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Foreword

Firstly a big thank you for downloading the Teimlo’s Free Software that can help your
business eBook.

This is just one of several helpful guides that Teimlo will be producing, designed to inform you on
ideas and ways in which performanasan be increasedhrough effective time saving ideas. This
book also seeks to raise the awareness of genuinely useful and helpful technologies developed by
individuals, whichmay not havereceived the publicity they deserve.

So please read this eBook and tell us what ythink. And if you have a piece of software that you
think would be particularly useful to others, get in toucho view the cool stuff series please visit
www.teimlo.comand click on the link to our blog.

Many thanks,

The Teimlo Team
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1 Introduction

The Teimlo Cool Stuff blog hasow been running for over a year, its main aim is to seek out and
inform others about new software that will be of great use to businesses. The best way in which to
find out if the software is any good is by ung it ourselves, so then we can see if it will be useful to
others. Through doing this we have compiled over 50 pieces of software that are useful to
organisations of all shapes and sizes, some more specific than others, but useful none the less.

With this eBook we have not only tried to describe the software itself, but also tried to
demonstrate, where possible, through examples, how it would be of use to others.

Teimlo does not have any commercial arrangements with any of these companies and derives no
benefit from these recommendations. They are free to us, free to you and we are pleased to pass
this on to you.
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2 General tools

This section is dedicated to the tools that we found are a must have for any organisation. You will
see from the subheadingthat each tool has a separate purpose, but would be of use all the same.
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2.1 Google Calendar

Google

Calendar

Google calendar is a free calendar service that allows users to have a calendar that can be viewed
and synced with other users. Ideal for any businessoy size. There is no software to download
and it is set out in a user friendly format.

This is by far one of the best free tools around, especially for an office situation. The ability to sync
calendars is a valuable tool. Although Microsoft Outlook offehis service, it comes at the cost of
the Microsoft Office package, whereas this service is free.

The best feature of this service is the fact that at any one time you are able to see the calendars of
everyone that you are synced with. This ifaatastic feature as it makes arranging a sales meeting,
for example, a breeze as at a glance you can see exactly when everyone is free.

We recommend this tool for any small business, not only because it is free, but because it can be
viewed remotely fromany location, as opposed to Microsoft Outlook where you need to be at your
terminal to view it.

At Teimlo, we use this service for organising team diaries and keeping each othetodgate with
changes when we are on the move.

To start using this servicdsit hitp://calendar.google.com
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2.2 Bubbl.us
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Bubbl.us is a free online brainstorming tool that lets you create quick and easy mindmap type
diagrams. These can be embedded in blogs and websites, exported as pictures, shared with friends
and emailed.

This is a funky and useful tool that makes the results of a useful brainstorming session easily
accessible to all. The fact that these can be embedded into blogs and websites means that this
software provides yet another way of making your blog or websitand out from the rest.

The problem with the traditional brainstorming set up is that it was usually done on a white board
or flip chart in the meeting itself, but with bubbl.us all entries can be editied and manipulated to
make the whole process easiefhe key element in this software that makes it really useful is that
as the data is already electronic, it can besent to as many people as you want, without the need
to try and translate the handwriting of a colleague on a whiteboard! This means tlihers who
may not have been present can follow the flow of thinking and the suggestions that arise from
that.

The uses of this tool are entirely what you want to make oThe functionality isnot only great for
businesses, but also for any students whee working on projects and want to get their thoughts
down. In fact, any time when you want a flowing document that you can then send to as many
recipients as you wish.

At Teimlo, we use thé service for drafting site maps and flowcharting our ideas.

To start using this service vigittp://www.bubbl.us
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2.3 Dropbox

Dropbox

Dropbox is an essential tool for any small business. It bypasses the need for spending on extremely
expensive hardware and networking fees.

Dropbox is an online file sharing system wleeyou can download a dropbox to your computer (PC
or MAC)this allows you to place large files and photo libraries online in folders and allow named
contacts access to those folders. When you update the folder or a file in it the update is
automatically rdlected in the files that show in the dropboxes of those with access. This makes it
easy to do online collaborative work.

The beauty of this service is that documents can be shared with ease and only with those with
access to it. This is great not only fecurity, but also for any online collaborative work.

A great example of the functionality of this software would be client agency collaboration, where
work is needed to be updated and shared in a timely manner. This piece of software allows a user
to do this with ease. With a free@Bcapacity when you sign up, it also avoids the need to send
emails with large files attached.

This is an all round useful tool and a must for any small business looking to save time and money
with their communications andife sharing.

At Teimlo, we use this service for moving large files between ourselves and customers/suppliers,
particularly when the file needs frequent revisions.

To start using this service visittp://www.dropbox.com

oo ‘ Chapter:2 Geneal tools

©2010 Teimlo Limited


http://teimlo.typepad.com/.shared/image.html?/photos/uncategorized/2008/09/29/small_logodropbox.gif

2.4 YouSendIt

YOUSENDIt

YouSenditis digital delivery company. It serves individuals and businesses and has a free file
delivery service for files up to 100MB size. Simply enter your email address, the email address of
the intended recipient, browse and select the file and press sehlde recipient receives an email
with aunique link that they click on to download the file.

