
    
 
 

CHAPTER-4 
USING CLOUD SERVICES 

 

➢ Instead of using a calendar that’s wedded to a single computer, many users are moving to 
web- based calendars. 

 
➢ A web-based calendar service stores your calendars on the Internet, where they can be 

accessed from any computer that has an Internet connection. 
 
➢ This lets you check your schedule when you’re on the road, even if your assistant in the office 

or your spouse at home has added new appointments since you left. 
 
➢ Web-based calendars are also extremely easy to share with other users in any location, which 

make them great for collaborative projects. 
 
➢ There are some most popular web-based calendars available like 

 
Goole Calendar, Yahoo! Calendar, Windows Live Calendar, Apple MobileMe Calendar, 
AOL Calendar, CalendarHub, Hunt Calendars, Famundo, eStudio Calendar, 30Boxes, 
Trumba, Calendars Net, Jotlet . 

 
➢ There are some pay calendars and some are free ones just as functional and easier for group 

members to access, since they don’t have to pay to use them. 
 
Google Calendar : 

 
➢ The most popular web-based calendar today is Google Calendar (calendar.google.com). 

 
➢ Google Calendar is free, full featured, and easy to use. 

 
➢ It lets you create both personal and shared calendars, which makes it ideal for tracking 

business group, family, and community schedules. 



 
 

( The easy-to-use interface of Google Calendar. Note the multiple calendars listed in the My 
Calendars box. ) 

 
➢ You enter your appointments (which Google calls “events”) directly into the calendar, which 

you can display in either daily, weekly, or monthly views. You can also, if you like, view your 
weekly agenda on a single page. 

 
➢ Like all web-based calendars, all your events are stored in the cloud, not on your own 

computer. This means that you can access your calendar from any compute anywhere in the 
world. Just log in to the Google Calendar page and your calendar and all events are there. 

 
➢ Because Google Calendar is web based, you can use it to create not only a private calendar 

for yourself, but also public calendars for your company or organization. 
 
➢ Create a public calendar and all employees or attendees can access it via the web. 

 
➢ Special event invitation features make it easy to invite others to an event - public or private. 

 
➢ Google allows you to create several different—and different types of—calendars. That 

means, you can create one calendar for home, another for work, and yet another for your 
son’s soccer team. Then you can view all your calendars from the same Google Calendar page, 
with the events from each calendar color-coded for easy visibility. 

 



➢ The different types of calendars you can create with Google Calendar which are : 
 

1- Personal calendars, like your default calendar 
 

2- Public calendars, which others can access via the web 



3- Friends’ calendars, which you import from their Google Calendar web pages 
 

4- Holiday calendars, which add national holidays to a basic calendar 
 
➢ Google Calendar is a part of the Google empire, Google Calendar integrates smoothly with 

Google’s Gmail application. 
 
➢ Google Calendar can scan your email messages for dates and times and, with a few clicks of 

your mouse, create events based on the content of your Gmail messages. 
 
 
Yahoo! Calendar : 

 
➢ Yahoo! Calendar (calendar.yahoo.com) hosted by search competitor Yahoo! . 

 
➢ This web-based calendar looks, feels, and functions quite similarly to Google Calendar, and is 

also free for anyone to use. 
 
➢ To be honest, most web-based calendars have a similar visual look. 

 
➢ One subtle difference in Yahoo! Calendar, however, is the presence of an Add Task button. 

This reflects Yahoo! Calendar’s offering of tasks in addition to events. 
 
➢ You can still add individual items to your daily schedule, but you can also add longer-term 

tasks and have their due dates show up on your calendar. It’s a nice addition. 
 



 



➢ You can share your Yahoo! calendars with other users, in a collaborative environment. 
 
➢ Just click the Sharing link and indicate how you want to share—no sharing, view-only for 

friends, view-only for anyone, or view-only with special friends allowed to edit. Choose this 
last option for true collaboration. 

 
➢ At present, Yahoo! Calendar only lets you create a single calendar. All your events, public and 

private, have to be stored on this calendar; you can’t create different calendars for different 
functions. 

 
 
Online Scheduling Applications 

 
➢ The online scheduling application is a web-based app which takes much of the pain out of 

scheduling meetings, for both large and small groups. 
 
➢ The typical app requires all users to enter their individual calendars beforehand. 

 
➢ When you schedule a meeting, the app checks attendee’s schedules for the first available 

free time for all. 
 
➢ The app then generates automated email messages to inform attendees of the meeting 

request (and the designated time), followed by automatic confirmation emails when 
attendees accept the invitation. 

 
➢ Separate web-based appointment scheduling applications exist. These apps function 

similarly to traditional meeting schedulers, but with a focus on customer appointments. 
 
➢ Some popular scheduling applications are : 

 
Jiffle, Presdo, Diarised, Windows Live Events, Schedulebook, Acuity Scheduling, 
AppointmentQuest, hitAppoint . 

 
Jiffle : 

 
➢ Jiffle (www.jifflenow.com) is an online scheduling applications, which schedules meetings, 

appointments, and the like for the enterprise environment. 

 
➢ To track employee’s free time, it synchronizes seamlessly with both Microsoft Outlook and 

Google Calendar. 
 
➢ It also offers its own Jiffle Calendar application. 

 

http://www.jifflenow.com/


➢ Jiffle allows the originating user to mark available time slots on his calendar, as shown in 
figure, and then share them with proposed attendees via a Jiffle-generated email invitation. 

 
➢ These attendees view the invitation, log in to the Jiffle website, and then select their 

preferred time slots from the ones proposed. 
 
➢ Based on these responses, Jiffle picks the best time for the meeting and notifies all attendees 

via an automatic confirmation email. 



 
 

 

➢ For smaller companies, Jiffle is free for up to 10 meeting confirmations per month. 
 
➢ For larger companies, Jiffle Plus, Jiffle Pro, and Jiffle Corporate plans are available. 

 
Presdo : 

 
 
➢ Unlike Jiffle, Presdo (www.presdo.com) is a scheduling tool that isn’t limited to a single 

company. 
 
➢ Presdo lets you schedule meetings and events with anyone who has an email address. 



