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Introduction

Ima gine this scenario, if you will.

Y o u druneing your own business, and you have a website . YoulbOve got an emai
address 0me@my-busi ness. com. | t 0gvegyoudhattprofbssianalus e it
edge. YoulbGre getting lots of emails, and you nee
them.

You could use desktop clients like Microsoft Outlook, Mozilla Thunderbird or Apple

Mail, but itdés a pain to setandybueventtolpealerto al | your
get at your mail when youdre away from your own
You try to use the webmail opton t hat come with your web host, b
unusabl e. |l tds sl ow, and itdés confusing. | f only

Enter Google Apps.

Suddenly youdre |l ogging in to your own custom en
user interface that lets you read and reply to emails and manage them wit h ease on
any computer with an | nternet connection.

Doesndt that sound great? Wait, t hereds mor el
Youdondt just have email any more. You have a cal
itself and can be accessed anywhere. You have an office suite that you can use

anywhere to create documents, spreadsheets and presentations that automatically

save themselves and ¢ an be accessed anywhere, too
0That sounds great, 6 | herealy eyxopue mrssaiyv,e!obut it mus
Notatall.1t 6s free.

Interested? Read on.

E http://lachlanroy.com | Lachlan Roy
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Preamble

What Is Google Apps?

Google is by and large a search and advertising company, but it also provides a
number of other extremely useful services. You may have already heard of Google
Mail (or Gmail for short), but that is only one of many 0Googl e d&valable for
free.

These web applications can  easily be used dir ectly from the Google  website. F or

example, starting a Google Mail account from mail.google.com will provide you

withanemailad dress that ends in 6@gmail.comd (or goocg
where you live.)

This is great, but f or prefessiweal enouglg.mai | . como6é6 i sndt

Happily , it is also possible to tie an account to your own domain name (the address
that you type into the URL bar of a browser to visit a website such as
www.makeuseof.com  or www.lachlanroy.com ), allowing you to use the awesome
Gmail interface as well as the other apps from your own website. For example, the
email form on my website actually sends emails to lachlan@Ilachlanroy.com , but
that email address is managed by Gmail.

The bundle of apps that can be tied to your website is known as Google Apps, and
is completely free forupto 10 users. How awesome is that?

Hereds a quick rundown of the main applications
access to: Mail Calendar Documents Sites Groups

Mail GI"’I il

Compose Mail

Google Mail is almost certainly goingt o be the main reason for
signing up for Google Apps on your website. Archive | Rep

Starred 33 Select: All, No
o . . A i Sent Mail - .
Google Mail is a web based email client ot hat i s, it d o pans L Gmail
. . . . . . - M ¥
an application like Apple Mail, Microsoft Outlook or Mozilla Eollow o - Gl
. . e U Gmail
Thunderbird to use (al t hotumthatwayifd s Misc
you want to!) and youdre able to |l og in :'ﬂ_omi
more v
from anywhere in the world from pretty much any device with a
. . Contacts
web browser and an  Internetconnection . I n this res| (...
same as Microsoftds Hot mai Mal( now e
Select: All, Mo
Search, add, or invite Archive = Rep
@ Lachlan Roy
| id, http://lachlanroy.com | Lachlan Roy Set status here v Get Gapps.|
s Call phone
! @ |achlanroy

MakeUseOf.com
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However, Gmail is generally accepted to be the best web based email client
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available; its mail search is second to none and the user interface is cleaner, faster

and more

Each and every free Google Mail account allocates 7
youodr e
t han

far

mor e
require

intuitive than its competitors.

mor e

t han

t hat

Business package that provides 25GB of storage.

Docs

ever |
youodr e

k el

y to
mor e

Google Docs (or Gd ocs) is a web based office suite that has a decent go at
replacing Microsoft Office and other installed office suites, allowing you to create,

edit and upload wo
Google docs

File Edit View

i «n A P~ Heading 1

While it does not have as much flexibi
terms of charts, fonts and other formatting, Google Docs has a few unique fe

1000

t hat

work on a single document at the same t

Insert Format Teools Table Help

~ Arial

= 4

rd processing documents, spread

Google Docs is Awesome! & Private to only me

vapt v |B|Z U Av &- = @ == E

P2 o b 3

What more could you want?

