Chapter 1
Getting Started with Zoho

In This Chapter

The Zoho advantage: Why it’s right for so many people
Signing up for Zoho
Finding out about the Zoho apps covered in this book

Welcome to Zoho, your online procductivity and collaboration suite of
applications. Zoho is different from a traditional suite of productiv-

ity apps in that it works online (althonsh-you can work with some Zoho apps
offline and synchronize them whep-v:a1’re back online, as you’ll see). All the

applications are available at ww7. zcho . com; all you have to do is to sign up

with Zoho.

Zoho offers all the applicaiions you would expect in a full productivity
suite and more. It’s got ali the applications you see in application suites
costing hundreds of dcilars, but Zoho is free (although some applications
charge you to go Leond the basic levels). Zoho gives you word processing,
spreadsheets, 'ncii, customer relations management, database, invoicing,
presentation applications — and that’s just the beginning. It’s fair to say
that Zoho as an application matching just about every popular type of
application out there.

Zoho is all about cloud computing — that is, storing your data online for use
with online applications. No longer do you need to be tied to older software
that hasn’t been updated on your computer. In fact, you don’t even have to
run the application on your computer at all — it runs in the “cloud.” And that
makes it easy to, among other things, share your data with co-workers online.

As you will see throughout this book, Zoho applications have a lot to offer.
You can use them from anywhere with an Internet connection, share your
data with others, and collaborate interactively. Best of all, you don’t have to
worry about buying new versions of Zoho as they come out because they're
automatically updated online.
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In this chapter, you take care of the first order of business: signing up for a
Zoho account. Once you have a Zoho account, you're ready to start working
with the applications. This chapter gives you a rundown of the Zoho applica-
tions covered in this book, explains what you can do with them, and points
you to the chapters where you can find out more about them.

Signing Up for Zoho

To access all the Zoho applications, sign up for Zoho. Start at www . zoho . com,
as you see in Figure 1-1.
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Setting up your account

To enter the world of Zoho, you get a username and password which you
need to use to sign in to every Zoho application. To get your username and
password, follow these steps:

1. Navigate your browser to www. zoho.com.

2. Click the Sign Up for Free! link you see at the right in Figure 1-1,
opening the Create a Zoho Account page you see in Figure 1-2.

3. Enter the username you want to use.

Your username should be 6 to 30 characters long, and it can contain
letters, numbers, underscores, and/or dots (.).
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|
Figure 1-2:
The Zoho
signup

page.
|
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. Enter a valid e-mail address.

Zoho will send a confirming e-maii 1o the address you enter.

. Enter the password you wou 10 use.

Your password should be 2 to 60 characters.

Don’t use your Zoha 1sername or e-mail address in your password.
Zoho checks for that and will reject it.

6. Retype your pessword.

7. Enter the “7isual code you see into the text box just above the code.

9.
10.

If you get the visual code incorrect, Zoho will give you more chances by
displaying another code (without erasing the information you already
entered).

. Select the check box for I Agree to the Terms of Service and Privacy

Policy.

If you want to read the Zoho terms of service, click the Terms of Service
and the Privacy Policy links.

(Optional) To subscribe to the Zoho newsletter, select that check box.

Click the Sign Up button.

If you entered all the information correctly, Zoho displays a new page with
this message.
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A verification email has been sent to steve@meadowridgetownhouses.
com. Please click the link given in that email to confirm your registration.
Note: If your registration is not confirmed, Zoho reserves the right to
deactivate/delete it later without notice.

Just click Continue, and you should get an e-mail that reads something like this:

Hi username,

Thanks for registering with Zoho! To confirm your registration, please
click here within 7 days of receiving this email, else the link will be
expired.

If the above link doesn’t work, please copy and paste the below URL on
your browser.

https://accounts.zoho.com/confirm?DIGEST=Jkqxt8C50MFe9Uvil7xnubl
T2H28*HIte2P*14e.nm*9qag41 TWWxDVIkOBj;K bFNEzdfLhUz_sn3hz3EMV
GAsMb*9xrKGaQOGbG3nFWY-

If this email means nothing to you, then :tis possible that somebody else
has entered your email address eithcr deliberately or accidentally from
the IP address xxx.XxX.XXX.XxX, S ulease ignore this email.