 
➢ As you see in figure given, adding an event is as simple as entering a description into a box. 



➢ You then enter the email addresses of other participants, and Presdo emails out the 
appropriate invites. 

 
➢ When an attendee responds, he’s automatically added to the event’s guest list. 

 
Diarised : 

 
➢ Diarised (www.diarised.com) is, like Presdo, a web-based meeting maker that users across 

different companies can use. 
 
➢ It helps you pick the best time for a meeting by sending out emails to invitees, letting them 

choose the best time for them, and then sending you a summary of those best dates. 
 
➢ You pick the final date, Diarised notifies everyone via email, and your meeting is scheduled. 

 
Windows Live Events : 

 
➢ Microsoft’s Windows Live Events (home.services.spaces.live.com/events/) is a customized 

version of its Live Spaces offering; it lets Live Spaces users organize events and share activities 
between participants. 

 
➢ To schedule an event, you set up a list of invitees and then send out a mass email with a link 

back to your Live Event site. 
 
➢ Information about the event is posted on the site itself, which also serves as a place for 

attendees to come back after the event and share their photos, videos, and blog posts about 
the event. 

 
➢ With its user-friendly consumer features, Live Events isn’t robust enough (or professional 

enough) for most business users. 
 
➢ It is, however, a nice way to plan more personal and informal events. 

 

Exploring Online Planning and Task Management 
 

 Planning and task applications let you manage everything from simple to-do lists( a list of tasks 
that need to be completed, typically organized in order of priority ) to complex group tasks, 
all over the Internet and collaboratively with other users. 

 
iPrioritize : 

 
➢ Sharing to-do lists is important for families, community groups, and businesses. 



 
➢ Your to-do list might be as simple as a grocery list or as complex as a list of activities for a 

community program or business project. 
 
➢ Whatever the application, iPrioritize (www.iprioritize.com) is a good basic to-do list manager. 

 
➢ As you can see in figure below, authorized users can create a new to-do list, add items to the 

list, prioritize tasks by dragging them up and down the list, and mark items complete when 
finished. 

 
➢ Since it’s web based, you can access your lists anytime and anyplace. 



➢ When you have a list, you can print it out, email it to someone else, subscribe to changes in 
the list via RSS, and even view lists on your mobile phone which is a great way to consult your 
grocery list when at the supermarket . 

. 

 
 

 

Bla-Bla List : 
 
➢ Bla-Bla List (www.blablalist.com) is another simple to-do list manager. 

 
➢ It’s web based, of course, so you can access your lists from any location at any time. 

 
➢ You can even publish your lists via RSS so that family and coworkers can get instant updates.. 

 
Remember the Milk : 

 
➢ When you need to “remember the milk” at the grocery store, check out the aptly named 

Remember the Milk (www.rememberthemilk.com) web-based to-do list manager. 
 
➢ Once you create a list, you can arrange reminders via email, instant messaging, or text 

messages to your mobile phone. 
 
Ta-da List : 

 
➢ Ta-da List (www.tadalist.com) lets you make all sorts of lists, share them with friends, family, 

and coworkers, and then check off items as they’re completed. 
 
Tudu List : 

 
➢ Tudu List (www.tudulist.com) is a little different from other to-do list managers in that it also 

http://www.tadalist.com/


includes a web-based calendar. 
 
➢ Items are added both to the appropriate to-do list and to your calendar, on the date they’re 

due. 



Collaborating on Event Management 
 

 Event management is the application of project management to the creation and development 
of large scale events such as festivals, conferences, ceremonies, formal parties, concerts, or 
conventions. 

 It involves studying the brand, identifying the target audience, devising the event concept, and 
coordinating the technical aspects before actually launching the event. 

 
Understanding Event Management Applications : 

 
➢ Less sophisticated apps may focus on one or two operations, such as event registration or 

facilities booking. 
 
➢ The more full-featured apps include management of everything from pre-event marketing to 

post- event analysis. 
 
Event Planning and Workflow Management : 

 
➢ The process of planning and coordinating the event is usually referred to as event planning 

and which can include budgeting, scheduling, site selection, acquiring necessary permits, 
coordinating transportation and parking, arranging for speakers or entertainers, arranging 
decor, event security, catering, coordinating with third party vendors, and emergency plans. 

 
➢ A successful event starts well in advance of its opening date. 

 
➢ There are tons of details involved in an event of any size, and managing all those tasks takes 

quite a bit of computing horsepower—just the thing cloud computing can help you out with. 
 
➢ What you want is the ability not just to track individual tasks in a to-do list fashion, but also 

benefit from sophisticated workflow management. That is, you need to know which tasks 
need to be completed before later tasks can be started; you need to know who’s doing what, 
and be alerted to any tasks that are unstaffed or understaffed. 

 
➢ In other words, you need the planning and workflow management functionality to continue 

into the event itself, so that you can manage your staff in an efficient and effective manner. 
 
Event Marketing : 

 
➢ Many event management applications include modules to help you market your event. 

 
For example, 

 
Many apps offer web-based email marketing, which lets you promote your event via 

https://en.wikipedia.org/wiki/Project_management
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targeted email messages. Other apps help you create your own event website (on their 
cloud computers), which also helps to promote your event. 

 
Event Calendar : 

 
➢ You can post each individual event on the main event calendar, easily accessed by any 

attendee or potential attendee with a web browser. 



Facilities Scheduling : 
 
➢ Your event may involve multiple rooms and may be on multiple locations. 

 
➢ If so, you need to be able to schedule different rooms for different components of your 

event; when a participant or group asks for a room, you need to be able to see what’s 
available and when. 

 
➢ For this, most event management apps include a facilities scheduling module which ties into 

the event host’s systems, giving you complete power over room or hall scheduling. 
 
Advance Registration : 

 
➢ Most larger events require or encourage advance registration of participants. 

 
➢ To that end, most event management apps include a web-based registration module, where 

attendees can sign up (and, in most cases, pay) for the event. 
 
➢ Attendee information is entered into a web form, and that data is then stored on the 

application provider’s cloud servers. You then access attendee data from your own 
computer, wherever you may be. 