This is some body text to show you quite how awesome Google Docs is. Real ime

all tha i

make it

Saved

ES

etulinm and antamatically eavad wihanauar umn etean henine Heaas

sheets and presentations.

) Discussions | | | & Share | v

lity or power as its desktop counterparts in
atures
wo r t feal tine collatparationt @llowingImultiple tisers to
ime), instant saving of changes (with

access to revisions) and, like Gmail, the ability to log in and work on any document

from anywhere in the world that has an

Google calendar

Create event | Quick add

April 2011
M T W T

4 85 6 7
11 12 13 14
18 19 20 21 22 23 24
25 26 27 28 29 30

My calendars

Tasks

Add | Settings

Other calendars

Add a colleague's calendar

Australian Holldays [~ ]

m, http://lachlanroy.com

Search my calend:

Today [0 P20 25 Apr — 1 May 2011

GMT+10

08:00

Mon 25/4 Tue 26/4

ANZAC Day Easter Tuesday [TA
Public Foiday

MakeUseOf.com

Calendar

Internet connection.

Google Calendar (or Geal) is a great
cation , which allows you to manage
multiple cale ndars at once as well as share events

(and entire calendars) with others. All of this will
automatically synchronise,

calendar appli

gigabytes of storage, which is
need.
kel

web -based

everywhere.

Furthermore, it is based on the CalDAV protocol,

which basically means that it

with any calendar applica
protocol; thisincludes Appl ed s

Out |

| Lachlan Roy

ook,
applications found on most smartphones.

Mo z i

0s

abl

e

t o

tion that supports the

ads

Cal

Thunder bi

| f
y to

y ou
b e

synchro

Mi croso

rd a
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Justbecauseyou dondét know how to make websites doesnot
have one. As long as you have a domain name (more on that later), you can use
Google Sites to get you up and running.

Google Sites is really easy to use 0 just choose a template, create the diffe rent
pages for your site, put in some content etvoila, youdve got yourself a w

However, it needs to be mentioned that while Google Sites is great at creating and

managing basic websites, there is definitely an extremely large emphasis on basic .

Youcan only use the templates which Google provic
easily change the structure of the website.

Still, itdés great for throwing up a mini website

Google Chat (Gtalk) is a great alternative to Instant Message (IM) clients such as
Windows Live Messenger and Ya hoo Messenger. Gtalk is browser -based and is
usually accessed via the Gmail interface. However, there is a Gtalk native client (a
program which runs on your computer instead of through your browser) for Windows,
and Gtalk is supported by many multi  -protocol IM clients such as Adium, Pidgin and
Trillian.

As you can probably guess, Picasa Web Al bums i s
Picasa, a photo managem  ent application to ri val iPhoto, Flickr and the like.

If you use Picasa , all you need to use Picasa on your domain is log into you r Google
Apps account in Picasa. Then you can choose photos or albums to upload to Web
Albums, and youdre done. ltds that simple.

Even i f tuselicadaotime @rocess is still relatively straightforward, if a little
clunkier and slower than using a dedicated application.

Picasa Web Albums is great for image hosting as well as for showcasing groups of
pictures, making it perfect for photography ( and other) portfolios.

B http://lachlanroy.com | Lachlan Roy
Page 7
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Google Contacts is a newcomer to the package. Although it used to be just a part
of Gmail, it has now become a standalone web app that remains linked to Gmail.

Google Contacts is your standard address application, albeit one that you can
access fro m anywhere in the world and which automatically synchronises with any
devices that you access it from.

Google Apps is worth getting if for no other rea
and best ways of getting an email addgwngs for yo
you a professional edge over those using an email address ending in hotmail.com or

yaho o.com.

Google Apps is free, but it does have some | imit
you have lots of users dthe fre e version only allows up to  10.

Secondly, if youdre currently wusing dheBeeackberry
version of Google Apps isndt very compatible.
Finally, youdll need to have access to administr
these you wondt be able to properly register, an
Apps.