Thanks,
Team Zoho
http://zoho.com

Your subscriptior:: You are receiving this email because of your
registration witix Zoho that entitles you to receive this one time mail
communicaticn. If you wish to unsubscribe from Zoho, visit https://
accounts..o0lo.com.

Z¢tio / AdventNet, Inc.
4900 Hopyard Rd, Suite 310 Pleasanton, CA 94588, USA
Phone: +1-925-924-9500 Fax: +1-925-924-9600

Signing in for the first time
You're almost done creating your Zoho account. To finish, follow these steps:

1. Click the link in the confirmation e-mail (or copy the link and paste it

into your browser’s address bar).

A page appears in your browser asking for your password.

2. Enter your password.
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Figure 1-3:
The Zoho
SignIn
page.

|
Figure 1-4:
Your Zoho
Accounts
page.

3. Click Continue.
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You see another page with a Confirmation Successful message.

4. Click the Continue Signing In button.

The Zoho Sign In page appears, as shown in Figure 1-3.
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5. Enter your username.

6. Enter your password.

7. Click the Sign In button.

Your Zoho Accounts page appears, as shown in Figure 1-4.
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From this point, click the links you see in Figure 1-4 to start any Zoho
application: Writer, Sheet, Show, and so on.
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3

However, after you have your username and password, [ recommend that
you go to each individual application’s page — http://writer.zoho.com
for Writer, or http://sheet.zoho.com for Sheet, for example — to start an
application.

Here’s why signing in directly from the app home page is better than going to
the Accounts page and clicking an application’s link. Zoho sometimes adds a

navigation bar of links at the left of the application’s page from which you can
switch to other applications. That navigation bar takes up space, and usually

pushes menus and buttons off the screen. Not optimal.

So, when you sign in at an application’s home page, Zoho still asks for
your username and password, but after you sign in, the application starts
immediately.

Taking a Look at the Zoho \pps
Covered in This Book

After you become an official Zoho:ccr, take a look at what’s available in
Zoho. Zoho offers a ton of apps, hut, unfortunately, I don’t have space to
cover them all here. Here are the ones I do talk about in this book.

Writer: Voui word processor

Writer is the 20120 word processor extraordinaire, offering nearly all that
word proces:ors that cost hundreds of dollars have to offer. You can see
Writer at work in Figure 1-5.

To start Writer, navigate to http: //writer.zoho.com, enter your user-
name and password (see the first part of this chapter for how to open a Zoho
account), and click the Sign In button. That’s all it takes.

With Writer, you can enter and format text, align page elements, insert
images and hyperlinks, create tables, and work with templates. Additionally,
you can use Writer to publish to the Web, share documents with others, and
work offline. And as an organizational tool, you can add additional informa-
tion with tags.

Read all about Writer in Chapters 2 and 3.
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Figure 1-5:
Zoho Writer
at work.
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Figure 1-6:
Zoho Show
at work.
|
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Show: Your presentation manager

Show is your presentation manager, jetting you create and show slides to
your audience (much like Micresot: PowerPoint). You can see Zoho Show at

work in Figure 1-6.
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|
Figure 1-7:
Zoho
Notebook

at work.
|

To start Show, navigate to http: //show. zoho . com, enter your username
and password, and click the Sign In button. With Show, you can create pre-
sentations by adding slides, using text and images, and adding shapes. You
can also work with notes, share your presentations with others, and view
presentations online.

Read all about Show in Chapter 4.

Notebook: Vour online scrapbook

With Zoho Notebook, you can collect text, images, video, audio, and other
items that you upload or that you clip from the Web. It’s a great scrapbook
application that allows you to collect items from all cver and store them in
one place. You can see Zoho Notebook at work in Figure 1-7.
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To start Notebook, navigate to http: //notebook. zoho. com, enter your
username and password, and click the Sign In button. Zoho Notebook allows
you to add all sorts of content (videos, text, images, and audio), add shapes
and pages, use Web clipping, and share your notebook.

Read all about Notebook in Chapter 5.
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|
Figure 1-8:
Zoho
Planner

at work.
|

Planner: Your online organizer

Ever have a paper organizer? You know, one of those heavy collections of
tabbed papers that pages keep falling out of? Now you can take your orga-
nizer online, with Zoho Planner. You can keep track of events, addresses,
meetings — just about everything in your busy life. You can see Zoho Planner
at work in Figure 1-8.
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To start Planner, nevigate to http: //planner. zoho. com, enter your
username and password, and click the Sign In button. With Planner, you can
create a ta-aohist, add and edit items in a list, add appointments, get remind-
ers, keep track of addresses, and share pages.

