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15 GAME-CHANGING
GOOGLE TIPS




Most people rely on Google to find what they need each day. You probably do too. And, if
you're like most of us, and you search on Google many times a day, you may be spending
more time browsing than you need to.

With just a few helpful tips, you and your employees can increase productivity while still
finding what you need online each day. We’ve come up with some great “game changing”
Google Search Tips. See below!

Note: These tips will work in any web browser, not just Google Chrome. Also, don’t worry about

your spelling, using caps, or writing out the entire search name. Google Search is usually smart
enough to figure out what you’re trying to find.

Table of Contents

L. QUUICK ANSWETS ...ttt et ettt s e e st e e b bt e s bt e e e ab e e e bb e e e abbeeeabeeesabe e e e eabeeeeabeesbbeesabeeesabeesnneesanee 3
2. HOW TO USE TabS ..ttt ettt et a bt e s b bt e et e e e s st e e e bt e e s e eabe e s bbeesbeeesabeeesnbeesanneenas 5
R I =T: [ I =T o T =1 Lo 3SR 5
4, Searching iN SOCIAI IMEAIA ...ceieiiiiiiieeeee e e e e e e e e e ses bbb aeeeeeseesseessssraereeeeessensssrenraeeens 9
o [ F= T CIY Y- [ ol o TP PUPPRN 11
X 1V T Tol=Yo M g Yo dINY=F- [ o] o [PPSR 13
7. REVEISE IMAGE LOOKUP ...evveiiiiiiie ettt ettt ettt e e st e e st e e e st e e e e s abae e e e s sabaeeesaabeeeseeeanssaeesssseaessnnseeeenns 15
8. FIlter YOUT SEAICH RESUIES ....coiuiiiiiiiie ittt et e e s st e s be e e sbe e e sab e e e snneesanee 16
9. SEArch Body, Title OF URL ... .ttt e e e e e st e e e e e s s e bt e e e e e e e e e s nnstaensbaaeeeeeeeesnnsaanneeesseanans 17
10. Math 1IN YOUF SEAICH BOX...ecutiiiiiiiiiiiiiiie ettt ettt e s e s s e be e sbe e e sbe e s saneesannees 19
I I 0T V7= ] T T PP 21
R I =T 0T € o TP PRURPOPRPI 23
S T N - Tol QAN - 1] - RPSP 23
I Yol QN1 [T o T o =4 o SRR PSP 25
I TNY=E: [l o I 1 LR Y o1 PP TPPPR 25
Here’s A BONUS TIP FOr YOU! ...euiiiiiiiiie ettt ettt s e e st e e s sttt e e e s abe e e e ss sataee s ssbaeeeenabaaessnanens 29

FAN o1y = T V7o TU I oo 1YL= =T I SRR 30



1. Quick Answers
Want to know what the weather will be like today? Simply type in “weather” redding
(Redding, California), and Google will tell you if you need to bring an umbrella with you.
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Tip #1 Quick Answers _

Let’s say you want a definition for the word ransomware. You guessed it. Just type it in “define
ransomware” and Google will pull up a dictionary and your answer will appear. If you want to
hear how it’s pronounced, just click the little sound symbol.
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Tlp #1 Quuck Answer

Want to know where a phone call is coming from? Type in the area code and Google will tell
you.
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Area coc

South Dakota

North American Area code 605 is the telephone area
code serving the entire state of South Dakota, and is
one of the area codes that was created in 1947. Itis
also one of a gradually decreasing number of single
state, single LATA, single area code areas

State: South Dakota
Area code 605 Wikipedia People also search
ttps.//en.wikipedia.org/wiki/Area je_¢ de 712, MOF

Tip #1 Quick Answers



2. How To Use Tabs

Whenever you do a search you’ll see tabs at the top of the page under results. These will
provide you additional information about your search topic such as news, images, shopping,
videos and more. You can get a plethora of information right from the results page. Google’s
very good at providing what you need very quickly.