These will likelyonlybe | i mi t ati ons i f youdre a | arge busi nes:c
paid version (Google for Business), which removes these limitations. At $50 per user

per year, itds priced very competitively, so | ooc

Youdve selmasdedogpomain named mentionesh a few tinm
domain name?

Put simply, a domain name is the URL of a website which is much easier to

remember than the IP address which it points to (for example, www.makeuse of.com
is a lot easier to remember than  207.97.202.133!) A domain name always end sin a
top level domain  such as .com , .org or .info.

Eﬂ http://lachlanroy.com | Lachlan Roy
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You may also come across the term  subdomain . This just means that there is another
level in the address. If we use  http://gapps.lachlanroy.com , 0.com G is the top level
domain , olachlanroy 6is a subdomain of .comand ogapps 0is a subdomain of
lachlanroy.com . Fairly straightforward, no?

If you have a website already, chances are that you already have a domain name
that you boughtfroma r esel |l er | i ke GoDaddy. I f you donot
youdl | be given the chance to buy one from eNom

A CNAME record is a resource record  that basically enables you to use aliases,
which is useful when running multiple services on the same domain name. CNAME
records are managed by the Domain Name System (DNS), which is in turn usually
managed by the domain registra r. However, your web host may manage it instead.

I n our case wedl |l be creatimgoa CHNABEsSigoaobdhbDhe
to the different Google Apps ,such as oOhtt q.o/mamai. I¢instiad ofr

having to go tgoogeboma/po: /uf-dnamai n. comé, which is th
default.)

An MX record is another type of resource record in the DNS, which specifies a mail
server where emails to the domain should be delivered. In our case wedl | be ac
an MX record that sends all emailstoyo  ur domain to Gmail.

E http://lachlanroy.com | Lachlan Roy
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you

over

youodr e

and you

want to

ghttd://apws.gboole.cwi@ n t.

three different options: Google Apps, Google Apps for Business and Google Apps for

Messaging apps
Gmail, Google Talk,
Google Calendar

Collaboration apps
Google Docs, Google Sites,
and more

More Google applications
Google Reader, Blogger, Picasa
Web Albums, AdWords and more

Additional business apps

Google Video for Business and
Google Groups for Business

Business features

25GB email storage per user,
BlackBerry and Microsoft Outlook
interoperability and more

Business security

S80, forced S5L, custom
password

strength requirements and more

Business support and reliability

99.9% uptime guarantee SLA and
24x7 support

So, | ve won
started, shall we?
The first thing
Education.
Google Apps
Stay connected  Google Apps
and be more Individuals, groups and
productive. R o 9

$

accounts like you@example.com for

free.
4
4
v

*7.571596 GB of email storage per account.

Google Apps

for Business
Businesses can get the
added controls and

features that companies
need at $50 per user per year.

Learn more

7

d

Google Apps

for Education
Schools can also get
many of the capabilities
offered to businesses,
but at no charge.

Learn more

4

©2011 Google - Terms of Service - Program Policies - Help Center - Google Enterprise Blog

For the vast majority of cases
t hat we 0 IAfterad:¢hbtenetd s fr ee.
I_ http://lachlanroy.com | Lachlan Roy
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The next page simply gives you an overview of what the free version of Google Apps
has to offer (as well as the perks of going for the Business version). We already know
what we want, so wedll just click on 0Get Starte

Take our survey | Signin

GOOS[Q Apps

Solutions Products How it works Get started Customers Support

Get started with Google Apps for free /

Create up to 50 custom user accounts. Or, get Google Apps for Business

Gmail EEER Google Sites .

Get custom email like hikingfan@your- Create websites and group wikis.

group.com. Google Docs Switch to Google
Google Calendar . Share online documents, presentations, Apps

Organize your schedule and share events and spreadsheets. .

with friends. Learn how switching from

Microsoft Exchange or Lotus

Mntae halne wnin eowa manaw

Next youdlltebletpremper the domain name of your v
already have a domain name, dondt worry! You can
for $10/year. This may cost a little more than if you buy it from another reseller such

as GoDaddy but if you get a dom ain name from Google iitdl]l be s
meaning you wondt have to change any settings | a

‘GO ()Sle Welcome to Google Apps

Apps

To sign up for Google Apps, enter your organization's domain name

Whatis a domain name? Usually it is the identifier associated with your email address (like .com). The domain you provide will be used for all your Google services. For example, if you chopse example.com or mail.example.com,
‘you will be able fo create user accounts for, m or le.com.

