
Module 6: Other Tools  > Chapter 1: Apps Mail Labs 

Often times while in your inbox, you may need a way to quickly see your day's agenda or view some of your 
recent Google Docs. With the gadget experiments in Apps mail labs, you can add a Google Calendar or 
Google Docs gadget that will be always visible on the side of your Apps mail page. 
 
In addition, if you have used Gadgets that you use often in iGoogle or Sites, there is a way to add any 
gadget – not just the ones for Docs or Calendar – to be visible in your Apps mail page. Some examples may 
include a Twitter gadget to check on the latest tweets, or perhaps a maps/direction gadget to quickly map out 
an address you read in an email. 
 

 
 
The Google Calendar gadget adds a box in the left column which shows your linked school Google 
Calendar. From here, you can see upcoming events, locations, and even click on an event to view more 
details . 
Any alerts for your events will also appear at the bottom of your Apps mail page. 

 
 
To turn on the Google Calendar gadget, follow these steps: 
 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 

 
2. Select the Labs tab and find the Google Calendar gadget option (or experiment ( 
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3. Click the Enable radio button to add the gadget. 

 
4. Click' Save Changes at the bottom of the page . 
5. Your page may refresh but after the refresh, the experiment you just turned on will be available in 

your Apps mail account. 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 

 
More things you can do with the Google Calendar gadget: 
 

 View event details .To view details of an event, click on the event in the calendar gadget .. 

 
To go back to your agenda, click back 

 
 Jump to Today – if you've been scrolling through the rest of the week or month and want to get 

back to viewing today's schedule, click the Today button at the bottom of the gadget. 

 
 Add events to your calendar 

Click Add ,type the name of the event . 
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Click the edit details link if you would like to add more information. This will open a new window. 

 Display a mini month calendar - You can have a mini month calendar displayed on top of your 
agenda in the calendar sidebar gadget: 

 
Click Options ,and select Show mini calendar 

 
 View additional calendars - In the calendar gadget you can display events from multiple calendars 

in your calendar list. 
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Click Options ,and select Edit visible Calendars. 
 
Here you can select which calendars you want to view in your Calendar gadget 

 
The Google Docs gadget adds a box in the left column of your Apps mail page which displays your school 
Apps account Google Docs. It will show your most recent docs, starred docs, and has a fast search option 
for finding the document you need. You can even start a new document, spreadsheet, presentation, or form 
with the 'New' link. 
 
This is a quick, one click way to open Docs instead of clicking first on the Docs link (which opens a new 
window) and then search for the document you want to open. 
 

 
 
To turn on the Google Docs gadget: 
 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 
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2. Select the Labs tab and Find the Google Docs gadget option (or 'experiment (' 

 
 

3. Click the Enable radio button to add the gadget. 
 

 
4. Click Save Changes at the bottom of the page . 
5. Your page may refresh but after the refresh, the experiment you just turned on will be available in 

your Apps mail account. 
 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 
 

 
 
The Google Docs gadget lists your most recent Docs, which you can open with one click. 
With the Google Docs gadget you can also: 

 Search your recent Docs – Start typing in the search box and docs will instantly appear matching 
what you type 

 
 Show Docs that you have created (or 'owned'), opened, or starred – click the 'Show' link and 

select which Docs you would like to view 
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 Create a new Docs right from the gadget – click the 'New' link and select the type of document 

you want to create 

 
 Go directly to your Docs page – click 'All Docs' to view your full Docs list 

 
This is a more advanced Labs experiment. 'Add any gadget by URL' adds a "Gadgets" tab to Settings, where 
you'll be able to specify the URL of any gadget. This gadget will show in a box in the left column. 
You to add any gadget by pasting in the URL of its XML spec file (e.g. 
http://www.google.com/ig/modules/youtube_videos.xml .(Other gadgets could include a Twitter gadget, a 
gadget for your Google Voice number , 
We realize this isn't very user friendly right now; it's a sandbox mainly aimed at developers who want to play 
around with gadgets in Apps mail. There are also some downsides to the iframe-style Gadgets we're using 
today -- they can sometimes slow down the page . 
This experiment, due to all of the above, is subject to change, so proceed with caution. 
To add any gadget by URL to your Apps mail page: 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 
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2. Select the Labs tab and Find the Add any gadget by URL option (or 'experiment (' 

Click the Enable radio button to add the gadget. 

Click Save Changes at the bottom of the page . 
3. Your page may refresh 
4. After the refresh, click Settings again 
5. Click the Gadgets tab (this is a new tab added after you enable the 'Add any gadget' labs option( 

 
6. Paste in the URL of the gadget you want to add 

Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 

 
Many times you may receive an email with links to a Picasa or Flickr album of the class field trip, or maybe a 
Yelp review for the restaurant you're considering for someone's birthday . 
 
But it's just one link of many in all the messages in your inbox. Apps mail currently can automatically detects 
package tracking information, addresses, and event information and shows quick links to delivery status, 
maps and directions, and Google Calendar. So why not automatically detect links in emails and show photos 
and ratings right inside these messages as well ? 
The Google engineers decided to save you some time and designed a way to instantly preview all of those 
link right in your email messages – without having to leave your inbox. 
 
If you turn on these options, the next time someone sends a link to a Picasa album with photos from school 
spirit week, you can preview them right in the message: 
Same for Flickr: 
And whenever you receive a Yelp link in an email, Yelp previews show you ratings, phone numbers, and 
other listing information right there: 
When someone sends you a link to the Picasa photo album, you can see a few of the photos from the album 
beneath the message in your inbox. Then you can decide if you'd like to view the entire album, or to skip it 
and save it for later. 
To turn on the Picasa preview gadget: 
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1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 
2. Select the 'Labs' tab and Find the' Picasa previews in mail 'option (or 'experiment (' 
3. Click the 'Enable' radio button to add the gadget. 