()\

(=

electric cars
All News

Cars » Electricity

2018 Nissan LEAF

2018 Chevrolet Bolt EV = 2018 Kia Soul EV
._A

2017 Tesla Model 3 iﬁ 2018 FIAT 500e
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3. Search Separators

Google lets you get very specific with your searches. For example, if you want to buy a new
camera, but you only want to spend $400, just type in — camera $400 — and voila! Google
limits your search parameters and presents you with specific options.
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Shop for camera $400 on Google
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You can also ask for a range of camera prices. For example, type $200 .. $500 and Google will
come up with cameras from $200 to $500 in price. (The dot dot is the key to doing this.)
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If you type in a word that has two meanings like jaguar (the animal vs. the car) you may need
to help Google. If you want to know the speed of a jaguar (the animal not the car) key in
“jaguar speed animal” and Google will know right away that you’re looking for the speed a
jaguar can run.
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Jaguar Facts

Kingdom: Five groups that classify all living

= Animalia
things
Top Speed: The fastest recorded speed of the 80kph (50mph)
animal
Diet: What kind of foods the animal eats Carnivore

Prey: The food that the animal gains energy from Deer, Capybara, Tapir

Predators: Other animals that hunt and eat the

- Human
animal

35 more rows

Jaguar (Panthera Onca) - Animals - A-Z Animals
https://a-z-animals.com/animals/jaguar/
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If you want to find an exact answer for your search, such as — the world’s tallest building — put
guotes around your search. This tells Google that you only want to know about that one
specific building and not others.

World > Buildir

Burj Khalifa
2,717’



If you type the word OR in your search, Google will search for more than one item. For

example, you may want to search for a “red OR black Tesla” and here’s what Google will come
up with:

Images for black or red tesla
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-) More images for black or red tesla Report images

Use the asterisk (*) mark to define a search further.
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Google will come up with a list of many of the world’s smallest things.
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13 Smallest Animals In The World - YouTube
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Aww, small animals are so cute! Check out this adorable list of the worlds tiniest
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4. Searching in Social Media

To specify that you want to search for something on social media, tell Google this by typing in
the @ sign. For example, if you want to learn about the Microsoft Surface on Twitter, type in
@twitter microsoft surface and the Twitter feed will pop up.
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All

Microsoft Surface (@surface) - Twitter

https://twitter.com/surface 3

Master the art of multitasking
with a few key @Windows
shortcuts. Snap, minimize
see open windows, & more

Twitter

Just think of those two

decades as a warm up to the

main attraction,
@ClockStriking13
#Surfacelaptop

Twitter

Say hello to Surface Hub 2
Transform any space into a
collaborative on¢. Read the
announcement. #Surface
#SurfaceHub2 bit.ly

Twitter
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You can do the same with any social media platform. If you want to find the Facebook page
for Cisco, simply key in @facebook cisco systems and the Facebook page for Cisco will appear.
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Cisco Joins Facebook, NetHope, and Others to Expand ICT Support
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Nam Nguyen - Infrastructure Software Engineer - Facebook | LinkedIn
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Tip #4 Search Social c_

Try this with LinkedIn. To search for the CEO of Cisco, Chuck Robbins, key in @linkedin chuck
robbins and his LinkedIn page will pop up.

Google

@linkedin chuck robbins
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linkedin chuck robbins

Google Search m Feeling Lucky

Here’s the link to his page.
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Los Gatos fornia - CEO - Cisc

View Chuck Robbins' profile on Linkedin, the world's largest professional community. Chuck has 13 jobs
obs listed on their profile. See the complete profile on

Chuck Robbins | LinkedIn
https.//www.linkedin.com/today/author/chuck-robbins-9b47a195
Check out professional insights posted by Chuck Robbins, CEO, Cisco

Chuck Robbins - Cisco Executive | The Network - Cisco Newsroom
https://newsroom.cisco.com/chuck-robbins?articleld=423653 v
Chuck Robbins is the Chief Executive Officer of Cisco and a member of its Board of Directors. He

Click it, and you’re on his LinkedIn page.
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5. Image Search

On the main Google Page, you’ll find the word Images on the top left. Click this, type in what
image you’re looking for and Google will find it for you.
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Let’s say you only want small business wireless access points from Cisco. Just key in the term

and Google will pull these up.
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Click on an image and Google will take you to that link. You can also right-click the image and
Google will save it to your hard drive. Or, you can copy the image and paste it where you’d like
such as in a PowerPoint slide or proposal you’re preparing.

: Cisco AIR * y/ 5161.30

LAP1142MN

" (New) B

You can even share the image to social media or in an email if you’d like.

Cisco WAP121 Wireless-N Access Poi...

6. Advanced Image Search

Keep in mind that when you copy and paste images they may be copyrighted. So, if you're
planning on preparing a marketing piece or anything that will go out to an audience with your
company’s name on it, just be sure that the image is free to use.



For advanced image searches, type this into your Google Search box and a page will come up
where you can find these.
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Tip #6 Advance Image Sear

Google

Advanced Image Search

Find images with

all these words

this exact word or phrase.
any of these words

none of these words

You can get very specific for what you’re looking for. We searched for birthday images. Below
you’ll see that we only wanted Clip Art and PNG images that are free to use.
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type of image: Clip art -
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SafeSearch Show most relevant results -
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And we found just what we needed.
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7. Reverse Image Lookup

If you have a photo or picture and you want Google to find similar images, go to the top right
of the Google Search Page and click Search By Image.