 
➢ A registration module might tie into a hotel reservations module, to automatically reserve 

hotel rooms for those who need them. 
 
Payment Processing : 

 
➢ Collecting payment for your advance and onsite registrants is a key part of the event 

management experience. 
 
➢ You want the event management software to tie payment processing into the registration 

process, letting you accept payment via credit card, PayPal, or whatever other payment 
methods you accept. 

 
Travel Management : 

 
➢ If you’re running a real “hands-on” event, you might want to consider offering travel services 

to select attendees. 
 
➢ This may be as simple as arranging ground transfer services (taxis, buses, and so on) between 

your local airport and the event hotel, or as advanced as linking into an online travel site or 
airline reservations system to provide flight reservations. 

 



Housing Management : 
 
➢ Many attendees prefer to have the event host handle their hotel reservations, so that you 

serve as kind of a “one-stop shop” for all your attendees needs. 
 
➢ The best event management apps link directly from advance registration and payment into 

the hotel’s reservation system and then let you confirm rooms and such at the event site. 



Onsite Registration : 
 
➢ Your attendees sign up (and probably pay) for your event in advance. 

 
➢ But when they arrive on opening day, you need to sign them in, print out badges, provide a 

welcoming packet, and so forth. 
 
➢ All of these tasks are managed by the event management application’s onsite registration 

module. 
 
Contact Management : 

 
➢ Using the master database of event guests, you can provide contact management services to 

help attendees get in touch with one another. 
 
➢ Your event management application should let you print out (or host online) a master 

directory of attendees, which can then be provided as part of the welcoming packet of 
materials. 

 
Budget Management : 

 
➢ Running an event is an expensive and complex undertaking; your overall budget includes 

hundreds of individual expense items. 
 
➢ So your event management application should include a robust accounting or budget 

management module, to track both your expenses and your income. 
 
Post-Event Reporting and Analysis : 

 
➢ When the event is over, your job isn’t quite done yet. Not only do you have to balance the 

books, you also need to look back on the entire event and determine how successful it was. 
That’s why most event management applications include some form of post-event reporting 
and analysis. 

 
➢ Some apps even let you send and process attendee surveys, which can provide valuable 

feedback from those who were there. 
 
➢ Look for a reporting module that lets you see at a glance how you performed to plan in a 

number of areas, not all of them financial. (For example, how many hotel rooms were 
blocked out in advance versus how many rooms were actually used?) 

 
Exploring Event Management Applications : 

 



There are many applications available for event management : 
 

123 Signup, Acteva, Conference.com, Cvent, Event Wax, eventsbot, RegOnline, Setdot, 
Tendenci etc 

 
123 Signup : 

 
➢ 123 Signup (www.123signup.com) is an event management application which offers four 

different applications : 
 
➢ Event Manager, Association Manager, Training Manager, and Member Directory. 

http://www.123signup.com/


➢ 123 Event Manager is scalable, so it can be used for both smaller (employee meetings, 
stockholder meetings, alumni meetings, and so forth) and larger (festivals, conferences, 
ceremonies, formal parties, concerts, or conventions) events. 

 
➢ The application handles a combination of front-office and back-office tasks. 

 
➢ Front-office tasks include defining and marketing events, automatically generating 

informational web pages and registration forms, and marketing your event via targeted email 
messages. 

 
➢ Back-office tasks include event registration, badge printing, payment collection, and 

database management. 
 
➢ The program provides real-time reports on registrations, attendance, collections, and other 

key factors. 
 
➢ The figure given below shows a typical initial registration page. Potential attendees see 

information about the event, including a link to a map of the event hotel and the ability to 
add the event to their Microsoft Outlook calendar. 

 
 

 
 
➢ To begin the registration process, an attendee need only click the Register icon; attendees 

are then prompted for their name and contact info, as well as payment method. 

https://en.wikipedia.org/wiki/Festival
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Acteva : 

 
➢ Acteva (www.acteva.com) offers online event registration and payments. 

 
➢ Using Acteva’s web-based solutions, you can handle event registration, ticketing, and 

payment handling (via any major credit card) directly from your own website. 



➢ You can then sort and manage all event registration data online. 
 
➢ You start by creating what Acteva calls an Active Page for your event; this is simply a web 

page with built-in payment handling and data processing. 
 
➢ After you’ve published your event page, you then use Acteva’s EventMail service to send out 

notification of your event to potential attendees. 
 
➢ Interested parties then visit your Active Page to register and pay for the event. 

 
➢ Acteva processes and confirms event registration and sends an email confirmation to the 

participant. 
 
➢ You can then use Acteva’s online event management tools to generate will call lists, meal 

preference lists, name tags, badges, and the like. 
 
Conference.com : 

 
➢ Conference.com (www.conference.com) offers one of the most full-featured web-based 

event management applications available today. 
 
➢ By using Conference.com’s cloud servers, even small events can utilize the company’s 

powerful event management tools, designed to serve the needs of the largest events. 
 
➢ Your data (and the behind-the-scenes application modules) are hosted by Conference.com’s 

secure servers, accessible from any Internet-enabled location. 
 
➢ You get wizard-based event setup, real-time credit authorization, customizable web pages 

and forms, onsite processing, and the like. 
 
➢ When an event participant submits his registration via your custom-designed web form, the 

application automatically updates the database on Conference.com’s web servers, so your 
information is always up-to-date. 

 
➢ Conference.com’s Event Manager Systems application is actually a suite of interlocking 

modules, as shown in the diagram below : 



 



These modules include the following: 
 

1- Appointment Manager (an online meeting scheduling application ) : 
 

This module enables attendees to self-schedule one-to-one sessions with other participants 
at your event, within time slots that you predefine. 

 
2- Credit Card Manager : 

 
Offering real-time credit card authorization integrated into the registration process. 

 
3- Email Manager : 

 
An email broadcasting utility that dynamically pulls recipient names from your registration 
data. 

 
4- Export Manager : 

 
An export/import utility that lets you copy the data from one event to another event in your 
database. 

 
5- Hotel Manager : 

 
- A professional room block management tool tightly integrated with the company’s 

Registration Manager module. 
 