Don't have a domain name? Click on "l want to buy a domain name” o get one.

| want to use an existing domain name I want to buy a domain name
Enter a domain or subdomain of your organization. Google Apps is free, but a domain name costs $10/year

Enter your domain name

gapps.lachlanroy.com

I http://lachlanroy.com | Lachlan Roy
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Once youobve done that youdl |l need to enter some
domain (or subdomain) tWaheényyooddedaldemi stering.
reqguired information click o0Continued6 to go to t

GO(_)S[Qw Welcome to Google Apps

Apps

1. Choose a domain name 2. Sign up 3. Setup

Sign up for Google Apps (step 2 of 3)
Free Google Apps is limited to 50 user accounts. Interested in more user accounts or other advanced features? Try Google Apps for Business for free.
Information for gapps.lachlanroy.com

* indicates a required field

Firstname *  [achlan | (e.g. Jane orJohn)

Lastname® oo™ | (eg., DoeorSmith)

R
Email address Please enter a valld email address.

Phone * (e.g., 123-456-7890)

Country/Region * [ australia D)

Job title (e.g., President or Systems Administrator)

Google Apps requires changes to DNS to properly set up services. Learn more
# *lunderstand thatif| cannot alter DNS records for my domain, | may impact my organization's ability to use Google Apps.

Organization name (e.q., FrobozzCo or Tyrell Corporation)

TyPe [ personal H

Size of organization  (“geject a size... & |
Er—

v

Does your organization currently provide email accounts?
O Yes

O No
If so, what does your organization use for email?
(e.g., Microsoft Exchange)

Has our sales team assisted in your decision to sign up for Google Apps?

O Yes
) No
:]/
As you can see the organisation information i s o0
you can use the free version of Google Apps for non -personal use as long as you

dondt r e gentrafeaures pravided by Google Apps for Business.

Eﬂ. http://lachlanroy.com | Lachlan Roy
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The | ast registration step simply involves creat
youdre going to be the only wuser then this is wh

that you want to use to log in to Google Apps.

GO()gle" Welcome to Google Apps

Apps

1. Choose a domain name 2. Sign up 3. Setup

Set up - Create your first administrator account (step 3 of 3)
It's time to create your first administrator account. We've also emailed instructions if you want to continue later.

* indicates a required flald

Username ™ Il chlanroy @gapps.lachlanroy.com
This is the account that you will use to manage your domain.

Password ™ T L., Minimum of 8 characters in length.

Re-enter password * [

Word Verification Type the characters you see in the picture below.
‘T-f\[lsh

inash 6;

Letters are not case-sensitive.

Once youobOve entered these dalekingthdbsattoriattlles j ust a ma

bottom of the page, which acknowledges that you accept the terms and
conditions and that you want to continue with the setup.

Eﬂ. http://lachlanroy.com | Lachlan Roy
Page 13
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Setting up Google Apps

Nowthat youdve set up your Google Apps account, vy
away. The address youdl | need to visit is http:// gooc¢
this example, mine was http://www.google.com/a/gapps.lachlanroy.com.

There youdl |l b &irlygoare amd staddard lpgin acreen:

8no ,-', -.'Gm]gle Apps

&> 0CNf & https://www.google.com/a/gapps.lachlanroy.com/ServiceLogin?service=CPanel&passive=12096... f_; p | n) %

GO { )8[6 Google Apps for Gapps.lachlanroy.com

Powerful communication and collaboration tools for your
Elnloimaate organization
Gapps.lachlanroy.com
The right tools can make projects faster and easier. Whether you're working with
Usemname: lachlanroy colleagues, doing a school project, or coordinating with your group, Google Apps

saves you time and trouble.
@gapps.lachlanroy.com

+ Collaborate more effectively with shared calendar and documents

Password: | ssssssses
- + Access your data frem anywhere, even from mobile devices
© Stay signed in + No software or hardware to install and maintain
Erm—
Sign in
If you are a Google Apps administrator, sign in here for the control panel

Can't access your account?

