, newest design or product of
the week, and innovative or
sustainable design ideas.

You can spend even more quality time pimping your iGoogle page. Up
at the top of the gadget section, in the lower right hand corner of the
banner, you will find the link to change to other themes and the words
“Add stuff.” Clicking the “Add stuff” link takes you to a site where you
can choose from even more fun gadgets such as a Google Map search,

a virtual aquarium, quotes of the day, and many more.

Now that you have your very own space on the Web made just for
you, take your time to explore. Oh, and congratulations on completing

the “Pouring the Foundation” quest!

Your Social Media Journey Begins Here Page 2-12





