





Dear Smart Business Owner,
Do you know what people are saying about you and your business?

The power of the consumer is stronger than ever with the Internet. Consumers can damage you and your business’ reputation very
easily with blogs, review sites, social sites like Facebook and even Twitter.

What happens when someone puts your business name into Google? Or Facebook?

If you don’t know it’s time you found out and discovered the traces of your business that people can see there.

What’s said about you and your business on the Web can affect you as well as your company, both positively and negatively.
Are you aware of the looming threats and reputation attacks on your business?

Are you managing your company’s online reputation?

You need to know what people see when they look for your company name online. And only through understanding your business
online presence, you can then manage your company’s online presence with more certainty.

While sometimes a business deserves a bad rap, other times it is simply a case of misunderstanding. At any rate, as a local business
owner, you will want to arm yourself with the necessary tools and strategies that will help you to protect your business reputation
online. You can also discover your audience and market to them directly.

If you want to know how to track your presence and monitor your brand, then this practical guide is written for you. Below are the 6
tools for your online reputation monitoring activities? Use each to search, locate and respond when necessary.



Google alerts

1. Google—Google.com/alerts

Google Alerts are email updates of the latest relevant Google results based on your choice of query or topic. You can subscribe to
each alert through email and RSS. For RSS alerts, you can use RSS readers to view these alerts.

So how can you use Google alerts?

You can setup a comprehensive alert system to notify you of stories as they happen, keep watch on your industry and competitors,
see who is writing about you or your company and also track your marketing campaigns. When you monitor and track the alerts, you
may recognize bloggers and journalists who post regularly on your topic of interests. You can form better relationships with them
then market to them directly.



Step 1: Go to Google.com



Step 2: Click on ' More” on the top bar, select “even more >>”



Step 3: Select “Alerts”.



Step 4
Inside 'Google alerts' you can set your alerts by specifying the following:

Search Terms- which is the words you want to search
Type - You can select the types of updates, it can be from “Everything” (which means all the following: News, Blogs, Updates, Video,
Discussion), or alternatively, you can select one of the following:
“News” “Blogs” “Updates” "Video” “Discussion”
How Often - You can decide how often you wish to receive the update
Volume - You can select ' only the best result' or ' any results'
Email - You can enter your email address

Web |mages Videos Maps MNews Shopping Gmail more v

Go ’Sle alerts

Meonitor the Web for interesting new content

Search terms: iphone Preview results
Google Alerts are email updates of the latest relevant Google results (web, news, etc ) based on your

Type: Ewverything - choice of query or topic.

How often: once a day - Enter the topic you wish to monitor, then click preview to see the type of results you'll receive. Some
handy uses of Google Alerts include:

Volume: Only the bestresults -

. maonitoring a developing news story
Your email- keeping current on a competitor or industry

getting the latest on a celebrity or event

-
-
-
® keeping tabs on your favorite sports teams

Create Alert

You can also sign in to manage your alerts

Manage your alerts - Google Alerts Help - Terms of Use - Privacy Policy - Google Home

© 2010 Google



Step 5

After you have completed entering all the information and your email, click 'Sign in' on the top right hand corner. Note: It is
important for you to set up a 'Gmail Account' first before you sign in.

Web Images Wideos Maps MNews Shopping Gmail more w

Go« ’Sle alerts

Monitor the Web for interesting new content

Search terms: iphone Preview results
Google Alerts are email updates of the latest relevant Google results (web, news, etc.) based on your

Type: Everything - choice of query or topic.