- The system manages everything from small single property blocks to citywide room 
inventories. 

 
- Each room type is defined with its own price, description, and starting inventory; as a room 

is sold, the nightly inventory for that room type is automatically adjusted. 
 

6- Lead Track Manager : 
 

Uses bar code technology to verify session attendance and provide lead tracking services to 
exhibitors. 

 
7- Profile Manager : 

 
Links member, employee, customer, and prospect databases with your conference 
registration processing, enabling attendees to authenticate themselves through a login web 
page. 

 



8- Registration Manager : 

 
- It is the core module of Conference.com’s Event Manager systems. 

 
- This module contains the accounting engine, report engine, a graphical report library, and 

other functions that integrate directly with other modules in the suite. 
 

9- Survey Manager : 
 

- It enables you to create professional-looking online surveys at any point in the event 
process. 



- You can solicit pre- or post-event attendee surveys; Survey Manager lets you email 
invitations with hyperlinks that take the user to the correct survey form. 

 
10- Travel Manager : 

 
- It helps you manage ground transfer services between multiple airports and event hotels. 

 
- Together, this suite of modules creates a full-featured event management application 

that should handle the needs of any sized event. 
 
 
Collaborating on Project Management 

 
 Collaborative project management is a method used to plan, coordinate, control, and monitor 

distributed and complex projects. 
 
Understanding Project Management : 

 
➢ Project management is the act of planning, organizing, and managing resources to bring 

about the successful completion of specific project objectives. 
 
➢ Every project has a specific start and completion date. 

 
➢ The challenge is completing the project by the assigned date and to the agreed-upon budget. 

 
➢ Key to this is the tight management of each and task that comprises the project . 

 
- if all the component tasks are completed on time and on budget, the entire project 

will be completed as planned. 
 

- If one or more tasks slip and you can’t make up the lost time elsewhere your project 
will come in late. 

 
➢ To manage the individual tasks within a project requires managing a larger set of resources— 

people, but also money, materials, space, communications, and the like. This resource 
management is crucial to ensuring the eventual success of a project. 

➢ Project management professionals like to think in terms of juggling a certain set of 

constraints : Scope (what must be done to produce the end result), 
Time (the amount of time available to complete the project), and Cost (the budgeted 
amount available for the project). 

 
➢ These constraints are interrelated; one constraint can’t be changed without impacting the 



others. 
 

For example, if you increase the scope of a project, you typically need to increase the time 
and cost, too. If you want to reduce the time to complete the project, you might need to 
increase the costs (pay more to get it done faster) or reduce the scope (try to accomplish 
less things on a tighter schedule). 



➢ The key to effective project management is to use all available tools and techniques that 
enable the project team to organize their work to meet these constraints. And one such tool 
is a web- based project management application. 

 
Exploring Project Management Applications : 

 
➢ Traditional project management software helps project managers and team members 

organize and track all the various tasks in a project. 
 
➢ To do this, the software typically includes scheduling, budget management, and resource- 

allocation components. 
 
➢ Web-based project management applications do all this online, with a centralized project file 

accessible to all team members. 
 
➢ This enables improved communication and collaboration between members of the project 

team. 
 
➢ The scheduling component of a project management application helps the project manager 

schedule the series of events that comprise the total project. This should include a list of 
dependencies—those events that need to be completed before other events can start. 

 
➢ The project management application should then be able to calculate the project’s critical 

path, which is the series of events that determine the length of the entire project. 
 
➢ After the project has been planned, it then has to be executed. 

 
➢ The project management application should enable this execution by creating task lists for 

team members, allocation schedules for project resources, overview information for the 
team manager, and, as the project progresses, an early warning of any risks to the project’s 
completion. 

 
Let’s examine some of the most popular of these cloud services. 

 
@task : 

 
➢ @task ( www.attask.com ) offers a variety of traditional projection management functions. 

 
➢ The application includes an interactive drag-and-drop Gantt chart as shown in figure, critical 

path analysis, project milestones, planned/projected/estimated comparisons, resource 
scheduling, issue management, and calendar views for project tasks. 

 
➢ Tasks can even be managed remotely via a special software widget for Apple’s iPhone. 

http://www.attask.com/


 
 
 
 

AceProject : 
 
➢ AceProject (www.aceproject.com ) is an easy-to-use web-based project management 

application. 
 
➢ It lets users manage multiple projects using multiple resources and share those resources 

across projects. 
 
➢ Tasks can be tracked via a variety of filters that fine-tune the results, and the application 

offers a number of different project reports and statistics. 
 
➢ AceProject also offers time tracking, email notification of task deadlines, and a monthly 

project calendar, shown in figure below. The start and end dates are shown on their 
individual dates (in green and red, respectively). 

 

http://www.aceproject.com/


 



Copper Project : 
 
➢ Copper Project (www.copperproject.com ) is a project management application that can be 

hosted either on the company’s servers or on your own server. 
 
➢ Either version enables web-based collaboration. 

 
➢ Copper includes useful features such as a drag-and-drop weekly or monthly timeline, 

resource management, email alerts, statistical reports, and a unique personal time 
management tool. 

 
➢ The program’s Springboard view lets you see the progress of multiple projects on a single 

screen; you can drill down from there by client or project. 
 
 
Collaborating on Word Processing : 

 
➢ When you don’t have Microsoft Word handy, then the solution lies in the clouds in the form 

of a web-based word processor. 
 
➢ There are a number of web-based replacements for Microsoft’s Word program. All of these 

programs let you write your letters and memos and reports from any computer, no installed 
software necessary, as long as that computer has a connection to the Internet. . 

 
➢ Every document you create is housed on the web, so you don’t have to worry about taking 

your work with you. 
 
How Web-Based Word Processing Works : 

 
➢ Microsoft Word is a software program that is installed on your computer’s hard disk. 

 
➢ But Web-based word processors are hosted in the cloud, not on your hard drive, so the 

documents you create with these applications are hosted in the cloud. 
 
Benefits of Web-Based Word Processors : 

 
➢ Your documents can be accessed wherever you are, from any PC. 

