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A Step-By Step Guide To Making Google Apps Work For You

Simple yet powerful (and free) apps to turn your PC and smartphone into a most effective
resource for maintaining client relationships, productivity and social networking
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Summary

Realtors in todayo6és mar ketplace are challenged f
respond to leads generated at the website, to working withstaaly consumers who demand a rapid

resporse to almost any request, with a personal touch. Successful Agents tend to be the ones who are
using these latest technology tools and applications to keep them in communication and allow them the
opportunity to provide value added services, and enhaegentiarketing strategies all at oadeom the

mobile PC or smartphone.

Google, who is best known for its most intuitive Internet search engine, has provided to the public space
some innovative online tools that allow any mobile professional, especialiepesneurs an
unprecedented access to information, documents, and a customized business presence online, accessible
by a connectegmartphone, tablet devices or computer. This is an extraordinary opportunity for Agents

to learn about the free applicat®developed by Google, and how best to implement them as part of their
mobile business strategy.

There are approximately 150 Google apps available, but this course will focus only on ones considered to
be most useful to the Agenbnsumer relationship:

I ntroduction

I t 6 s litlleevehite foame but | can remembaet the age of 23 wasjust finishingcollege, working

full time, struggling to eke out those last few credits,ranle ends meet. | had no gardgébiesor any

real activities outside of good party quite honestly. How | wish | had on my mind at 22 Wwhaty

Pageand Sergey Brin hadon their mindsat25 | woul dnét btherewodldtbé ogks t hi s
written about me.

I chose the ge of 25 here because that was how old Larry Pagewhen he founded Google in 1996,
along with his friend Sergey Brin, who is his same age, both being born in 1973.

Google was originally a school project for the thamking at a new way for Internet search engines to
rank search results. They eventyalnamed t he project Goodloo,g trefot er t
number one followed by one hundred zeros.

Today, Googl eds presence ar omwmidg atskaech angne with more ne ar
than 70 percent of the search activityydagenerating most of its revenue through ads, with a
revolutionary math formula called AdSense, which allows companies who buy ad space from Google get

an equal opportunity for visibility, giving the small business equal footing with the bigger businasses

2006 earnings were around $10 billion. The earnings report for 2009 was closer to $24 billion dollars.

Not bad for a couple of guys who at 37, should be just paying off their school loans.

Googl eds mi s"toiorgamizeghe wdrldsnmgomtath and make it universally accessible and

useful’, is fitting to the strides they have made to
past to the open sourcéee to use, free to share, and open for development. To addsiahteir

unofficial sloganii Do n 6 t ,0hbseoftee takeh as a direct slap ttee face of software behemoth,
Microsoft.

Whatever the company6s mission or the ultimate go
library of onlinef ¢ | capptications designetd make communicating, and sharing what we want a lot
easier for free. This is a guide to making those free apps work for you. Technology changes almost daily,



and these apps get updated and r e f-yoa wihcatdh omdsl t he

the apps get better.

Realtors in todayo6és marketplace are challenged
respond to leads generated at the website, to working withstaaly consumers who demand a rapid
response to almost amgquest, with a personal touch. Successful Agents tend to be the ones who are
using these latest technology tools and applications to keep them in communication and allow them the
opportunity to provide value added services, and enhance their markediiegiss all at onedrom the

mobile PC or smartphone.

There are approximately 150 Google apps available, but this course will focus only on orderednsi
be most useful to thegantconsumer relationship:

Google Apps are designed for the mobilefggsional. Whether you are a reatate Agent, a small business
owneror in pharmaceutical salggur office is now wherever you happen to be. If you want to be responsive to
the needs of your client base, you must have the tools to be ready: a gaptisreatacked by a well
developed CRM, or Client Relationship management system is a gre#t state. of apps on your smartphone

that keep you prepared for your clients, along with your marketing tools to have you ready for the new prospects
is even btter.

First, IGedgléacount eat e a

Google accounts

Update: the privacy policy has been simplified and updated. Leam more
Create an Account
If you already have a Google Account, you can gign in here

Required information for Google account

Your current email address: me@myemailaddress.com

Choose a password: essssssene Password strength:  Strong

Re-enter password: sssssssene

[J Stay signed in

[Z] Enable Web History Leam More

Location: United States v

Birthday: 01/11960|

Word Verification: Type the characters you see in the picture below.