Read all about Planner in Chapter 6.

Mail: Your communication center

Many online application suites offer mail programs, and Zoho is no excep-
tion. You can send and receive mail, send and receive attachments, embed
HTML in your mail, and more with Zoho Mail.

You can see Zoho Mail at work in Figure 1-9.

15
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|
Figure 1-9:
Zoho Mail

at work.
|

|
Figure 1-10:
Zoho Sheet
at work.
|
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To start Mail, navigate to http://mail. zoho. cori =nter your username
and password, and click the Sign In button.

Read all about Mail in Chapter 7.

Sheet: Vour spreadsiieet

You’'d expect a serious applicaticn suite to have a powerful spreadsheet pro-
gram, and Zoho does: Sheei:

Sheet is as feature rich as applications you could pay hundreds of dollars for,
but it’s completel {rez. You can enter or import your data, sort or filter it,
and apply function: and formulas, all with ease. You can see Sheet at work in

Figure 1-10.
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|
Figure 1-11:
Zoho
Reports.
|

To start Sheet, navigate to http: //sheet.zoho.com, enter your username
and password, and click the Sign In button. Use Sheet to create, import, and
format spreadsheets; enter and sort data; add and delete rows and columns;
use formulas and functions; create pivot tables; export to other programs;
handle external data; and share spreadsheets with others.

Read all about Sheet in Chapter 8.

Reports: Your database

Zoho even sports a database application: Zoho Reports. As strong of a data-
base system as Microsoft Access, Reports allows you te sort and filter your
records, as well as execute full SQL (Structured Query .anguage) statements,
just as you’d expect from a professional database 2application. You can see
Zoho Reports in Figure 1-11.
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To start Reports, navigate to http: //db. zoho. com, enter your username
and password, and click the Sign In button. Use Zoho Reports to create a
database from scratch or by importing, enter records, work with tables and
edit their design, sort and filter records, execute SQL statements, choose
from different views, and share your data online.

Read all about Reports in Chapter 9.

17
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Figure 1-12:
Zoho
Projects

at work.
|

Projects: Your team scheduler

If you manage a team and want to keep on schedule with your projects, Zoho
Projects offers a great solution. You can set up timelines, meetings, appoint-

ments, and tasks; assign tasks to people; and share everything interactively.

You can see Zoho Projects at work in Figure 1-12.
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To start Projects, navieate to http: //projects.zoho.com, enter your
username and password, and click the Sign In button. Use Zoho Projects
to work with the Projects dashboard; track time; create projects and mile-
stones; add ucers and tasks, assign tasks and roles to users, and manage
users; use tii= built-in calendar and schedule meetings; work with, upload,
and organize documents; tag data; use forums; and generate reports.

Read all about Projects in Chapter 10.

Invoice: Your billing application

When it comes to collecting what customers owe you, Zoho Invoice is right
there with you. From creating invoices to sending them out, Invoice gets the
job done. You can see Zoho Invoice at work in Figure 1-13.

To start Invoice, navigate to http://invoice. zoho.com, enter your user-
name and password, and click the Sign In button. Use Zoho Invoice to set
your company profile, currency type, time zone, tax information, and logo;
create an invoice; add and delete customers; and manage inventory.
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|
Figure 1-13:
Zoho
Invoice

at work.
|
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Read all about Invoice in Chapter 11.

CRM: Your custoziser relationship
management sustem

This is the big one, thie whopper of the bunch. Zoho CRM is the biggest of the
Zoho applications; anu you can sign up and pay for multiple levels. Or, you
can opt for a frec level.

CRM stands ior customer relationship management, and with Zoho CRM, you
can keep track of just about every marketing and sales task there is. This
application mimics CRM applications that sell for thousands of dollars.

You can track leads, potential leads, customers, sales orders, purchase orders,
inventory, and much more. You can see Zoho CRM at work in Figure 1-14.

To start CRM, navigate to http://crm. zoho.com, enter your username
and password, and click the Sign In button. Use Zoho CRM to customize your
CRM; create records, forecasts, profiles, and custom views; add users; track
inventory, marketing trends, and sales by sales rep; manage users and cus-
tomers; and work with modules.

Read all about CRM in Chapter 12.
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