©2011 Google Privacy Policy - Terms of Service Powered by Google

Eﬂ, http://lachlanroy.com | Lachlan Roy
Page 14
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Once youobve |l ogged in with the username and pass
signed up, youdll see the dashboard, which i s wh
applications:

Google Apps for gapps lachlanroy.com - Google Apps lachlanroy@gapps lachlanroy.com Inbox Help Sign out
oogle apps (Search accounts ) (‘Search relp Cemter)

S Oriztonars_| s Domanseiogs | Abmcasosis | S| Sumen _Sowkssous ]
Before using Google Apps, you must first verify that you own your domain.
Continue using this guide to properly setup Google Apps for your organization. Llosa this guida
Service settings Acd more services
1 Google Apps Marketplace New T T o I rieariey S

Getmore apps including accounting, CRM, marketing, project management and admin tools.

Core Google Apps suite

™M Email - Not active ;& Docs - Not active
7 gigabytes of storage and search tools that help your users find information fast. Online word processing and spreadsheet program for easy document sharing
Activate email Activate docs
Calendar- Not active @ Sltes - Notactive
Users can organize their schedules and share events and calendars with others. Users can quickly create and publish collaborative sites.
Aclivate calendar Activate Siles
@ Chat-Notacive Mobile
Users can call or send instant messages (o their contacs for free - anytime, anywhere in the world Get Google Apps on your mobile device
Activate chat

«%, Contacts
htip:/iwww.google lachlanroy.com

“Tip: Want help managing a successful deployment? Learn more:

Terms of Service - Privacy policy - Suggest a feature - Google Home
©2011 Google Inc

The easiest way to get thingsse tupistouse the set up guide. Youdl |
towards the top of the screen that looks like this:

[Cuntinue with setup guide uj Continue using this guide to properly set up Google Apps for your organization.

Clicking on that button will take you to the Google Apps setup wizard, which will
walk you through each of the steps you need to take to get everything up and
running . Just follow the promptsandyou o1 |1 be fi nel

Google Apps for gapps.Jachlanroy.com - Google Apps lachlanroy@gapps Jachlanroy.com Inbox Help Sian out
oogle apps (Search accounts ) (Search elp Center)

T B B

Google Apps setup wizard for gapps.lachlanroy.com
To help your organization get started with Google Apps, we will guide you through the steps for activating your new services.

» First things first
Verify domain ownership Welcome to Google Apps setup

'
T Gongratulations on joining the millions of organizations who are using Google Apps!
‘Youre now just steps away from enjoying the powerful services and cost savings offered by Gmail, Google Calendar, Google Docs, and all your other new apps.
Choose your Apps
Use this wizard to: » Perform basic setup (required)
* Move users to Google Apps

Set up other apps
P PP « Explore new ways to benefit from Google Apps

User training and support
2 Complete all these steps now or come back and do it in stages. Bookmark this page so it's easy to get back, or just visit this control panel's Setup tab.

We also recommend signing up with your primary domain, net a test domain. That way you don't have to repeat these steps again later.
Click Next to begin

«Back | Next» Do this later

Terms of Service - Privacy policy - Suggest a feature - Google Home:

I_ http://lachlanroy.com | Lachlan Roy
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After clicking next youdll eventually be

Verify ownership

There are several ways to prove to Google that you own hittp://gapps.lachlanroy.com/. Select the option that is easiest for you.

J Recommended method ‘ ‘ Alternate methods |

Recommended: Add a DNS record to your domain's configuration

You can use this option if you can sign in to your domain registrar or hosting provider and add a new DNS record.