EE

- - 0 x
F 5 O 00 torm | Mape/wwngeogssn som e e+ uremtiorhaowe - rmaliton - achites

saa @0

0 wvmpegne & 0 B Satavie B sativn ) setonent © oo -

W <o L s ANV A MU0 o) A g N+ MO -4 T4

P oo O Oooge A o BT vonton BT 000 @ boeorw ll Aaonsen [ Comanwne 08 oo 0 Amind ) Smpmong 0 e Omt ) don Aiwed be

GO gle jeep scrambler B LV Q H m
New Images Shopping Videos More

Setings Tools afeSearch -



You can paste in an image or upload one that’s similar to what you’re looking for.
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Search Google with an image instead of text. Try dragging an image here
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Paste image URL 1. Upload an image
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Google will analyze the image you provide to find others just like it. (In this case, we wanted to
find images like our 1981 Jeep Scrambler.) Try doing this with images of someone’s face and
see what Google comes up with.
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N

Best guess for this image: 79817 jeep cj8 scrambler

Image size
3000 x 2391

Find other sizes of this image
All sizes - Small - Medium - Large
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8. Filter Your Search Results

Google will give you so many results that you’ll probably want to filter them down. We typed
Dell File Servers into our search and Google came up with results going all the way back to
2013. To filter our search results, under the All button you can select results for a specific
period of time. Now we don’t have to scroll through pages and pages looking for something
more recent. We can even search a custom date range if we want.



You can paste in an image or upload one that’s similar to what you’re looking for.
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Search Google with an image instead of text. Try dragging an image here
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Google will analyze the image you provide to find others just like it. (In this case, we wanted to
find images like our 1981 Jeep Scrambler.) Try doing this with images of someone’s face and
see what Google comes up with.

images
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Best guess for this image: 79817 jeep cj8 scrambler

Image size
3000 x 2391

Find other sizes of this image
All sizes - Small - Medium - Large
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8. Filter Your Search Results

Google will give you so many results that you’ll probably want to filter them down. We typed
Dell File Servers into our search and Google came up with results going all the way back to
2013. To filter our search results, under the All button you can select results for a specific
period of time. Now we don’t have to scroll through pages and pages looking for something
more recent. We can even search a custom date range if we want.
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9. Search Body, Title or URL

If we type the word “ransomware” in Google’s search box, we get over 13 million results
where the word appears in the text, titles, and URLs. You can narrow this down by using a
Google reserved word “intitle:” in front of the word ransomware. Google will bring up results
where the word ransomware appears in the title of an article. Now we’ve gone from 13 million
results to 85,000. (Note: Don’t put any spaces between the colon and your search word.)

" B

pe
:) g|e intitle:ransomware (o

Here, we’re using another Google reserved word — “allintitle:” along with our search words
“prevent ransomware.” Google reveals all the articles that have the words prevent and
ransomware in the title.
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Google allintitle:prevent ransomware 4 Q

All News Images Videos Books More Settings Tools

There’s a new Google reserved word you can try — site. Use this when you want to limit your
search to a specific website. We’re going to do this to look for the word ransomware on the
Apex website.

Bcogie ransomware site:apex.com

s '
We get 52 results.
-~
Joogle ransomware site:apex.com L Q
All News Images Videos Books More Settings Tools

About 52 results (0.26 seconds)

What Is The Financial Impact Of A Ransomware Attack?
hnps://www.appx.com/what-is-theﬁnancial-impact-of-wansomwareanack/ v
Ransomware creates a nightmare scenario for every business it targets. It results in lost access to
critical systems and data, prolonged downtime, lost ...

Beware of Ransomware! - Apex Technology Management
https://www.apex.com/beware-ransomware/ v

Users beware of ransomware: malicious software that extorts money from users in exchange for freeing
the user's computer or data. One particularly nasty ...

What to Do If Your Company is Being Held Hostage by Ransomware?