 
➢ You can easily share your documents with others. That makes real-time workgroup 

collaboration possible from anywhere around the globe . 
 
➢ You can’t lose your work anyway. Since after you’ve named the document you’re working 

on, the webbased word processor saves your file on its cloud of servers. 

http://www.copperproject.com/


 
➢ Every change you make to the document gets saved to the cloud servers automatically. 

Because nothing gets lost if you close your web browser, navigate to another website, or 
even turn off your computer. Everything you do is saved on the web. 

 
➢ Best of all, most of these web-based applications are free. 

 
➢ These cloud services can perform nearly all of Word’s basic functions, which makes them 

perfect for corporate and small business environments. 



Should You Use a Web-Based Word Processor? 
 
Before you jump into the web-based word processor, you need to ask whether a cloud service is 
right for your particular needs. 

 
Here are the following users for whom web-based word processing holds promise: 

 
1- Beginning users : 

 
The slightly limited functionality of these cloud apps actually works to the benefit of beginning 
users. 

 
Most of these web-based word processors are extremely easy to use; everything you need is 
right out in the open, not hidden inside layers of menus and dialog boxes. 

 
2- Casual users : 

 
Web-based word processor is also a good choice if you have modest word processing needs. 

 
If all you’re doing is writing memos and letters, a web-based application gets the job done 
with ease. 

 
3- Anyone who wants access to their documents from multiple locations : 

 
Wherever you are (home, office, on the road), you’re always accessing the same version of 
your document, stored in the cloud.You work on the same file wherever you go. 

 
4- Anyone who needs to share their documents with others : 

 
A web-based word processor lets you share your documents with anyone you like, over the 
Internet. 

 
5- Anyone who needs to edit their documents in a collaborative environment. : 

 
If you need multiple users to both access and edit data in a document, a web-based word 
processor lets you do things that are impossible in Microsoft Word. 

 
who shouldn’t use these applications ? 1- Power users : 

Most of these cloud applications lack Word’s most advanced features and just won’t get the 
job done. 

 
2- Anyone who wants to create sophisticated printouts : 



 
If you need fancy printouts, a web-based application will probably disappoint. 

 
3- Anyone working on sensitive documents : 

 
Some organizations may bar their employees from working on documents that don’t reside 
on their own secured servers, which rules out a web-based word processor entirely. 



4- Anyone who needs to work when not connected to the Internet : 
 

If you’re not connected to the Internet, you can’t connect to and work with a web-based 
application. 

 
Exploring Web-Based Word Processors : 

 
There many web-based word processing applications ( led by the ever-popular Google Docs ) 
which are given below : 

 
Google Docs, Adobe Buzzword, ajaxWrite, Docly, Glide Write, iNetWord, KBdocs, 
Peepel WebWriter, ThinkFree Write, WriteBoard, Zoho Writer . 

 
Google Docs : 

 
 Google Docs (docs.google.com ) is the most popular web-based word processor which is 

actually a suite of applications that also includes Google Spreadsheets and Google 
Presentations. 

 
 Basic formatting is easy enough to do, storage space for your documents is generous, and 

sharing/collaboration version control is a snap to do. 
 

 When you log in to Google Docs with your Google account, you see the page as shown in 
figure below. This is the home page for all the Docs applications (word processing, 
spreadsheets, and presentations); all your previously created documents are listed on this 
page. 

 

http://www.docs.google.com/


 

 
 The leftmost pane helps you organize your documents. You can store files in folders, view 

documents by type (word processing document or spreadsheet), and display documents 
shared with specific people. 



 The documents for the selected folder or filter are displayed in the main part of the window. 
 

 To open any document, click the item’s title. The document will open in a new window. To 
delete an item, select it and then click the Delete button. 

 
 To create a new word processing document, click the New button and select Document. The 

new document opens in a new browser window as shown in figure below. 
 

 Your document looks like a big blank space in this new browser window, one with a pull-
down menu and toolbar at the top. You use the toolbar buttons and the functions on the 
pull-down menu to edit and format your document. 

 
 

 With all web-based word processors, when you create a Google Docs document, you’re 
actually creating an HTML document—just like a web page. 

 
 All HTML-type formatting is available for your documents, through the Google Docs interface. 

 
 One of the most useful features of Google Docs is the capability to share a document with 

other Google Docs users, either for viewing or for collaborative editing. 
 

 To share a document or spreadsheet for viewing or collaboration, click the Share button and 
select Share with others as shown in figure below . 



 



 In the Invite People box, enter the email addresses of the people you want to share the 
document (separate multiple addresses with commas). 

 
 If you want others to just view the document without being able to edit it, check the As 

Viewers option. 
 

 If you want others to be able to edit the document, check the As Collaborators option. 
 

 Click the Invite Viewers or Invite Collaborators button to send out the invitations. 
 

 Your recipients now receive an invitation via email. The invitation contains a link to the 
document; clicking this link opens the document in a new browser window. Multiple users 
can edit the document at the same time. 

 
 Finally, there’s a relatively new feature in Google Docs that the ability to work on your 

documents offline, without an Internet connection. To use Google Docs Offline, click the 
Offline link to download and install Google Gears, a software tool that converts Google online 
apps into traditional desktop apps. 



Collaborating on Spreadsheets 

 An online spreadsheet is a spreadsheet document edited through a web-based application 
that allows multiple persons to edit and share it with the world. 

 

Web-Based JavaScript Spreadsheet How Web-Based Spreadsheets Work : 

 A web-based spreadsheet application is hosted in the cloud, whereas Excel is a traditional 
desktop software program stored on your computer’s hard disk. 

 
 If you know how to use Excel, you’ll be quite comfortable with most of the webbased 

spreadsheet applications. 
 
Benefits of Web-Based Spreadsheets : 

 
 A web-based spreadsheet application carries with all the same benefits as you get with other 

web-based applications : 
 

1- Your spreadsheets can be accessed from any Internet-connected computer, not just the 
computer you originally created the spreadsheet with. 

2- Your spreadsheets are still accessible if you have a computer problem or hard disk crash. 