Instructions:

| Select your domain registrar or provider | :] This enables us to provide more specific instructions.

| don't know who this is

This is just a case of choosing your domain registrar and following the instructions.
Youneedtodothisstep dyou wondt buseanyhlf the apptications until you

prompt e

do.l f you ordered the domain from Google, 0 you sho

Google makes sure all the back  -end stuff works!

If you know your way around your website already there are some alternate
methods for yo u to take a look at 9 there might be something easier for you.

Once youbve followed the instructions youdl |l be

part & Users and Groups:

Google Apps setup wizard for gapps.lachlanroy.com
Tohelp yﬂurolgamzauon get started with Google Apps, we will guide you through the steps for activating your new services

First things first (]

} Users and groups Users and groups

Create new users Will anyone else at gapps.lachlanroy.com be using Google Apps with you? If so, you'l need to add them to this Google Apps account. That way they can sign in o use
Gmail, Calendar, and your other new apps, t00. You can also create GOOQA‘S GJ’OUPS. ‘which pmp‘ecaﬂ use as mﬂ”mg lists, user forums, or for Snﬂﬂﬂg and collaboration.
Set up groups In this section: « Create user accounts
« Create Google Groups
More options

If there are no other users in your domain, click Do this later to skip this section.
Choose your Apps

Set up other apps To add more than 50 users you'll need a Google Apps for Business or Education account, which provides many business-grade features not covered in this wizard. Not a
customer? Find out mere and Uparade now (free trial).

User fraining and support Click Next to continue.

« Back || Next» Do this later
A user is someone who can log in and access the applications d if you want more
than just yourself wusing it then youdl|

Remember, the free version of Google Apps support supto 10 users!

m, http://lachlanroy.com | Lachlan Roy
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Google has a great walkthrough which explains how to add new users djust click on

0Show mevbhwi gheen arrow next 6 ybuadonpoudlahtbe
any extra users then you can ignore this, becausey ou wondt have much use
groups, either.

Google Apps setup wizard for gapps.lachlanroy.com
To help your organization get started with Google Apps, we will guide you through the steps for activating your new services.

First things first (-]

Users and groups Add users one-by-one in your control panel

You can add user accounts one-by-one in right here in this control panel, on the Organization & users tab. Do this if you have a small organization or are evaluating Google
Apps for just a few users. It only takes a few seconds per account.

Create new users

Set up groups
%) Click the Show me button below and we'll step you through it.

More options
After that, click Next to move on to the next step.

Choose your Apps
«Back || Nexts | (8)Show me Do this later

-_?;;Ehnw me

User training and support

Af t er youdv eussereybu might wgnbauvay to organise them. If you have a
lot of users to take care of then the Groups function can make your life a lot easier.

Set up Google Groups

Google Groups makes it easy for users to email and collaberate with groups of people they contact frequently, such as a work group, department, or class. A group can contain people
within gapps.lachlanroy.com and have external members, too.

How can you use a group?

+ As a mailing list. Emailing the group's address sends your message to all of its members.
« To share a document, site, or calendar that group members can work on together.
= As a user forum where members can hold online discussions.

+ As a shared mailbox where members can send messages using the group's address.

You can create as many groups as you want.

What do you want to do?

(%) Set up groups
() Skip this for now

« Back || Next» Do this later

Again, itds just a c aby-steponktrudtiand. Onothe nextgcreerh e st ep
youol | mo s wanpto chdose bolcrgate Administrator -based groups (the
default).

m http://lachlanroy.com | Lachlan Roy
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Google Apps for gapps.lachlanroy.com - Google Apps
oogle apps Search accounts ) ((Search Felp Canter

Davoars | Orgnimion s | ros | boman s | Ao | S |swper ez |

Create a new group Groups make it easier to communicate and collaborate with dynamic teams. Learn more

lachlanroy@gapps Jachlanroy.com Inbox Calendar Help Sian out

Delete groups

Name Emall address

YYou haven't created any groups yet. Create a group using the link above

Delete grou

Terms of Service - Privacy policy - Suggest a feature - Google Home:

When you click on the 0Groups tab in the dashbo
greeted with the screen above. Just click o0Creat

(@

Create a new group
* indicates a required fieid

Group name *

New Group

Group email address *
newgroup @gapps.lachlanroy.com

Group description

This is a new group for my Google Apps account!