 
4. Click 'Save Changes' at the bottom of the page . 
5. Your page may refresh but after the refresh, the experiment you just turned on will be available in 

your Apps mail account. 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 
 

 
For those shutterbugs that like to use Flickr, you can preview images from their links as well. Same as with 
the Picasa preview, you'll see a selection of photos from the album beneath the message. Then you can 
choose whether you'd like to go to the full album link, or pass and read the rest of your emails. 
To turn on the Flickr preview gadget: 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 
2. Select the 'Labs' tab and Find the' Flickr previews in mail 'option (or 'experiment (' 
3. Click the 'Enable' radio button to add the gadget. 

 
4. Click 'Save Changes' at the bottom of the page . 
5. Your page may refresh but after the refresh, the experiment you just turned on will be available in 

your Apps mail account. 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 

 
With this experiment enabled you can preview a Google Map that corresponds to any address sent to you in 
an email. You can interact with the map, change to satellite view, and quickly open the map in a new 
window. 
 
To turn on the Google Map preview: 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 
2. Select the 'Labs' tab and Find the' Google Maps previews in mail 'option (or 'experiment (' 
3. Click the 'Enable' radio button to add the gadget. 
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4. Click 'Save Changes' at the bottom of the page . 
5. Your page may refresh but after the refresh, the experiment you just turned on will be available in 

your Apps mail account. 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 

 
Yelp is a site where people can review and rate pretty much any type of establishment or service. It can be a 
great research tool for finding a good restaurant to eat at or evaluating any other type of service. If 
someone's talking about a new restaurant they want to try, and include a link to the Yelp review, you can 
preview information about the establishment at the bottom of the email message. The information will include 
ratings, phone numbers, and other listing information. 
To turn on the Yelp preview gadget: 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 
2. Select the 'Labs' tab and Find the' Yelp previews in mail 'option (or 'experiment (' 
3. Click the 'Enable' radio button to add the gadget. 

 
4. Click 'Save Changes' at the bottom of the page . 
5. Your page may refresh but after the refresh, the experiment you just turned on will be available in 

your Apps mail account. 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 

 
The internet has made the world a much smaller place – you no longer have to board a plane to 'travel' 
through Paris (try using Google Earth), you can send a note to India in just seconds with email instead of 
waiting weeks with airmail, and now you can take advantage of Google's automatic translation technology to 
translate text into an email message. 
 
With message translation, you can send pen-pal emails to students in China, or exchange ideas with 
teachers in Brazil – all in the language you can understand. 
 
Learn more about Google's automatic translation technology. 
 
The next time you receive an email from someone in a different language, you can let Apps mail translate 
the message in one click . 
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In fact, if all parties are using Apps mail (or Gmail), you can have entire conversations in multiple languages 
with each participant reading the messages in whatever language is most comfortable for them . 
It's not quite the universal translators we're so fond of from science fiction, but thanks to Google Translate ,
it's an exciting step in the right direction .. 
To turn one click email translation: 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings 
2. Select the 'Labs' tab and Find the' Message translation 'option (or 'experiment (' 

Click the 'Enable' radio button to add the gadget. 
3. Click 'Save Changes' at the bottom of the page . 
4. Your page may refresh but after the refresh, the experiment you just turned on will be available in 

your Apps mail account. 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 

 
Find yourself referring back to the same message a lot? Or maybe you just have a habit of browsing through 
old messages from a mentor to revisit their wisdom and tips. The Apps mail Quick Links experiment will allow 
you to bookmark some of your favorites -- be it a single message, search results for a particular search -- 
and put a box with links in the left-hand side of the page. 
Basically, Quick links let you create a shortcut to any page in Apps mail – it could be a draft email, a specific 
email message, or even a search (maybe "is:unread" to bring up all your unread email or 
"subject:Newsletter" 
So, if you keep digging out that email with your field trip itinerary, or that important email with the list of facility 
changes for the school year, save yourself some time and add a link . 
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To turn on the Quick Links experiment and have a box with shortcuts to emails or searches: 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 
2. Select the 'Labs' tab and Find the' Quick Links 'option (or 'experiment (' 
3. Click the 'Enable' radio button to add the gadget. 

 
 

4. Click 'Save Changes' at the bottom of the page . 

 
5. Your page may refresh but after the refresh, the experiment you just turned on will be available in 

your Apps mail account. 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 

 
Once you have the Quick Links box in your Apps Mail sidebar, you can start adding quick links. 
To add a Quick Link shortcut to an email or message: 

1. Open the email message or search you would like to save 
2. Click Add Quick Link in the Quick Links box. 

 
3. Type a title for your link and click OK. 
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Ever write an email with the phrase "see attachment for more details" or "I've attached a spreadsheet to 
illustrate this" and realize right after you press Send that you never attached the file you wrote about? It's not 
just you. We've all been there, but it somehow never stops being embarrassing. 
 
This is where the forgotten attachment detector experiment in Apps mail Labs can step in. When you have 
this lab enabled, it'll recognize when you reference an attachment in the text of your email but don't attach 
any files and show you a reminder before it sends your message. 
 