How often: once a day - Enter the topic you wish to monitor, then click preview to see the type of results you'll receive. Some
handy uses of Google Alerts include:

Volume: Only the best results -

. monitoring a developing news story
Your email: keeping current on a competitor or industry

getting the latest on a celebrity or event

L
L]
L
® keeping tabs on your favonte sports teams

Create Alert

You can also sign in to manage your alerts

Manage your alerts - Google Alerts Help - Terms of Use - Privacy Policy - Google Home

2 2010 Google



Step 6

After signing in to Google alerts with your Google account:

@gmail.com | Settings | FAQ

GO; JS['L) alerts Manage your alerts

Your Google Alerts Switch to text emails | E:

Search terms Type How often Volume Deliver to

[T] ipheone Everything once a day Only the best results Email

G

Google Alerts Help - Terms of Use - Privacy Policy - Google Home

@ 2010 Google

To see the updates on your search term 'iPhone":
i. Click sign out from “Google Alerts”,
ii. Next, log on to your Google account to check the updates relating to iPhone.
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@gmail.com | Settings | Help

Gmail Calendar Web Documents Reader more w

GM Elil Search Mail || Search the Web %‘M
Mail Blackberry with StarHub - www.bash.com.sg - Enjoy Realtime chats on BBM™ Sign up Bash Event for a Night of Fun! About these ¢
Contacts
Tasks [k Archive = Report spam | Delete Movetow | Labelsw Mare actions v Refresh
Compose mail [ Google Alerts Google Alert - iphone - News 10 new results for iphone 4Easysoft iPhone Manager: Makes Your iPhone Much Easier to
Inbox (1)
Buzz Q
Starred ¥y
Sent Mail
Drafts (1)
Personal
Travel
& morey Fw Archive | Report spam | Delete Movetow | Labelsw More actions = Refresh

@ putien group a ) ) )

Send messages from your other email addresses using your Gmail account. Learn more

Search, add, or invite

Invite a friend -
Give Gmail to:

Preview Invite

You are currently using 0 MB (0%) of your 7511 MB.

Last account activity: 21 hours ago at IP 218.185.33.241. Details
Gmail view: standard | turn off chat | turn off buzz | older contact manager | basic HTML Learn more

2010 Google - Terms - Privacy Policy - Buzz Privacy Policy - Google Home



Step 7

View the updates in your email relating to your search term: 'iPhone’.

Gmail
Gmail

Mail
Contacts
Tasks

Compose mail

Inbox
Buzz @
Starred ¥
Sent Mail
Drafts (1)

Personal
Travel
6 morew

@ putien group

Calendar Web

Documents Reader more v

Show search opticns
Search the Web 2 2w

Search Mail

SG Singapore Web Hosting - www._poznet.com - Cpanel + Fantastico + Site Builder Host 3000+ customers, PHPS / MySQL5s

« Back to Inbox = Archive = Reportspam = Delete

Google Alert - iphone
Google Alerts to me

Images are not displayed.

Movetow Labels v More actions v

Inbox | X%

10:07 PM (29 minutes ago)

Display images below - Always display images from googlealerts-noreplyi@google com

News

10 new results for iphone

AEasysoft iPhone Manager: Makes Your iPhone Much Easier to Enjoy!

PR Newv

e (press release)

BEMING, Oct. 24 /PRMNewswire-Asia/ — \With the release of iPhone 4, plenty of smart iPhone apps
have become very popular with millions of iPhone fans. ...

+ See all stories on this topic »

Search, add, or invite

Werizon Staffing Up Call Centers for iPhone | aunch?

MewsFactor Network

Invite a friend =
Give Gmail to:

Preview Invite

By Jennifer LeClaire It's not much of a stretch to suggest that a Verizon iPhone launch is around the
comer. The latest fuel to the Verizon iPhone fire ...

See all stories on this topic »

Windows Phone 7 is worthy addition to smartphone market

Chicago Sun-Times

The second impeccable, fundamental decision that they made: “Let’s not just do a knockoff of the
iPhone.” There's just no point any more. ...

See all stories on this topic »

Atomic Tom concert on iPhone in the subway in Mew York

Buzz Catalog

He has used technological means, music applications downloaded on the iPhone, to
offer a concert in one of the subway cars in Mew York. ...