WWW.Qoogle.com/accounts

Once you have completed this process, your username and password unlocks all of the Google Apps for you.
Youbl !l just emeed to sign into th

f


http://www.google.com/accounts

Secondl y, Grhagdaccowst set up a

Gl"l | l Welcome to Gmail

A Google approach to email.

Gmail is huilt on the idea that email can be more intuitive, efficient, and useful. And mayhe even fun. After all, Gmail has:

Less spam
Keep unwanted messages out of your inhox with Google's innovative technology.

Mobile access
Read Gmail on your mobile phone by pointing your phone's weh browser to http:/gmail.com. Learn more

Lots of space
Over 7506.746301 megabytes (and counting) of free storage.

Latest News from the Gmail Blog [

Follow Gmail on Twitter

We launch new features in Gmail almost every week, and people learn about these features from different sources -- ...
More posts »

©2010 Google - Gmail for Business - Gmail Blog - Terms & Privacy - Help

Sign in with your
Google Account

Username: demohcsl
ex: pat@example.com

Password: | eeessssesee
[[] Stay signed in

Can't access your account?

New to Gmail? It's free and easy.

Create an account »

About Gmail New features!

www.mail.google,com

Oncey oudve si gn ek geariconn thd uppeiight oomeérand selecOptions. Here wewill

customize thé&mail experience.

General Tab

In Settings, th&eneraltab is to the upper left. Here we have the options to:
s Set the Bge sizenumber of messages and contacts per page

o Keyboard shortcutdearn to use the keyboard instead of the mouse

¢ Toggle the Conversation mode settiamails shown separately or in a continuing thread

¢ External Content optierask before displaying external content

¢ Undo Send (must first be enabled in Labs)

e Browser Connection Always use https (recommended)

o Default text stylecustomize font and size toyr style

¢ Add Your Photewill be the photo associated with your Google account
e Contacts6 Psihcotwuryeosu rOpctoinotnact 6 s

e Add Signature Option will be added to the bottom of new messages

embedded

phot o


http://www.mail.google,com/

Labels Tab

System labelsare the named foldes on t he | eft panel. You may choose
only show those you use.

Labels are the folders you create and name. provide a unique name here, or from the main Gmail screen. Check
the box to the left of the message, apeén he Labels tab above to assign it ttalaeled folder, which will

display on the left panebelect a folder, and with the left click of the mouse, open the palette which allows you

to color code each folde¥ou can assign more than one label (categorg)sender.
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Starred messages

Assign stars to special conversations or messages, or use them as a visual reminder that you neegbto follow
on a message or conversation later.

Archiving and Muting Messages

If you want to clean up your message box aithdeleting messages, you may simfuighive them.
Check the box to the left of the message, and then click the Archive button above. Messages will not
show in the inbox, but will be searchable or |

Sometimesyoumay r ecei ve frequent email from a recig
not always filling up your boxMuting a message (click the More Actions button) will simply store
the messages away before reaghmierdg i touwr iimhkaox,iA



Accounts and Import Tab

Import mail and contacts- Under this tab, you may import email from other email accounts. All you need is a
username and password. Note that some email clients may prohibit forwarding without Spieisgwhich
may involve a fee.

Send Mail As here you can create multiple email identities for email to use. If you receive an email forwarded
from your websiteds email for exampl e, Gmai | can
messag.

Check mail using POP3 A new feature that will make regular searches of your POP3 email from other
clients, | f the client doesnoét all ow forwarding, t
Gmail.

Add additional storage- If 7GB is not enougha $5 annual investment will ggou 20GB of space. This is
aggregate storage for Ggle Voice, Docs, Gmalil, anddaisa.

Change account settings make changes to your central Google Account, change password, add photos, add
profile informaion.

Filter Tabs

Filters may be assigned to a message from a specific sender, or a specific topic. Set filters from this tab, or
check the box to the left of a message, open the More Actions tab, then select Filter messages like these. From
here you canilfer similar messages to come to be directed by way of your filter.

Forwarding and POP/IMAP
Forwarding allows you taadd a forwarding address, should you want to forward your mail to another client.

POP Download allows you to download Gmail messages tofP€ o gr ams | i ke Outl ook E
technology. Use the IMAP client and have a better experience!

IMAP Access:gives you a constant, tweay connection between Gmail and Outlook or other PIMs, and even
your smartphone. Mail is delivered by Gmail as iteceived, so you always have the latest mail at its earliest
time. Gmail includes the wizard to help you set up the connection between your PC email client (Outlook, etc.)
andGmail.