3- You an easily share your spreadsheets with others—enabling workgroup collaboration with 
users in other locations. 

 
 Most web-based spreadsheets today are free—which is not the case with Microsoft Excel 

and the Office suite. 

https://en.wikipedia.org/wiki/Spreadsheet


Who should use a Web-Based Spreadsheet ? 1- Beginning users : 

➢ The slightly limited functionality of these cloud apps actually works to the benefit of 
beginning users. 

 
➢ Most of these web-based spreadsheets are extremely easy to use; everything you need is 

right out in the open, not hidden inside layers of menus and dialog boxes. 
 

2- Casual users : 
 

➢ If all you’re doing is totaling a few numbers or creating a simple budget or two, a web-
based application gets the job done with ease. 

 
3- Anyone who wants access to spreadsheets from multiple locations : 

 
➢ you’re always accessing the same versions of your spreadsheets, stored in the cloud. 

 
4- Anyone who needs to share spreadsheets with others : 

 
➢ You can share your spreadsheet with other team members or interested parties over the 

web; just authorize them to access your spreadsheet in read-only mode. 
 

5- Anyone who needs to edit spreadsheets in a collaborative environment : 
 

➢ When you’re working on a group project (such as a budget for a large organization), you 
often need multiple users to both access and edit data in a spreadsheet. 

 
Who shouldn’t use one of these applications? 

 
1- Power users : 

 
➢ Most of these cloud applications lack Excel’s most advanced features and simply won’t get 

the job done. 
 
2- Anyone who wants to create sophisticated printouts : 

 
➢ Most of today’s web-based spreadsheet applications lack some of the more sophisticated 

formatting options that Excel users take for granted (no cell borders in spreadsheets, for 
example). 

 
➢ With these web-based apps, what you see onscreen is typically what prints out—for better 

or for worse. 
 



3- Anyone working on sensitive documents : 
 

➢ Web-based applications spreadsheets are not good tools if your company has a lot of trade 
secrets it wants to protect. 

4- Anyone who needs to work when not connected to the Internet : 
 

➢ If you’re not connected to the Internet, then you can’t connect to and work with a web-
based application. 



Exploring Web-Based Spreadsheets : 
 

 There are several web-based spreadsheet applications which are worthy competitors to 
Microsoft Excel. 

 
Here we will be discussing on one of those popular competitor, that is Google Spreadsheet. 

 
Google Spreadsheets : 

 
➢ Google Spreadsheets was Google’s first application in the cloud office suite first known as 

Google Docs & Spreadsheets and now just known as Google Docs. 
 

➢ Google Spreadsheets is Google’s most sophisticated web-based application. 
 

➢ You access your existing and create new spreadsheets from the main Google Docs page 
(docs.google.com). 

 
➢ To create a new spreadsheet, click the New button and select Spreadsheet; the new 

spreadsheet opens in a new window. 

 
 

➢ As shown in figure above, the Google Spreadsheets workspace looks a lot like every other 
PC- based spreadsheet application you’ve ever used like Excel. You’ll quickly recognize the 
familiar rows-and-columns grid. The buttons or links for some specific operations might be 
in slightly different locations, but pretty much everything you expect to find is somewhere 
on the page. 

 
➢ Google Spreadsheets uses a tabbed interface and the workspace changes slightly depending 



on which tab (Edit, Sort, Formulas, or Revisions) you select. 
 

➢ Each tab in a Google spreadsheet has its own toolbar of options, specific to that toolbar’s 
function: 

 
1- Edit : 



• This tab displays a toolbar full of editing and formatting options, such as cut/copy/paste, 
number and text formatting, cell alignment, and the like. 

 
• There’s also a button on the toolbar to add a chart to your spreadsheet, based on 

selected data. 

 
2- Sort : 

 
• This tab displays an abbreviated toolbar of sort-related options.You can sort the 

selected cells in normal or inverse order or opt to freeze the header rows for easier 
sorting. 

 
3- Formulas: 

 
• This tab displays a Range Names button, which you can use to name a range of cells. 

 
• There are also links to insert some of the most common functions (Sum, Count, Average, 

Min, Max, and Product), as well as a More link that displays all available functions. 
 

4- Revisions : 
 

• This final tab displays a pull-down list of the various versions of the current file. You can 
also use the Older and Newer buttons to switch to a different version. 

 
Collaborating on Databases 

 Today in cloud computing technology, the underlying data of a database can be stored in the 
cloud—on collections of web servers—instead of housed in a single physical location. 

 
 This enables users both inside and outside the company to access the same data, day or night, 

which increases the usefulness of that data. 
 

 It’s a way to make data universal. 

 
Understanding Database Management: 

 
➢ Before we start looking at web-based database management applications, it helps to know 

a little about how databases themselves work. 
 
How Databases Work : 

 
➢ A database does many of the same things that a spreadsheet does, but in a different and 

often more efficient manner. 



 
➢ Many small businesses use spreadsheets for database-like functions. 

 
Example : 

 
If a spreadsheet is a giant list, a database is a giant filing cabinet. Each “filing cabinet” is 
actually a separate database file, and contains individual index cards (called records) filled 
with specific information (arranged in fields). 



➢ You can use a database application to create and store anything that includes a large 
amount of data. 

 
For example, 

you can create a database that contains all your favorite recipes or the contents 
of your CD or video collection. 

 
➢ A database management program not only stores this data but also automates data entry, 

retrieval, and analysis. 
 
How Online Databases Work : 

 
➢ A local database is one in which all the data is stored on an individual computer. 

 
➢ A networked database is one in which the data is stored on a computer or server connected 

to a network, and accessible by all computers connected to that network. 
 

➢ Finally, an online or web-based database stores data on a cloud of servers somewhere on 
the Internet, which is accessible by any authoriz, ed user with an Internet connection. 

 
➢ The primary advantage of a web-based database is that data can easily be shared with a 

large number of other users, no matter where they may be located. 
 

➢ As the data itself is stored in the cloud, when someone at one location updates a record, 
everyone accessing the database sees the new data. 

 
Exploring Web-Based Databases: 

 
➢ In the desktop computing world, the leading database program is Microsoft Access. 