This service is also a great way of avoiding filling up your inbox/sent items with large data files that
take time to receive, ideal for example if you are sendam@resentation or collection of photos to
one or more recipients.

YouSendlIt also has a chargeable service (YouSendIt tRed allows files of up to 2G® be moved
as well as delivery tracking, passwoeptotected secure delivery and delivery receipts.

Like Dropbox, this is another very useful tool for moving large data or sending a largédfinany
recipients, however the passworgdrotected service may be more attractive to many users as it is
more secure.

At Teimlo, we use YouSendlt for sending fileser 5SMB to individuals or companies that may have
restrictions in their email system for receiving larger attachments.

To start using this service visittp://www.yousendit.com
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2.5 OmniDazzle

Some fun and useful enhancements that can help brighten wwur presentations Using
OmniDazzleyou can use a range of plugins to create visual effects as the plugins are designed to
be both playful and practical.

This software is a far cry from the usualimation and themes that you wold find in a standard
PowerPoint suiteof tools. These tools are specifically designed to add that extra element to your
presentation and help to emphasise the points.

For exampé the flashlight and cubut tools will enable you to emphasise a certain part of you
presentation far better and will help you to draw theudience’s attention. It is \ery useful when
focussing on a key point of a slide or a particular desktop shortcut.

We recommend that you try Omni&xzle and make your presentations far more interestiagd
effective.

At Teimlo we use OmniDazzle for our monthly marketing presentations, more specifically to
highlight any changes we are making to current sites, emails or documents.

To start using OmniDazzle visittp://www.omnigroup.com/applications/omnidazzle/
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3 Working with Digital Media

At Teimlo we are constantly working wittigital media both in our web developments as part of
The Third Stage, but also with our mobile content. Through working extensively with many forms
of media we have found thashort cuts and helpful tools are always useful.

With that in mind we have included several tools that we have used that will be of use to anyone
working with digital media.

Etrusort
. e ———— e ——— e e— )
o el
-—— e Frow Cowmoad
(croed . v * o gt -
v e L
e G colorcombos

ol ‘ Chapter:3 Working with Digital Media

©2010 Teimlo Limited


http://blog.teimlo.com/.a/6a00e54ee7ffd08833012875de953b970c-pi
http://blog.teimlo.com/.a/6a00e54ee7ffd088330120a6580cc0970c-pi

teimlo

3.1 Media Convert

MEDIA-CONVERT

Media Convert is a free online service that allowsu to upload a sound/movie/ image/
document/ text file in one of many supported formats, convert it to another format and then
download it again.

Media Convert is free and can handle files up to and including 150Mb. Obviahgtyservice is to
be used for conversion of files to which the uploader has appropriate rigfitis an essential tool
for anyone working with media.

At Teimlo, we provide content i.e. videos and full tracks that can be downloaded by phones of
nearly al make and model. We find this tool really useful as we can quickly convert the formats of
some of our files in order to make them compatible with certain handsets. This tool is very useful
as clients often have their content in only one format, so we atdle to convert their content
quickly and with no fuss.

As you can see this is just one of many practical uses for this software, and it is an absolute must for
anyone working withdigital media.

To start using Media Convert visittp://www.media-convertcom/
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3.2 Coollris

Want toview your videos and photos in an interactive and easy to browse foraTdtencheck out

this cool tool at Cooliris. This is a simple tool that shows all your pictures in a cinematic way from
the Web or your desktoplt is a browser plugin and can be used with all major browsers; at Teimlo
we use it with Firefox, Internet Explorer and Flock.

Cool iris is a simple and effective way of viewing large amounts of images. Take for instance a
regular Google image search.normally returns a large amount of results over many pages. What
Cooliris allows you to do is to scroll through pages of these usisdunctionality.

The slider at the bottom bthe screen moves the images bk and forth, and the wheel on your
mouse alows you to zoom in and out on each image as you wish, without having to click in to
view the image. This gallery feature makes viewing a large number of images easy, especially if you
are looking for a particular image with a common theme (for examplearshing for Christmas tree
when you have a particular image in mind).

This time saving device not only looks cool, it can also avoid the need for clicking through to the
sites to view the exact images.

This tool will work with anyimages;the Google imageexample was used to demonstrate the
usefulness of the tool when dealing with online images on mass. So therefore this tool can help
save time and make browsing images easier. We say givegib;at only takes a few minutes to
download and install.

At Teimlo, we use this software when searching through our content libraries or when searching
for images online.