 
To set the handy reminder for attachments, enable the Forgotten Attachment Detector experiment in Apps 
mail Labs: 
 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 
2. Select the 'Labs' tab and Find the' Forgotten Attachment Detector 'option (or 'experiment (' 
3. Click the 'Enable' radio button to add the gadget. 

 
4. Click 'Save Changes' at the bottom of the page . 
5. Your page may refresh but after the refresh, the experiment you just turned on will be available in 

your Apps mail account. 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 

 
With this experiment turned on, the next time you refer to an attachment and forget to actually attach 
something, Apps mail will provide a friendly reminder. 
Do you love to Star messages in Gmail but find yourself wanting more options to keep them organized .
Superstars might be the right lab feature for you . 

Superstars once enable gives you the option to add up to 12 additional star icons to choose from .After 
enabling Superstar : 
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1. Go o the “General” Settings page to choose which superstars you wish to use.

 
2. Use the Presets to choose from 1 star, 4 stars, or all stars simply drag the stars you wish to use from 

the “Note in use:” area to the “In use:” area. 
3. Drag the stars into the order you wish them to appear . 

 

To star a message click on the star next to email message at the top or use the („s‟) keyboard shortcut The 
stars will rotate in the order you place them when you click successively. 

 
 
Use the search operator "has:" to find all messages with your superstar (e.g. "has:red-bang", "has:blue-
star .(" 

 
 
Learn the name of a superstar by hovering over its image in the "General" Settings page. 

 
Add a Quick Link to bookmark your search so you don‟t have to remember the names of the stars .About 
Quick Links 

 
To turn on Superstars 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 
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2. Select the 'Labs' tab and Find the' Superstars 'option (or 'experiment('

 
3. Click the 'Enable' radio button to add the gadget. 

 
4. Click 'Save Changes' at the bottom of the page . 
5. Your page may refresh but after the refresh, the experiment you just turned on will be available in 

your Apps mail account. 
 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 

 
 
 
. 
Have you ever realized you mistakenly left someone important out of an email, or just spent too much time 
trying to decide which teachers or students from your long list of contacts to include ? 
 
The 'Suggest more recipients' experiment in Labs can help. With this, Apps mail will suggest people you 
might want to include based on the groups of people you email most often. The suggestions will come up 
right beneath the 'To:' box while you're composing the message. 
 
For example, suppose you frequently send emails to the other 10th grade teachers in the English 
department – Ms. Franklin, Mr. Klein, and Mr. Chu. When you start composing an email to Ms. Smith and Mr. 
Klein, Apps mail will suggest adding Mr. Chu . 
 
Enter at least two recipients and any suggestions will show up like this: 
 

http://edutraining.googleapps.com/Training-Home/module-6-other-tools/chapter-1/6-2/Superstars.png?attredirects=0
http://edutraining.googleapps.com/Training-Home/module-6-other-tools/chapter-1/6-2/Enable Superstars.png?attredirects=0
https://sites.google.com/a/googleapps.com/edu-training-center/_/rsrc/1304062021801/Training-Home/module-6-other-tools/chapter-1/1-2-1/Gmail Labs.png


 
 
Once you've enabled it from the Labs tab under Settings, you'll see suggested recipients while composing 
messages. Apps mail show suggestions beneath the 'To' box with links to other recipients. 
 

 

Click on a suggested name, and they'll get added to your email . 
 
To turn on 'Suggest more recipients:' 
 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 
2. Select the 'Labs' tab and find the' Suggest more recipients 'option (or 'experiment (' 
3. Click the 'Enable' radio button to add the gadget. 
4. Click 'Save Changes' at the bottom of the page . 
5. Your page may refresh but after the refresh, the experiment you just turned on will be available in 

your Apps mail account. 
 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 

 
 
By default, Apps mail does not let you insert images from your computer or from the internet into your emails, 
you can only attach images. However, with the 'Insert Images' experiment in Labs, you can add an image 
right into your email message, exactly where you want it to go. The image will also be attached to the email if 
your recipient wants to download it. 
 
When you turn on the experiment ,you'll see a new toolbar icon like this: 
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Please note :You must be in rich formatting mode, or it won't show up . 
 
Click the little image icon, and you can insert images in two ways: by uploading image files from your 
computer or providing image URLs. 
 
Keep in mind that Apps mail for your school and Gmail don't show URL-based images in messages by 
default to protect you from spammers, so if you're sending mail to other school Apps mail users (or Gmail 
addresses), they'll still have to click" Display images below "or "Always display images from ..." to see 
images you embed . 
To turn on 'Inserting images' and add the button to your email replies and forwards: 
 

1. Click the gear in the top right of your Apps mail page, then on Mail Settings. 

 
 

2. Select the 'Labs' tab and find the' Inserting images 'option (or 'experiment (' 
3. Click the 'Enable' radio button to add the gadget. 

 
 

4. Click 'Save Changes' at the bottom of the page . 

 
 

5. Your page may refresh but after the refresh, the experiment you just turned on will be available in 
your Apps mail account. 

 
Alternatively, you can access Labs by clicking on the gear in the top right side of your Apps mail page, then 
on Labs. 
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Module 6: Other Tools  > Chapter 2: Moderator 

Google Moderator is a product that is designed to let a group of people ask and vote on questions or topics. 
It is more than a survey tool (which you can use via forms in Google Docs .People don't just pick from a pre-
set list, they submit ideas that the entire group can view and vote on .Review Chapter 6 in Module 4 to learn 
more about forms »   
 
Google Moderator also makes it possible to submit questions anonymously, taking away the potential fear or 
stigma of asking questions in class. 
 