 
➢ In larger enterprises, you’re likely to encounter more sophisticated software from 

Microsoft, Oracle, and other companies. 
 

➢ Interestingly, none of the major database software developers currently provide web-based 
database applications. Instead, you have to turn to a handful of start-up for your online 
database needs. Such web-based Database applications are : 

 
Blist, Cebase, Dabble DB, Lazybase, MyWebDB, QuickBase, TeamDesk, Trackvia, Zoho 
Creator, Zoho DB & Reports etc 

 

Blist : 
 



➢ One of the newest entrants in the web-based database market is Blist (www.blist.com). 
 

➢ Blist is a relatively easy-to-use database designed for nontechnical business people. 
 

➢ In fact, the company bills it as something of a cross between a spreadsheet and database 
program. 

http://www.blist.com/


 
 

➢ The default Blist interface uses a spreadsheet metaphor, as shown in figure above, 
complete with rows and columns. 

 

 
➢ You can switch to a forms-based interface, as shown in figure above, which is perhaps better 

for entering raw data one record at a time. 
 

➢ Despite its ease of use, Blist provides some robust database management and reporting 
capabilities. 

➢ You can make your data completely public or share it with designated users. 



 
➢ Databases can be read-only, or users can have the option of adding new records or deleting 

old ones. 



Storing and Sharing Files and Other Online Content 

 The cloud can be used to store documents, either as a giant backup drive or as your primary 
source of file storage. 

 
 In addition, you can use the cloud to store and share your favorite websites. 

 
Understanding Cloud Storage : 

 
 This is a form of networked data storage where data files are stored on multiple virtual servers. 

 
What Is Cloud Storage? 

 
➢ The servers used for cloud storage are typically hosted by third-party companies who 

operate large data centers. 
 

➢ When you subscribe to a cloud storage service, you lease storage capacity from the cloud 
storage service. 

 
➢ You then have access to the contracted amount of storage space, which you access via the 

Internet. 
 

➢ What you see looks like a single server or hard disk, but it’s really just a virtual server. 
 

➢ In reality, your data may be stored across multiple servers, sometimes spanning multiple 
locations that then appear to be a single server in your storage dashboard. 

 
➢ A cloud storage service might offer multiple petabytes of storage. 

 
➢ The best-known cloud storage service today is probably Amazon.com’s Simple Storage 

Service (S3). 
 
Why Use Cloud Storage? 

 
There are three primary benefits to cloud storage: 

 
1- Scalability : 

 
➢ When you rent cloud storage space, you can opt to use as much or as little space as you 

need. It’s easy to “flip and switch” and increase your storage space if you suddenly have 
larger storage needs. 

 
2- Reliability : 



 
➢ If you’ve ever had your company’s server go down, you know how important it is to 

have access to backup data. 
 

➢ Cloud storage can be used as giant online backup drive. Even if you rely on cloud services 
for your primary data storage, you still have the peace of mind that comes from knowing 
your data is duplicated on multiple servers. 



3- Lower costs : 
 

➢ Cloud storage services can offer lower storage rates because they more efficiently use 
the server space they have; space gets reassigned to users almost instantly, on an as-
needed basis. 

 
➢ It’s a lot cheaper to use excess space in the cloud than it is to purchase a new server or 

hard disk drive. 
 
Risks of Storing Data in the Clouds : 

 
Some risk is associated with using cloud storage services which are : 

 
1- Reliability : 

 
➢ If your cloud service provider has technical problems and either goes offline, then you 

may not access your data or you may lose stored data. 
 

➢ If a cloud storage service doesn’t have adequate infrastructure or doesn’t maintain 
multiple backups, your data could be at risk. 

 
2- Security : 

 
➢ There still exists the possibility that high-tech thieves could break into the system and 

view or steal your sensitive data. 
 

➢ It’s almost always less safe to store your data elsewhere than where you have physical 
control over it. 

 
3- User error : 

 
➢ you employ fallible human beings to manage your systems, then someone could 

inadvertently let a password slip, or enter an incorrect web address. All it takes is one 
simple mistake to expose your data to unauthorized users or permanently delete data 
you don’t want to delete. 

 
4- Access problems: 

 
➢ Because you’re accessing your data over an Internet connection, you’re in big trouble if 

that connection goes down—either on your end or with your cloud storage provider. 
 
Evaluating Online File-Storage and -Sharing Services: 

 



 Let’s look at some of the more popular cloud storage services—many of which also offer file- 
sharing capabilities. 

 
Amazon S3 : 

 
➢ The Amazon Simple Storage Service (S3), launched in March 2006, provides unlimited online 

storage. 
 

➢ You access your stored data via a simple web interface. 



➢ Amazon charges fees for the amount of data stored and for the bandwidth used in 
uploading and downloading that data. 

 
➢ In the United States, you pay $0.15 per gigabyte of storage used, plus a data transfer fee 

that ranges between $0.10 and $0.17 per gigabyte transferred. 
 

➢ It uses the same scalable storage infrastructure that Amazon.com uses to run its own global 
e- commerce website. 

 
➢ You access Amazon S3 by going to aws.amazon.com and clicking the Amazon Simple Storage 

Service link. 
 
Egnyte : 

 
➢ Egnyte ( www.egnyte.com ) provides online file storage, backup, and sharing. 

 
➢ You can easily designate authorized users with whom to share specific files and folders, 

complete with automatic file versioning. 
 

➢ Access to the Egnyte service is via the simple web interface you see in figure below. 

 
 

➢ You set up a virtual online file server that you configure according to your specific needs. 
 

➢ You can then designate shared folders and subfolders with different permissions for power 

http://www.egnyte.com/


users and standard users. 
 

➢ Uploading files is as easy as clicking a few buttons. Anything you upload to your shared 
folders can then be shared with other users you authorize. 



ElephantDrive : 
 

➢ ElephantDrive (www.elephantdrive.com ) is a user-friendly online file-storage service. 
 

➢ They offer three different versions of different-sized users: Home Edition, Pro Edition, and 

Pro Plus Edition. 

➢ Each edition has different storage and transfer limits. 
 