10. Math In Your Search Box
Google has the capability of doing math in the search box. To perform a simple calculation,
try something like multiplying 450 by 5. In this case we enter 450*5 and Google comes up
with the answer 2250. Plus, Google posts a calculator on your screen so you can erase the
answer and calculate again.
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Google o

2250

m cos log 4 5 6 x

You can type a number and the word “squared” as you see below and find the answer.
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You can find the square root of a number by typing the words “square root” before the
number.
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We found the answer of 2 to the 10" power by using the calculation below. (Hit the shift
key and the number 6 to get the caret symbol.)
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The Google Calculator allows you to perform many different calculations, even scientific
functions. It’s very powerful.
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11. Conversions

Key in whatever you want to convert and Google does the work. Here, we’re converting
cups to gallons.
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Volume s
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Feedback

More info

Convert 32 Cups to Gallons - CalculateMe.com

https://www.calculateme.com/volume/cups/to-gallons/32 v
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Now, we’re calculating miles to kilometers.
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Goog'e 15 miles to kilometers 4 Q
All Maps Shopping News Images More Settings Tools
About 5,960,000 results (0.38 seconds)
Length H
15 = 24.1402
Mile Y - Kilometer :
Feedback

More info

Convert 15 miles to km - Conversion of Measurement Units

https://www.convertunits.com/from/15+miles/to/km v
Quickly convert miles into kilometres (15 miles to km) using the online calculator for metric conversions

And like the calculator, you can keep the conversion box up on your screen and keep
converting whatever you need. You can even do this on your smartphone.



Mass

Area
Data Transfer Rate
Digital Sorage |
Energy
Frequency
Fuel Economy
Length
Mass
Plane Angle
Pressure
Sneed

Isto ...
kilograms
125 Poun¢

12. Translations
Google is fluent in many languages. Ask Google how to say — how far is the airport in
Spanish. Here’s the answer below. If you click the sound symbol, Google will say the phrase
for you. This is very handy when traveling to other countries.

Go gle how far is the airport in Spanish $ Q

All M a} ) New . M otting

English - detected ~ 4 o) & Spanish ~ [E] LD

how far is the airport  qué tan lejos esta el
aeropuerto

How far is it to the airport | Spanish Translator - SpanishDict
www.spanishdict.com/translate/how%20far%20is%20it%20t0%20the%20airport ¥

13. Track A Package
You don’t need to go to the UPS or Fed Ex websites to track a package. Google can tell you
where it is. Just put your tracking number in the Google search field and Google recognizes



what carrier has your package. Then it takes you to the answer on the carrier’s website. In this

case, it’s Fed Ex.

oogle

{=

005794551757272

Track a package

005794551757272

cony irg rrorg erwe over - o
FedEx * Tracking l
o 005794551757272 .
— 0 111 SVBI by ot of iy
Get started » s O -
in transit
w0k 4 Shgrent
T
=

>
1

=
ol
2
m
*
4




14. Track Airline Flights

You no longer need to go to Flight Stats or other airline tracking sites. Look for your flight
right from the Google search box.

(Google

united 571

(\-

united 571
united 5717
united 5716

All

United UA 571

Wed, May 16 May 1 Fri, May 18 Sat, May 19
United - UA 571
oK TiME .
Newark - Thu, May 17 Buffalo - Thu, May 17

Google even tells you the landing time along with the terminal and gate where the plane will
be arriving. And, if you’re doing this on your smartphone, click the sound symbol and Google
will read this to you.

15. Search File Types

If you need to find an example of a certain file type, like an Excel expense report, use another
Google qualifier like we did below. (expense report filetype:xls)



Google

expense report filetype:xis

Google Search I'm Feeling Lucky

Google came up with over 33,000 results for us.

Socwe |

oy

D Geege A e BT v BT 0N @ beeans @ rheeen [ Comeie S eee 8 Amed ] o

Ol @ detarie ) eI ) Aot B he -

3009'6 expense report filetype:xls

Al Images News Books Videos More

About 33,600 results (0.42 seconds)

Pl sample expense report - My Rotary - Rotary International
https://my.rotary.org/en/document/expense-statement-expense-report-xls v

L Q

Settings Tools

3, ROTARY INTERNATIONAL AND ROTARY FOUNDATION EXPENSE REPORT. 4. 5, Name: Total Expenses

(USS);, $ -, Today's Date: 31-Jan-17, For AP Dept

ksl Expense Report

https://www.minnstate.edu/system/finance/.../sof011_expensereport-employee.xls v
1, SEMA4 EMPLOYEE EXPENSE REPORT. 2, in state, short term adv, Reason for Travel/Advance,

Employee Name, Home Address (include city & state)

Ml Travel and Business Expense Report Form - Columbia University

https://finance.columbia.edu/content/travel-business-report-form-workbook v

5, SECTION 1: TRAVEL OR BUSINESS The Travel & Business Expense Report has two uses: 6.7, 1)

Travel Expense reimbursements per trip. 8, A trip may ...

Choose one to download and you can get to work.