Questions on the Google Moderator page are automatically ranked based on how many positive votes they 
have. If a question has 100 total votes of which 50 are positive and 50 are negative votes, it will be ranked 
lower than a question with 90 total votes, of which 85 are positive and only 5 are negative. 

 
 
 
Google Moderator actually started out as an internal tool designed by a Google Engineer Intern's 20% time. 
He enjoyed guest lectures but noticed there were always more questions than there was time to address. He 
thought it would be better to have a tool that let an audience vote on whether or not a question should be 
asked, so the best and most popular questions could be prioritized. With that information, the presenter or 
moderator of an event could ask the questions that were of most interest to people in the crowd. 
There are many occasions in which you can use Google Moderator at your school or in the classroom: 
 

 Before exams, allow students to submit topics that they would like to review. The entire class can 
add topics and vote. The most popular topics can then be covered in class . 

 For reading assignments, set-up a page for questions about the reading material. Students can 
anonymously submit questions on parts they did not understand. The entire class can vote to help 
you understand what to cover in the day's lesson 

 In a meeting about school improvements or budget items, allow people to submit ideas for the 
agenda to discuss. The 10 most popular ideas will form the agenda . 

 
Basically, Google Moderator can be used in any situation in which you would like to solicit ideas or questions 
and understand the most common concerns or interests. You can let the crowd prioritize what's important 
through voting up or down different ideas or questions. 
 
The anonymous submission option can also be useful in sensitive discussions or with individuals who 
typically don't voice their opinion or raise their hands . 
Moderator is not included with your Google Apps Education Edition account automatically, domain 
administrators must manually add the service . 
 
Please note : If you are not a domain administrator, you will not be able to add Moderator or access the 
dashboard. Please contact your domain administrator to set-up Moderator. 
 
You must also be using the 'Next Generation' version of the control panel to use Moderator. You can turn on 
the 'Next Generation' as follows: 

1. Log in to your control panel with your Administrator account at 
http://www.google.com/a/cpanel/yourschool.org .Be sure to replace [yourschool.org] with your 
actual school Apps domain name. 
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2. Click the 'Domain Settings' tab in the blue bar on top of the control panel. 

 
 

3. Scroll to the bottom of the page 
4. Under Control Panel ,select 'Next generation (US English only.'( 

 
 

 
Besides the list of services that appear in your dashboard, you can also add Moderator from the 
additional services link: 
 
You can then add the standalone Contact Manager service as follows: 

1. Log in to your control panel with your Administrator account at at 
http://www.google.com/a/cpanel/yourschool.org .Be sure to replace [yourschool.org] with your 
actual school Apps domain name. 

2. In the Service settings section of the dashboard, click Add more services. 

 
 

3. Under Moderator, click Add it now to add the service to your school Apps domain. 

 
 

 
Moderator is now enabled for your school Apps domain. 
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Google Moderator is available as a 'Labs' feature for your school domain. Your school Apps domain 
administrator must add Moderator as a service to your domain in order for you to use Google Moderator with 
your school. 
 
Check with your school Apps domain administrator to see if they have added Google Moderator. They will 
then have a specific URL for accessing moderator pages. 
 
When Google Moderator is available on your school domain, it allows you to: 

 Use a custom URL for moderator pages (e.g. questions.myschool.org( 

 Make series and topics only available to people in your school domain, so those without a school 
Apps account cannot vote or submit ideas 

 Invite outside parties to view your series but not participate 

 Specify featured series to be displayed on the front page of your school Moderator page (which 
could be questions.myschool.org( 

A Moderator page is called a 'series' - as in a series of questions. Within that page (or 'series') you can have 
multiple topics. Each topic refers to a subject of questions, so that topic can have a set of questions or ideas. 
 
For example, you my want to create a page just for your class, but have links to different sets of questions . 
The page for your class would be a series which you could name 'My Class Questions .' 
 
Within that series, you could add topics such as 'Final Exam Review' and 'Class party ideas '. 
 
Your students could then click on 'Final Exam Review' and start adding and voting on suggestions. 
 
Basically, a series can be your 'homepage' of all the sets of questions you would like to ask. 
 
To create a new series: 

1. Access the link to your school Moderator page (this is set by your school Apps domain administrator( 
2. Under My Series click the Create Series button. 

 
 

3. Enter the title for your series (remember, this is a page that can have several different topics, so it's 
better to make it broad( 

4. Enter a description for your series 
5. Add 'owners' to the series (these people can make changes to the series name or description, add 

new topics, and add comments( 
6. Specify the semantics of the series from the drop down menus. 
7. Select whether you will allow questions to be submitted anonymously. 
8. Click Create Series. 
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Your new series will have a unique URL which you can bookmark and save. It will also be available on your 
school moderator page under My Series . 
Once you have created a new Moderator page (or series), you can edit the details from two places. 
 
While on the page of the series: 

1. Click the 'Home' button on the left side. 
2. Click the 'Edit series' button. 

 
 

3. If editing, modify the information. 
4. Click 'Save' to save, or Click 'Delete series' to delete the series. 
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While on the school Moderator page (set by your school Apps domain administrator:( 
1. Click the series you would like to edit or delete under 'My Series' 

 
 

2. Click the 'Edit series' button. 

 
 

3. If editing, modify the information. 
4. Click 'Save' to save, or Click 'Delete series' to delete the series. 
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The creator of the series has the option to allow or disallow anonymous posts. Anonymous posting 
preferences will be set for the entire series, so any topics within that series will also allow anonymous 
posting. 
 