Access level

(*) Team - Anyone in gapps.lachlanroy.com can post messages and view the members list.
[] Also allow anyone on the Internet to post messages

() Announcement-only - Only owners can post messages and view the members list.
() Restricted - Only members can post messages and view the members list.

If Google Groups for Business Is activated later: The selected access level setting will include additional features Learn more

[_] Add all users within Gapps.lachlanroy.com to this group

(Create new gmupj (Cancefj

Enter in your information then checkt he box next to O0Add all wusers

That ¥»uidt ! be taken back to the groups managemer
something that looks a little like this:

I_ http://lachlanroy.com | Lachlan Roy
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Create a new grou

Delete groups

O Name
8 New Group

Delete groups

ESSENTIAL GUIDE TO GOOGLE APPS

Email address

Groups make it easier to communicate and collaborate with dynamic teams. Learn more

newgroupEgapps.lachlanroy.com

When youdre happy with the groups youdve set up,
in the navigation bar to take you back to the wizard.
So wedve activated the domai n, added extra user s
groups. Now you need to choose which apps you want to use.

Choose your core Apps

Google Apps includes a full suite of services for messaging and collaboration, including the core apps shown below. Choose the apps you want to use. Then click Next and
we'll walk you through setting them up.

Free edition:

g B giI:':iLllsers email addresses at gapps.lachlanroy.com. g * mbnrateon documents, spreadsheets, presentations, and more.

o Calendar ) o —a Sil_es )

Schedule meetings, appointments, and events. Build websites, intranets, and wikis.

Business [ Education:

A Postini Message Security A g Google Video for Business

- “Customizeemail filtering and spam and virus protection. = Share videos across your organization.

« Back || Next» Do this later
Thereds no real reason not to acti ¢datee edlsl of th
something you dondt want to use iWhen jyucsudrae case

done, click next.

The next step is to get Gmail working. This involves

that are managed by your domain registrar (the place you got

from).

m, http://lachlanroy.com | Lachlan Roy
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Set up your email You'e about half-way done.

MNow that you and your users all have user accounts, let's set up your Gmail service. You can do this for everyone right now, or you can test drive (or pilof) Gmail with just a few
users. You might check out some other setup options, too. Remember, activating Gmail won't affect gapps.lachlanroy.com's website, mail-flow, or services.

In this section: Run an optional pilot program

.

+ Set up email access (web, desktop, mobile)
« Access contacts

= Migrate old mail

+ Activate Gmail

+ Add domains

+ Advanced security settings

‘You can step through all options listed above, or skip ahead to activating Gmail.

What do you want to do?

@ Activate Gmail now (skip options) «” Express setup
() See all email options

7 Help us improve this wizard by taking a survey about your experience.

« Back | Next» Do this later

I f youdve been using email from your domai n name
transfer your old emails to the new account. |If
click on 0See al dothermigeguistigo witlptheiexpn sess;setup and click

onexto.

The steps youdl |l need to take will depend on who
Thankfully, Google has instructions for most registrars that are clear and easy to
follow.

The next thing to do is set up custom URLs to make it easier to  access the different
applicatons .To do thi s, cl i ck iothedasBoeardnavigaionset ti ngs o
board , then clickon 0Ema i.l 0

Service settings -

Youdll then see a pwge that | ooks I ike th

I- http://lachlanroy.com | Lachlan Roy
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Email settings

General Email addresses
Web address  Your users can access Email at:
http:mail.google com/a’gapps.lachlanroy.com
Chanoe UEL
Name format @ First Last (=xample: John Smith)
() Last, First (example: Smith, John
Youdl | want to cl

ick on O0Change URLEG
Change URL for Email

. Thi sb
Select a simple, easy-to-remember address that redirects to the login page for Email. Change UELS for all domain services

{*) http:/imail.google.com/a/gapps.lachlanroy.com |default

() hitp:ll  mail .gapps.lachlanroy.com/ (custom)
To enable your custom URLS, you must create CNAME records with your domain host.