Here’s another example. We need a job application for our company.
Again, we used a Google qualifier. In this case, we used — job application filetype:doc
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GO g |e job application filetype:doc

All

Ml sample expense report - My Rotary - Rotary International

https.//my.rotary.org/en/document/expense-statement-expense-report-xis v



ge A Moo B venson BT 005 & lewarw @ Aeenn B o U8 mme B Amand [) e gy 0 AseOna [) dpe Rained fer () emeteguengen
application for employment. Mio's Pizzeria is an equal opportunity employer. Personal Information

Name (Last, First, Middle Jate: $ al Security Number

ol master application for employment - Avivo
https://avivomn.org/wp-content/uploads/2017/09/Master-Application-Template.doc +
K EXPERIENCE: Start with y nost recent job and work backwar f you have viork

aritable n-paid experience

o<l Job Application Form - Mad Hatter Tea House

www.madhatterstea n/wp-content/uploads/2009/1 b-Application-Form.doc »
Job Application Form tructions: Print clearly in black or blue ink. Answer all questior
rm. PER NAL INFORMATION ret N .

bocl application for employment - Bothell FBLA
bothellfbla.weebly.com/uploads/1/6/0/6/16067910/fbla_job_application.doc v
n. EMPLOYMENT APPLICATION nplete the applicat ne from the FBLA

loocljob application - Claridon Township

www.claridontownship.com EMPLOYMENT_APPLICATION_FORM-ADMINIS... v
EMPLOYMENT APPLICATION. ADMINISTRATIVE. Instruct - Print clearly in black or blue ink. Answer
all guestions Sian and date the application

Job Application
0 Chareblond I
Y

s

(S -
[ .
Lo ™ T———
- - s
s LT et
. phense s e e of e p—

Note: Be careful when downloading versions of file types. Make sure your Excel and other
programs are up to date and fully patched. If they aren’t and the file you download contains a
virus or ransomware, you’re in trouble. Hackers hide malware in macros.

The new versions of Word, Excel, and other Office programs have a protection installed to
keep you from downloading infected files.

Here at Apex, we also have a robust firewall installed, so this protects us when downloading
files.



Here’s A Bonus Tip For You!
Try using the microphone in Google. Simply click it and speak what you want to find.

Google

L

Search by voice

Google Search I'm Feeling Lucky

expense reports from Columbia

Google finds what we asked for.
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20 g |e expense reports from Columbia University , Q
Business Expense Reporting | Take Action and Control Spend
A WWW ncur.com/Business/Expense_Report v
et a Single, Accurate View of Your Expenses with SAP C cur. Find Out How Here! Test Drive. Concur
al. Higt ts: Automatically Uploading Electr Receipts, No Creclit Card
Learn More About Concur Get A Free Test Drive
,,,,, N Your Company Benefit No Spreadsheets, No Lost Receipt
rganizat
Travel and Business Expense (TBER) Info | Columbia University ...
https://finance.columbia.edu/content/travel-and-business-expense-info v
rder to provide this reimbursement, the University requires University employees t ompléte and

submit an approved Travel and Business Expense report

Apex has you covered!

That’s it! Feel free to email us or call our Help Desk with any questions you might have.

AApex

Technology Management, Inc.

Transforming Organizations and Lives Through
Innovative Technology Solutions

info@apex.com
800.310.2739




Apex’

Technology Management, Inc,

* Fast Facts about Apex:

= Managed |.T. Services Provider

* |n business for over 25 years (since 1991)

* C(Clients throughout California and other Regions
=  Over 85 L.T. industry certifications (and climbing)
* 30 employees

= Rated #258 on the MSP Mentor “Top 501" List



Google Tips | Apex Technology | ( l

e
£Xpex TR T

The Apex YouTube page has all of our recorded webinars

* Go to apex.com

* Scroll all the way to the bottom
* Click the YouTube link

* Everything is indexed by type
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— How Can Apex Help your Organization:

MANAGED SERVICES END USER SUPPORT CONSULTING & PROJECT CLOUD SERVICES
. # SERVICES
24x7 Monitoring & Patching Fully Staffed Help Desk Managed Hosting
ITA
Backup & aster Re Y Full Time Scheduling
LAN/V ste Upe
Desktog t t/ Proy
Wirele e
Application mer 55 F
Manag ~ ity S+ « ~
Remote & pp Client 1.7 A

www.apex.com (800) 310-2739 info@apex.com

AApex

Technology Management, Inc.

Transforming Organizations and Lives Through
Innovative Technology Solutions

310 Hemsted Dr. Suite 300Redding, CA 96002 * Phone: (530) 248-1000Toll Free: (800) 310-2739
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