Posts that are not anonymous will display the nickname of the user, which the user 
chooses when they start using Moderator for the first time. 
 
You can set anonymous posting when you are creating a series by selecting the' Let people submit 
questions anonymously . ' checkbox. 
 
You can also change the setting to either turn on or off anonymous posting by editing the series: 
 
While on the page of the series: 

1. Click the 'Home' button on the left side. 

 
 

2. Click the 'Edit series' button. 
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3. Check or uncheck the 'Let people submit questions anonymously' 
4. Click 'Save' to save 

 
 

 
While on the school Moderator page (set by your school Apps domain administrator:( 

1. Click the series you would like to edit or delete under 'My Series' 

 
 

2. Click the 'Edit series' button. 
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3. Check or uncheck the 'Let people submit questions anonymously' 
4. Click 'Save' to save 

 
 A topic is a subject within a series. Think of a series as a "Homepage" for your list of questions. Topics are 

subpages to categorize questions and help people find where to ask their questions . 
 
For example, if you create a series of '9th grade book recommendations,' topics could be 'Fiction,' 'Non-
fiction,' or 'Auto-biographies.' These book genre topics are categories of the larger recommended books 
series. 
 
When you create a new series, you will automatically be taken to start your first topic . 
 
To create the new topic: 

1. Click 'Add new topic' on the left side of the page 

 
 

2. Enter the name of the topic (e.g. 'Fiction(' 
3. Enter the description (e.g. 'Favorite fiction books you read this year(' 
4. Specify additional information (date for the series, deadline for submissions( 
5. Click Save. 
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You will then see the information for the topic. You can save or bookmark this link if you would like to send 
people directly to this topic, where they can read the description and additional details. 

To edit a topic you have created: 
1. Click on the topic in the left side of the page 

 
 

2. Click the 'Edit' link at the top, next to the name of the topic. 

 
 

3. Modify the topic information. 
4. Click Save. 
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The URL for the topic will remain the same, so you do not need to update any bookmarks or links. 
In addition to voting in favor of or against a question, if you own a series you'll also be able to post comments 
or responses on questions . 
 
Just click Post a response and you can share your thoughts on the question with other participants. 

 
 
Once you have created a series and added a topic, you can see a list of questions or ideas. To get to the list 
of questions, you can have a link that goes to your Moderator series page or a link that goes right to the topic 
of choice in your series page. You can then share this link with those that you want to view, vote, or post 
questions 
 
To find the the link to your Moderator series page: 

1. Go to your school Moderator page (this is set by your school Apps domain administrator.( 
2. Click the series under 'My Series.' 
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3. Copy the URL in the address bar. This is the direct link to your series. 

 
 

To find the link of a specific topic within your Moderator series: 
1. Go to your school Moderator page (this is set by your school Apps domain administrator.( 
2. Click the series under 'My Series'. 

 
 

3. Click the topic link in the left side of the page. 

4. Copy the URL in the address bar. This is the direct link to the topic of your series. 

 
You can then use that URL in emails, documents, or web site pages to direct participants to your Moderator 
questions. 
Once you are viewing a moderator series and have clicked on a Moderator topic in the left side of the page, 
you can view a list of questions and ideas. 
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If you see a question that's been submitted, you can vote to recommend that it's asked. You can only vote on 
a question once. 
 
To do so, simply click the checkmark button . 

 
 
 
You can also click the X button if you'd like to vote against an existing question . 

 
 
 
When you mouse over the bars, you'll see the number of votes that have already been submitted . 

 
Please note : You can vote on as many of the questions as you want, but you can only submit one vote per 
question. 
You can either submit a question or vote on a question that's already been asked. 
 
Because Moderator is part of Google Apps for your school, you will need to make sure you are logged into 
your school Apps account . 
 
To submit a new question: 

1. At the bottom of the topic page, Click the Suggest a question button. 
2. Type your question or idea. 
3. Select the topic for your question or idea. 
4. Edit your signature (name and city) by clicking the 'Edit' link beneath the text box. Click Save. 
5. Click Submit. 

 
Your question or idea will now appear within the topic you selected. 
 
The question highlighted in blue is a random question that you haven't seen yet. 
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In drawing attention to a random question, it gives viewers the opportunity to vote on a question that might 
not be ranked at the top yet. This can be useful in cases when many questions or ideas are submitted and it 
is difficult to scroll and click through them all. 
 
Once you vote on an idea, a new idea will be randomly pulled. You can also choose to skip the question and 
view another by clicking the 'Skip' button. 
Anyone who submits a question or idea can remove it at any time. When they are signed in, the questions 
they submitted will show a Remove link beneath the voting buttons. 

 
 
 
When you click Remove ,the question or idea will be removed from the presentation and topic view and will 
no longer be associated with your account. 
Anyone who can view/vote on questions can also flag questions as inappropriate. Multiple people can flag 
the same question as inappropriate. 
 
When someone flags a question, there will be a note on that question alerting that it has been flagged. 

 
 
 
Questions will not be removed, however, until the owner of the series review the questions and decides 
whether the flag was correct (and should be removed) or incorrect (and should remain.( 
The owner of the series will have the option to review these and either approve of the flag, thus removing the 
question/idea from the list, or disapprove of the flag, keeping the question as-is. 
 