To start using Coollris visitttp://www.cooliris.com
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3.3 File Renamer
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File Renamer is a program that allows you adjust several file names @.orhis is a useful tool as

it can enable the adjustment of certain characteristics of file names with one easy universal
change. For example, you can select an entire folder of files to edit, or using a tick box method
select as many as you like withincgrtain folder for editing. Some of the changes you can make
are finding and replacing characters or words within file names, changing the case of the file
names and adding a prefix or suffix. You are also even able to edit ID3v1 and ID3v2 tags. All these
functions are available on the basic version of the software, which is free to download. The
software is simple to use and avoids the time consuming task of manually adjusting each file name

individually.

The software is available in 3 packages, the Bg$iee), Regular ($10) or Deluxe ($19.95). The

Deluxe package enables you to use functions such as ‘'undo rename’ and the ‘drag and drop’
functionality. But please be sure to check the terms and conditions before paying.

dia

At Teimlo we primarily use this tol when changing image names and formats on mass. Foro
example when we have to upload images into a particular piece of design software that we use, %I

file names must be in lower case, this tool allows you to make those changes in a few clicks.

To start using File Renamer visitp://www.sherrodcomputers.com

©2010 Teimlo Limited
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If you're looking for a tool to make image conversion or image resizing on a large scale easy, then
FastStone’s Image Viewer can help. As digital cameras are improving the resolution of images are

also improving, resulting in larger file sizes. A problem we found here at Teimlo was that if you
have say 200 images you need to upload to a website, the current file size/resolution would be too
large and result in dengthy process to correct each individual image. Through using FastStone
Image Viewer we found that you can alter these factors quickly and easily, for as many images as
you wish, which is much easier than manuallysiing each one!

With this tool youcan also reduce the file size to a percentage that would be suitable for a web
upload, and also to the format needed.

Please be aware that the batch convert tool is only one of FastStone’s many features. Other
features include image viewing, management, gparison, redeye removal, emailing, resizing,
cropping, colour adjustments, musical slideshows and much more.

At Teimlo, we use this software for batch conversion of images to reduce both the resolution an
file size.

igital Media

In summary, this is a greditme-saving tool which is easy to use and can be a great addition to theQ
arsenal of tools for any web content manager. And of course, saving the best till last, this softwa??
is totally free to download, so enjoy!

Download it fromwww.faststone.org
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3.5 CdorCombhos

‘'colorcombos \

.com

If you are looking for a suite of colours for a piece of work, whetheisia word document,
presentation websiteor leaflet, this site helpst is the digital equivalent of a colour wheel.

You have several options when using thisite; you can either select a predefined colour
combination from a list available. For example if you are looking for a blue coloured theme for a
presentation then you could select the blue you would like for the background and this site will
automatically pick a sitie of colours that will compliment it that you can use for font colours.

Another option, slightly more useful to us here, is that if you already have one colour in mind i.e. a
specific hex/RGB code, then you can simply enter this and the site will auttmalt select a colour
combination to compliment it. This is particularly useful for website design and print design where
you need several colours each complimenting one another.

At Teimlo, we use this tool when designing any new presentations or leafletsen we need
colours to compliment the font or background colour we are using.

As this website is free to use that is also an added bonus. We would recommend this site for
anyone working with print or web design as a really useful tool.

To start using CalrCombos visithttp://www.colorcombos.com
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3.6 Quick Screen Capture

QUICKISCPEETE
tCaptite

Quick Screen Capture imaasy to use and geryusefultool that allows you to take screen shots
from your screen in more than ten ways. The software allows you to edit sk in different
formats and best of all it is free.

The software allows you to save each snapshot as #BMPG or a GIF. Although do note that the
free version only allows you to make 30 saves before having to register the software.

This can be a useful tool when wanting to capture a certain aspect of a site, document or even
another image. An agency for eraple, may use this when identifying to their creative department
exact changes they would like to make to a website, without the need for a designer to trawl
through the whole site looking for the specific detail.

This is a handy tool that may not be usedl the time, but when you need a very simple and easy
to use image capturing tool, this is the one for you.

At Teimlo we have used this software for capturing particular aspects of client websites that we
need to focus on in client presentations.

To startusing Quick Screen Capture visiitp://www.etrusoft.com/
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3.7 Colour Palette Generator

Big Huge Labsave areally useful colour palette generator.
Choose or upload a photo and a palette of colours based on the colours in the photo will be
generated automatically. Use it to help with art projects, website design, or even with decorating

your home. Swatches can then be downloaded in Adobe Swatch Exgeaio use in Photoshop.

This is a great tool for designers as it allows you to use colours that directly compliment and
image. This would be especially useful if there is any image editing or airbrushing that is needed.

At Teimlo we use this software fotaking colours from existing pictures and online materials to
match them to desired web or font colours.

With this software being free, there is all the more reason to try it out.

To start using Colour Palette Generator visitp://bighugelabs.com/colorsphp
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4 For use with social media

As social media has become increasingly popular over the last few years a number of sites have
sprung up and come to lte forefront of our attention. Managing all of these sites and unlocking
their potential can be difficult at times, but these pieces of software and programs can all offer
some assistance.

Get The Award Winning
Social Web Browser!
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