➢ The Home Edition is priced at an affordable $9.95/month. 
 
Mosso : 

 
➢ Mosso (www.mosso.com) is a businessready cloud hosting platform. 

 
➢ Both storage and bandwidth scale automatically as needed. 

 
➢ you pay on a per-gigabyte basis for what you actually use. 

 
➢ You can use Mosso to host anything from individual files to complete websites. 

 
➢ In fact, Mosso let you serve as your own website hosting service, complete with domain 

registration and client billing services. 
 
myDataBus : 

 
➢ The myDataBus service (www.mydatabus.com ) is a combination cloud storage and file-

sharing service. 
 

➢ You can use myDataBus to store your individual files or to share photos, videos, and music 
with your friends and family. 

 
➢ It also offers group collaboration tools and integration with Facebook, MySpace, 

LiveJournal, and other similar sites. 
 
Nirvanix : 

 
➢ If your storage needs are larger, consider Nirvanix (www.nirvanix.com ). 

 
➢ Nirvanix is a cloud storage platform optimized for large files and large enterprise-level 

customers. 
 

http://www.elephantdrive.com/
http://www.mydatabus.com/
http://www.nirvanix.com/


➢ The Nirvanix Storage Delivery Network intelligently stores, delivers, and processes storage 
requests in the best network location. 

 
➢ Storage is offered on an on-demand, completely scalable basis. 



Exploring Online Bookmarking Services 
 
This type of service lets you share your notes and favorite websites with your friends and 
colleagues or with yourself , if you’re on another computer. 

 
This saves your bookmark and notes to the cloud; you can then email the link to friends, or access 
it yourself at a later time. 

 
Here we will discuss a few of the more popular bookmarking and notebook sites. 

 
BlinkList : 

 
BlinkList (www.blinklist.com ) is an easy-to-use bookmarking site. 

 
When you sign up for the (free) service, you install a small applet in your web browser.This applet 
adds a Blink. This Site link to your browser’s favorites list. 

 
Click this link when you find a site you want to save; this displays the Blinking dialog box shown 
in figure below. Enter any notes you have about the site, and then click the Blink button. 

 
You can also use this dialog box to send a link to the site to friends and family. 

 
The site now appears on your BlinkList My List page, along with all the other sites you’ve 
“blinked.” 

 

http://www.blinklist.com/


 



ClipClip 
 

➢ ClipClip (www.clipclip.org ) does more than just bookmark favorite websites; 
 

➢ It lets you clip and save text and images from websites and blogs to an online notebook. 
 

➢ You can store and organize your clips for future use or share them with others. 
 

➢ You clip images and text by selecting them in your web browser (using your mouse) and 
then clicking the ClipClip button or link. 

 
➢ The clips are then uploaded to the ClipClip website, where you can view them yourself or 

share them with other users 

 
 
 
Clipmarks 

 
➢ Clipmarks (www.clipmarks.com ) functions much like ClipClip. 

 
➢ You can clip any type of content from a web page and save it to the Clipmarks website. 

 
➢ You can then access your clips at a later time from any Internet-connected computer, or 

share your clips with other users. 

http://www.clipclip.org/
http://www.clipmarks.com/


Sharing Digital Photographs 

In the preceding chapter, we discussed sites you can use 
to store and share all types of computer files. One particular type of file-sharing site, however, 
warrants coverage 
in its own chapter. I’m talking photo-sharing sites—those web-based sites that let you store and 
share your digital photographs with friends and families. 
Beyond simple photo sharing, however, are sites that let you edit your digital photos. Although 
these sites will never equal the editing power of a high-end software program such as Adobe 
Photoshop CS, an online photo-editing site might be all you need to perform simple editing tasks, 
such as lightening or darkening a photo, cropping the frame, and so on. 
So read on to learn what you can find in the cloud to help you fix and share your favorite digital 
photos. 

 
Exploring Online Photo-Editing Applications 

 
Let’s start with those web-based applications you can use to edit your digital photos. After all, 
not every picture you take is perfect; sometimes a quick fix can turn a bad photo into an 
acceptable one. 
What can you do with an online photo-editing program? While you don’t have quite the number 
of options you do with most desktop photo editing 
software, you do get all the basics. You can crop and rotate your photos, color correct them, fix 
the red-eye problem, adjust contrast and brightness, and even combine multiple photos into a 
photo collage. 
Most of these cloud applications work by having you upload your photo to the editing site first. 
You then make the edits you want, often by clicking a “quick fix” button of some sort. Your edited 
photo is then downloaded back to your computer for archiving. 

 

 
Adobe Photoshop Express 

 
The first web-based photo-editing application we’ll discuss is also arguably the best. Adobe 
Photoshop Express (www.photoshop.com/express/) has a stellar lineage, coming from the same 
company that brings you Photoshop CS, the number-one photo-editing program for serious 
photographers. As the name implies, Photoshop Express is kind of a quick-and-dirty version of 
the fullfeatured Photoshop CS, with all the basic editing controls you need to fix the 
most common photo problems. Best of all, it’s completely free. 
You start using Photoshop Express by uploading those photos you want to edit. Your uploaded 
photos appear in the online library shown in Figure 16.1. To edit a photo, double-click that photo 
in the library. 
The Photoshop Express editing window, shown in Figure 16.2, offers a variety of different editing 
options, grouped as follows: 
_ Basics. Crop, rotate, auto correct, exposure, red-eye removal, touchup (a blur effect to remove 

http://www.photoshop.com/express/)
http://www.photoshop.com/express/)


scratches and blemishes), and color saturation control 
_ Tuning. White balance, highlight, fill light, sharpen, and soft focus 



_ Effects. Pop color, change hue, black & white, tint, sketch, and distort This is far and away the 
largest collection of editing and enhancement options of any online photo editor. Suffice to say, 
just about anything that’s wrong with a photo, you can fix online with Photoshop Express. 

 
 
 

Adobe lets you store up to 2GB of photos. And, like many other web-based photo editors, 



Photoshop Express is integrated with Flickr, so you can upload 



your edited photos to the Flickr site with a minimum of fuss and muss. 
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