If you are the owner of the series, you can review flagged questions by doing the following: 

1. Click the 'Flags to review' link on the left side beneath Please Review: 

 
 

2. Within each question, click the 'I agree' or 'I disagree' links. 'I agree' will approve the flag, removing it 
from the list. 'I disagree' will reject the flag, and keep the question in the list 
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You can always change your mind on these questions: 

 All the flags that you have 'approved' and thus removed from the list will be shown in the 'Flags we 
approved' link. You can change your answer to 'I disagree' and the question will not be flagged and 
will reappear in the list of questions. 

 All the flags that you have 'rejected' and thus remained in the list will be shown in the 'Flags we 
rejected' link. You can change your answer to 'I agree' and the question will be flagged and removed 
from the list. 

If you have a class or school website, you may want to embed your Google Moderator pages directly onto a 
'vote' or 'questions' page within your site instead of directing people away to another page. 
You can embed a Google Moderator page on your site by iframing your Google Moderator series. However, 
embedding requires an additional parameter to avoid authentication issues with IE and Safari when users 
have to login. The next step will go through how to create the custom URL for the iframe. 
In order to embed a moderator series into a website the embed URL template depends on the URL for your 
school Moderator page (set by your school Apps domain administrator.( 
For this example, assume your school Moderator page is :moderator.myschool.org .Whenever you see 
moderator.myschool.org replace it with whatever your actual school moderator page is. 
The embed url template would then be: 
http://moderator.myschool.org/?embed#= 
As an example, for the Google Moderator series with a regular URL: 
http://moderator.g1usd.org/#15/e=308fb), the series information is  15/ e=308fb ,which is the text after the # 
symbol. (It will be different for your series .( 
Now that you have your embed url template, here's how to create the full URL for the iFrame: 

1. Take the webpage URL where you want to embed your Google Moderator series (e.g .
http://sites.google.com/a/myschool.org/ms-smith( 

2. The final embed URL would be: 
http//:moderator.myschool.org?/embed=http://sites.google.com/a/myschool.org/ms-
smith #15/ e=308fb 

The final embed URL is what you would use as the source for your iframe. 
Presentation view is a link that opens a simplified window of questions available for topic of questions/ideas 
within a series . 
In Presentation view, you can easily scroll through the top voted questions, but you cannot vote. Using the 
up and down arrows, you can highlight a specific question/idea that can indicate which question/idea you are 
addressing. 
The full view of Google Moderator may be too cluttered to project onto a screen or in a large room or 
auditorium. Presentation view is a way to showcase the results of the voting and go through the top 
questions. 
Times when you might use the presentation view: 

 Project questions onto a screen in a Q&A session with a panel or guest speaker 

 Project questions from your computer to review the top study topics in class 
To get to the presentation view click on a topic, then click the 'Presentation view' link next to Popular ideas. 
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Module 2: Other Tools  > Chapter 3: Video 

Google Video for Education Edition offers 10GB for the entire school domain, free of charge, to Education 
Edition customers in supported locations. It's not currently possible to purchase additional space. 
 
Google Video for Education Edition is a video hosting and sharing solution that enables your school to use 
video as an effective medium for school-wide communication and collaboration. Built on top of the same 
powerful infrastructure that powers YouTube, Google Video for for education provides a highly scalable, 
reliable and secure platform for managing videos within your school domain. This service is different from 
Google Video. 
 
Key benefits of Google Video for Education Edition include: 

 Ability to upload and share videos with everybody at your school domain or just with specific people 
within your school. 

 Secure platform to host and share video content inside your domain. 

 Search across your video content with Google search technology. 
 
With Google Video for Education Edition you can: 

 Securely upload student videos that will only be available on your school domain 

 Share videos with specific individuals at your school 

 Specify exactly who has the ability to upload videos to your school domain 
 
Google Video for Education Edition videos are ONLY available to your domain – it is not like YouTube where 
anyone can see, share, and upload videos. 
 
You can use Google Video for Education Edition at your school in a variety of ways: 

 Post videos of school events or assemblies, only for your school 

 Safely share student video projects 

 Create an online student/school news broadcast channel 

 Use Google Video as a distance learning platform 
Here are some key differences between Google Video for Education Edition and YouTube 

Google Video for Education Edition YouTube 

Videos can only be shared with Google Apps 
users at your school 

Videos can be shared with the entire world 

Only specific people can upload videos to the 
school Google Video account 

Anyone can upload a video if they have a 
Google/YouTube account 

Videos do not show up in general Google 
search results 

Videos can appear in Google search results 

Searching videos only looks at videos within 
your school Google Video account 

Searching videos looks at all videos on 
YouTube, uploaded by anyone, anywhere in the 
world. 

Cost :Video is available for free for all Google Apps Education Edition customers 

Countries :Video interface is available in US English only in the following locations: Canada, France, 
Germany, Ireland, Italy, Netherlands, Poland, Russia, Spain, UK, US, Australia, Hong Kong, India, Japan, 
New Zealand, Taiwan, Brazil and Mexico. Location is based on the information provided when your Google 
Apps account was first created. We hope to be able to expand this offering as soon as possible. 

Domain settings :The Administrator must turn on the 'Next Generation' version of the control panel for all 
video features . 
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Google Video is not included with your Google Apps Education Edition account automatically, you must 
manually add the service . 
 
You must also be using the 'Next Generation' version of the control panel to use video. You can turn on the 
'Next Generation' as follows: 

1. Log in to your control panel with your Administrator account at 
http://www.google.com/a/cpanel/yourschool.org .Be sure to replace [yourschool.org] with your 
actual school Apps domain name. 