Why Gmail?

There are a number of pretty good vsed email clientare all use, yahoo, Hotmail, AOL, etc., but to me
there is only one like GmailOf the top, here is what Gmail has to offer:

7GB of storage spac20GB is only $5 per year mofghared with other Google apps)
Easy to set up and install on your smartphone

Highly customizable

Integrates well with other Google Apps

Less spam

Access your web history and activity from any computer

I recommend if you have mail coming from other clients, such as the ones | mentioned before, forward them to
your Gmai lhelmitandke &lst ef senske & it later.



Google Contacts

The contact manager in Gmail is really the tool that makes using all of these mobile apps as useful as they can
be. The information stored in Contacts will be used in all of the subsequent #dpps@srce for sharing apps

and information with others, customizing your outgoing messages in Voice, and making your marketing efforts
a shap.

What is Rapportive?

Rapportive shows you everything about your contacts right inside your Mboxcan immeditely see what

people look like, where they're based, and what they do. You can establish rapport by mentioning shared
interests. You can grow your network by connecting on LinkedIn, Twitter, Facebook and more. And you can
record thoughts for later by léag notesimagine relationship management built into your email. For Sige.

up and install Rapportive http://rapportive.com/install

Her e, Rapportive repl aced ahdiesandcontattimethodsii ght panel wi

Records Retention - www.AccessSciences.com - Let Access Sciences help you build your information management pro About these ads

+“ Archive  Spam | Delgete + | = Movetow | Labelsw llore w 10f9038 4 »
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Rapportive shows you everything about your contacts right inside your how detals
inbox.
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You can immediately see what people look like, where they're based, and

what they do. You can establish rapport by mentioning shared interests. Secure Record Storage
Document management/Record
Storage Call 770-325-9090 Free

You can grow your network by connecting on LinkedIn, Twitter,

Estimate
Facebook and more. And you can record thoughts for later by leaving www. srstorageonline.com
notes. Web Records Management
) ) ) o ) ) Keep records of web content like
Imagine relationship management built into your email. For free. Sign up websites, blogs, news. twitter, stc
and install Rapportive at http://rapportive.com/install waw.iterasi.com

DeepProbe
IPOR-generating probes for data
retention & insidsrcthreat oooing

G. William James | Handheld Computer Solutions

It All Begins With Your CRM

Your CRM orClient Relationship Management $stemis essential to the success of your business and the

best use of these Google agpsrtune 300 companies spend hundreds of thousands of dollarepidecand

maintain their CRM databases, and for good reason: it is simply the easiest and most effective way to develop
customer profiles, target their customer base, and to ensure customer satisfaction and retention. As small
business owners we can usels like Microsoft Outlook, ACT!, Top Producer or other Personal Information
Management (PIM) systems as our CRM. Now that we are moving our business to a more mobile arena, and
we can use the cloud to mai nt aputyoutCRM en the cdudy usintgat i on,
Google Contacts, a part of Gmail:


http://rapportive.com/install

Exporting your CRM to Google Contacts

Regardless of the PIM you currently use, the process of exporting your contacts and importing the data into
Google Contacts is relativelyeasyyibu f ol | ow t he steps, youdll have yo

Step One: Pre@re your CRM data

Since this information is the life blood of your business, it is important that we have each contact profile as
complete and organized as possible. Tiaketime to go through each itefill, in as many empty spaces as
possible. Make sure you have at least the five esseffihlsame, mailing address, email address, office &
mobile phone and birth date (yes, birth date!) If you can, add anniveeas, dnd other demographic
information that can be stored under notes.

Step Two: Assign all profiles into a category

Assigning a profile into one or more categories will be useful to your marketing efforts moving forward, as well
as allowing the Googleoas to target specific markets for you. Missing this step will cause you lots of work in
the future.

StepThree: Export your CRM data into a file

The easiest way to get your data into Google Contacts and have it organized from the outset is to export the
contacts one category at a time. Sort your contacts by category, then Hitjelighdup you intend to export.
The example below is how to export from Microsoft Outlook:

Select File > Import and Export
Select Export To A File

Select Comma Separated Va{&/indows)

74 start

[ widows TaskMarmger |l 2011 Google Urmvers... | 18 Contacts - Marosoft ... | ) Gl - ontct Man. .

Select the location of the data to import, in this case Contacts