Save

E Changes

i Y
| Cancel )
| ——

As you can see, this will allow you to enter in a custom URL for the Gmail page like
oOhttp:// adaima.i yna wcro mé However
foraldomai n serviceso.

, thereds
Thi s wi
you i

al so a | i
[ l et you

cu

create
link youo6ll see this page:

E:r http://lachlanroy.com

| Lachlan Roy

MakeUseOf.com
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Change URLs for multiple services
Designate the web addresses for users to access domain services

Email URL

{* http://mail.google.com/a/gapps.lachlanroy.com [default]

() http:ll | mail .gapps.lachlanroy.com/ (custom)
Start page URL

() http:i/partnerpage.google.comigapps.lachlanroy.com (defauli)
® http:l  start .gapps.lachlanroy.com/ (custom)
Calendar URL

() http:iwww.google.com/calendar/hostedigapps.lachlanroy.com [defzult)
) http:ll calendar .gapps.lachlanroy.com/ (custom)
Docs URL

() http:iidocs.google.comia/gapps.lachlanroy.com (defauli)

® http:l docs .gapps.lachlanroy.com/ (custom)
Sites URL

() http://sites.google.com/a/gapps.lachlanroy.com (defauli]

) http:/  cites .gapps.lachlanroy.com/ (cusiom)

To enable your custom URLS, you must create CNAME records with your domain host.

.y i Ny
Continue ([ Cancel )

Youdl | want to select and enter the custom URLS

7

click o0Continue >6.

At t hi s poiinstructpres toGHange GNAME records:

Eﬂ. http://lachlanroy.com | Lachlan Roy
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Changing CNAME record

To use the custom web addresses below, you must change the CNAME record with your domain host.

1. Sign in to your domain hosting service.

2. Mavigate to your DNS Management page. The location and name of this page will vary by host, but can generally be found in Domain Management or Advanced
Settings.

w

. Find the CNAME settings and enter the following as the CNAME value or alias:
mail
start
calendar
docs

sites

4. Setthe CNAME destination to the following address:

ghs.google.com

w

. Save changes with your domain host and click "I've completed these steps” below.

When finished, click on "I've completed these steps” to have Google check your CNAME record.

(1ve completed these steps (1 do this later )

Just follow the instructions and then click on 0
having trouble, Google has  instructions for most domain  registrars, just like for
changing your MX records.

The changes you make to the CNAME and MX records may take up to 24 hours to

take effect. In the meantime you can use the default addresses for each app o}

ohttp:// app_name. goagplma.i ma nfoakanpey if | wanted to

get access to Gmail | would use

ohttp://mail.google.com/ algapps.|lachlanroy. comé.

Finally, thereds the chance that somebody may ac
address or otherwise enter an addaless that doesn
circumstances you would never get that email, but with Gmail you can set it up to

automatically pass on these emails to a specified email address.

To do this youdll want to go back to your email
t he oCGadaladkdr essd opti on, and choose to forward th
address.

Catch-all address If received email does not match any existing address:

() Discard the email
%) Forward the email to: ' lachlanroy @ gapps.lachlanroy.com

m, http://lachlanroy.com | Lachlan Roy
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That ds pretty much it! Thersetupawiez aar d ebw to tthleay &Grt e
largely optional extras that you pr obably wondt have any wuse for
that stop you fr om looking!) .Al I t hatds | eft is to start wusing

E:', http://lachlanroy.com | Lachlan Roy
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Using Google Apps

Mail

Familiar with Gmail? You already know how to use this , then. If not, we offer an
amazing guide to using G mail, which you can find over at our Facebook page . You
can also find lots of other great tips  on our main site .

Docs
When you first log in to Google Docs you 61 | see this page
Just click on 0@rhereselext DocameétdSpraad  sheet or

Presentation to get started.

All your documents will show up in a list in the centre as you make them. You can
narrow these down in a few different ways dyou can star documents in the same
way you star emails in Gmail to access later quickly. You can also use the filter
settings or search for a specific document at the top of the page.

Ed, http://lachlanroy.com | Lachlan Roy
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