2. Click the 'Domain Settings' tab in the blue bar on top of the control panel. 

 
 

3. Scroll to the bottom of the page 
4. Under Control Panel ,select 'Next generation (US English only.'( 

 
 

 
You can then enable the Google Video for education service as follows: 

1. Log in to your control panel with your Administrator account at at 
http://www.google.com/a/cpanel/yourschool.org .Be sure to replace [yourschool.org] with your 
actual school Apps domain name. 

2. In the Service settings section of the dashboard, click Add more services. 

 
 

3. Under Video, click Add it now. 

 
Video is now enabled for your school Apps domain. 
Users at your school can log into their Google Video account at http://video.google.com/a/myschool.org. Be 
sure to replace 'myschool.org' with your actual school Apps domain name. 
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Please note: 

 Only specific users inside your domain can upload or view videos .See next step for details»  

 Admins have the ability to view all videos, edit sharing settings, and delete videos. 

 With the Google Video for Education, the ability to upload videos should be limited to faculty and 
staff only. This is accomplished with permission "whitelisting". "Whitelisting" means there is an 
approved list of users who can access the upload tool. 

  

 Only the school Apps domain administrator can set permission whitelisting. 

  
If you are the school Apps domain administrator, you are responsible for adding appropriate accounts to the 
video upload whitelist in your control panel's video settings . 
 
Currently, the default is that no one can upload videos until the usernames are whitelisted and it is not 
possible to enable uploading for everyone in the domain. 
 
To add users to the video upload whitelist: 

1. Log in to your control panel at http://www.google.com/a/cpanel/yourschool.org Be sure to replace 
[yourschool.org] with your actual school Apps domain name. 

2. Click on the 'Service Settings' tab in the blue bar above the control panel. 

 
 

3. Select 'Video' 
4. In the Video Uploaders text box, add the usernames of specific faculty and staff that you will allow 

to upload videos. Separate usernames with commas. 
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If you have been given permission by the school Apps domain administrator, you can upload videos to your 
school domain. 
 
It's as simple as clicking the Upload tab and locating your video. Plus, with Google Gears you can upload 
videos up to 1GB. 
 
To upload your video using our File Uploader: 

1. Log in to your Google Video for education account at http://video.google.com/a/yourschool.org 
Please be sure to replace [yourschool.org] with your school Apps domain name. 

2. Select the Upload tab. 

 
 

3. Enter the Title, enter a description, any tags you want to use, select the language of the video and 
enter the recording date. 

 
 

4. Click Browse to select the file from it's location. 
5. When you're done, click on the Upload Video button. Depending on the speed of your internet 

connection, this time can vary. 
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Please note :Domain administrators have the ability to view all videos, edit sharing settings, and delete 
videos, regardless if they uploaded the video or not. 
 
One of the great features of Google Video inside Google Apps is the ability to share videos and ownership 
rights with specific users at your school . 
 
The owner is the person who uploaded the video. Owners can delete videos, modify title/description, see the 
sharing list, hide/show downloading links, change the sharing list, and delete tags submitted by others . 
 
Collaborators can do everything owners can do except they cannot delete videos . 
 
Viewers can view the video but can't make any changes to any of the video's vital information such as the 
title/description . Viewers can also download videos if owners/collaborators show downloading links. 
 
All users at your school domain can submit comments, video ratings, and tags. Note that comments and tags 
are not anonymous and that the administrator of your school domain has the ability to view all videos, edit 
metadata, modify sharing settings, and delete videos. 

 
You can set the actual ownership rights to a video during the Upload process or in video play mode . 
 
In the Upload tab you can also specify the sharing options that you want for your video. To specify the 
sharing settings: 

1. In the Invite collaborators text field enter the username(s) of the person within your domain that you 
want to share the video with as collaborators. 
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2. In the Invite viewers text field enter the username(s) of the person you want to be able to just view 
your video. 

3. To share a video so that it can be viewed by everybody at your domain, check the box Anyone at 
yourschool.org can view (your school domain name will appear here( 

 
In play mode, to specify sharing settings: 

1. Click on the Share option 
2. If you would like everyone at your school to view the video, check the 'Anyone at yourschool.org can 

view' 
3. If you would like only specific people to view or edit the video, enter username(s) of people at your 

school in the Invite box and select whether you want them to be collaborators or viewers. You can 
also email specific users to let them know that you've shared a video with them. 

4. Click Invite. 
 

Size limitations - The limit per each individual video upload is 1GB (requirement: Google Gears installed on 
Firefox 3+, IE7, Safari, or Chrome). If you do not meet the requirement, you can upload up to 300MB per 
video. 
 
How do I know if my video was uploaded successfully ? - If your video was uploaded successfully, you'll 
see an 'Upload succeeded' message in the 'Upload' tab. It then may take some more time for your video to 
be processed but you can continue to upload other videos or edit the video's metadata while this processing 
is taking place. 
 
Supported file formats - You can compress your video using movie editors, like Windows MovieMaker or 
Apple iMovie. 
Currently, Google Video accepts videos in a wide range of popular formats. The fastest way to get your 
videos into Google Video is using our recommended specifications, such as MPEG4 format with MP3 audio 
or MPEG2 with MP3. 
 
Technical Requirements: 

 We accept many popular formats, such as AVI, ASF, QuickTime, Windows Media and MPEG 
formats. For example, .avi, .asf, .mov, .wmv, .mpg, .mpeg, .mp4, .ra, .ram, and .mod are all 
acceptable file extensions. Please note that we currently do not accept Flash .swf files but .flv are 
accepted. Specific video codecs we accept include H.264, H.263, MPEG 1/2/4 and motion JPEG. 

 The video must contain recognizable video content (video container files that do not contain video 
will not be accepted.( 
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 The frame rate should be above 12 frames per second. 

 The bitrate should be above 260 Kbps. 
If you have a video in another format, we will do our best to interpret it but with so many formats and 
variations we can't provide specific support. 
 
Quality Recommendations - If possible, we suggest uploading the original source file. However, we 
recommend the specifications below for maximum quality and reasonable file size: 

 MPEG4 (mp3 or mp4 audio) at 2 mbps 

 MPEG2 (mp3 or mp4 audio) at 5 mbps 

 30 frames per second 

 640x480 resolution 

 4:3 frame 

 de-interlace 
 
Processing time - After you've entered your metadata, your video will be in the processing stage before it 
will become available for other users at your domain to view. This processing stage can vary but it is usually 
roughly 1-3 times the duration of the video, i.e. a 10 minute video takes about 10-30 min to process. 
 
Once your video is live, you can search for it on Google Video within your domain at 
http://video.google.com/a/yourschool.org. Be sure to replace 'yourschool.org' with your actual domain name. 
The easiest way to find your video is to search for its title or for any unique elements located in your 
metadata such as the title, the description or any of the tags that the video has been tagged with. Note that 
uploads and metadata changes may take up to minute to be reflected on the landing page, the My Videos 
tab and in the search results. 
Before searching for videos on your domain, it's important to understand that videos are ranked based on 
multiple criteria, such as video metadata, total views, total unique views, and ratings. You can find all videos 
that you've been given access to and those that have been shared with the whole domain by entering 
information in the Search field such as the video's title or the owner's username. You can also find videos by 
using the advanced operator 'owner:username' where username is the username of the person in your 
domain. 
 
In video play mode, click the owner's username to view all videos that have been uploaded by that particular 
user. 
 
Please note : recent uploads and changes to metadata may take up to 60 seconds to be reflected in search 
results, the landing page, and the My Videos tab. 
From your Google Video for your school home page, you can select to view all the videos on your school 
domain and sort according to specific criteria. 
 
The different ways to sort videos are as follows: 

 Sort by Relevance: Videos are sorted using Google search technology based on title, description 
and tags. 

 Sort by Rating: Videos are sorted by the the average rating based on all ratings submitted by users. 

 Sort by Total Views: Videos are sorted by the total number of views that the video has had. 

 Sort by Unique Views: Videos are sorted by the total number of users who have viewed the video. 

 Sort by Upload Date: Videos will be sorted by the date they were uploaded to Google Video. 

 Sort by Recording date: Videos are sorted by the recording date which was set on the upload page 
during upload. 

 Sort by Last View Date: Videos are sorted from the most recently watched video to the least recently 
watched. 
 



 
 

 
To access the full list of videos and sorting options: 

1. Log in to your Google Video for education account at http://video.google.com/a/yourschool.org 
Please be sure to replace [yourschool.org] with your school Apps domain name. 

2. Next to to the Recently Uploaded or Popular sections is a[ See all »] link. 
3. Click the [See all »] link for a complete list of all the videos on your school domain 

 
 

4. Choose how to sort the videos with the drop down menu on the right side of the page. 
To learn more about how to set-up and use Google Video on your school domain outside these lessons, 
please go to :http://www.google.com/support/a/bin/answer.py?answer=106608 
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Module 6: Other Tools  > Chapter 4: Standalone Contact Manager 

If you don't have mail turned on for your school Google Apps accounts, you can still save and manage 
contact information using the 'standalone' Contact Manager. 'Standalone' simply means that you do not need 
to use Apps mail or any other product to get to your contacts – they can now be accessed directly. 
 
Just as with your Apps mail contact manager, this standalone version lets you create groups, add multiple 
email, phone, or home addresses and even adjust chat preferences for your contacts. You can import your 
contacts from other sources or export the ones you have currently . 
 
You can find the standalone contact manager here: http://www.google.com/contacts/a/yourschool.org 
Please be sure to replace yourschool.org with your school domain name. 

 
 
 
However, before accessing your contacts this way, your administrator will have to enable this functionality 
within the control panel by clicking on the "add more services" link, finding the "Contacts" option and clicking 
the "add it now" button. 
 
Note : Domains using the shared contacts functionality can have up to 50,000 entries .Shared contacts are 
part of the organization's global address list (GAL), and these contacts auto-complete across Google Apps. 
 
Review all the tasks you can do in the Contact Manager in Module 2 Chapter 3»  
The standalone Contact manager is not included with your Google Apps Education Edition account 
automatically, you must manually add the service . 
 
You must also be using the 'Next Generation' version of the control panel to use the standalone Contact 
Manager. You can turn on the 'Next Generation' as follows: 

1. Log in to your control panel with your Administrator account at 
http://www.google.com/a/cpanel/yourschool.org .Be sure to replace [yourschool.org] with your 
actual school Apps domain name. 

2. Click the 'Domain Settings' tab in the blue bar on top of the control panel. 

 
 

3. Scroll to the bottom of the page 
4. Under Control Panel ,select 'Next generation (US English only.'( 
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You can then add the standalone Contact Manager service as follows: 

1. Log in to your control panel with your Administrator account at at 
http://www.google.com/a/cpanel/yourschool.org .Be sure to replace [yourschool.org] with your 
actual school Apps domain name. 

2. In the Service settings section of the dashboard, click Add more services. 

 
 

3. Under Contact Manager, click Add it now. 

 
 

 
Contact Manager is now enabled for your school Apps domain. 
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