See all stories on this topic »

Buzz Catalog

n Hindsight: From Apple to social media upstarts. ‘the race is on’

Reply

»a@gmail.com | Settings | Help | Sign out

About

10f1

P New window
Print all

Sponsored Links

#1 Singapore Web Hosting
Singapore Cpanel Email / Webhosting
Free Sitebuiler! Host 3000 customer
www.poznet.com.sg

Google Apps Sclutions
Google Apps Authorised Reseller
Get Premier Edition 25GEB Mailbox
www_ websawy.com.sg

Order servers online

lastest promotion model

order online or call us at 68487102
www.viperlink.com.sg

5510 SG Multisite Hosting
Free Site Builder & Templates. 24/7
Support. Free 50x7GB Email
Accounts

www_oryon.net

Free: Make your website
Easy-to-use website with your own
personal domain. Try now for Free!
www._simplesite.com

$54.95 Unlimited Hosting
Singapore unlimited web hosting at
its cheapest - just S54.95/month
SGMIX.com

-
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2. Blog posts—Technorati.com

Technorati is the largest blog search engine in the world. If you have a blog, you can register it with Technorati to track "blog
reactions” as well as find blogs that link to yours.

So how can you use Technorati?
Simply search for your name on Technorati, and subscribe to RSS alerts so that when someone blogs about you, you will find out.

Take note of every blog that is linking to your blog as well so that when you write your next post, link back to these blogs. It is a way
to show your appreciation and give the recognition to those who have recognized your blog.



Step 1

Type your search term in the search box.
In our example, it is 'iphone 4' and click on the green icon next to it (see arrow in the image below).



Step 2
An image showing the result of a list of blog posts related to the search term is shown below.
Click on the RSS feed icon il

Step 3

Select channel to view your RSS feeds (arrow “1” in the image) and then click ' Subscribe Now” (arrow “2” in the image).



Step 4

If you select 'Google HomePage,' it will direct you to Google.
You will see updates on the blog post you subscribe that is related to your search term.



Step 5

If you select Google Homepage,



Alternatively, you can view the updates from Google Reader (see image below)

Note: You will need to have a Google Gmail account. Visit www.gmail.com to sign up for an account.

Gmail Calendar Documents Web more v @gmail.com | Settings v | Help | Sign out
GO;)S[C reader All items ~ || Search
B3 Add a subscription Home
Home
All items (1 A look at what's new Recentl,
items (1) moonsphere 2010-04-22T01 06 00 from beijing 101
Starred items ¥ RSS Feed
= Your stuff Google Reader Play is a fun way to browse interesting stuff on the web. Give it a try! Date Time 03 05 10. 9.36pm. End time of post
/7 Shared items 10.29pm. Stamina ... from bejjing 101 RSS Feed
*8] Notes My Subscriptions (1) Click here to view your

; e ; Tips and tricks
Trends Technluratl Searc_h results for. pos t}_uusubscrlptlon rming Fjate. But ) P
There's a Catch iPhone 4 Glass ing shable!* — Authority Did vou now that Gonle Roader has lots of uecul
Browse for stuff 887 controversy crosshairs, this time Bwg.._ . . .. ____ _ ____ __orelikelyto 'c you knaw that \=00g7e Reader has 1oLs of usell

keyboard shortcuts? Here are some of them
People you follow

The latest messages from the Google Reader team
You can now search for people Turning off the track changes feature
sharing publicly in Reader.

Search for some people via Official Google Reader Blog by Brian Shih on 9/30/10
As of September 30th, we'll be turning off track changes in Reader. While this isn't a widely used feature,

jlk: next/previous item
= n/p: scan down/up (list only)
ofenter: expand/collapse (list only)

(x]
L]

i i * 5 star item
Eharllng settings » we v_\ﬁnted to let you know in ac!vance S0 you can set up a suitable alternative (such as e =Shift> + s share item
xplore http:/fpage2rss.com). Your previous updates will not go ... See mare » o v view original
2 Recommended items * m: mark item as read/unread
{3 Recommended sources 1 e I refresh
View all recommendations » » f: toggle full screen mode
P <Shift= + a: mark all as read
Subscriptions °
5 beijing 101 RSS Feed Click here to see the full list or press "?" to display it
5 My Subscriptions (1) any time

Google Reader Blog - Discuss - Privacy Policy - Help
©2010 Google

Manage subscriptions »



Step 6

After clicking on the link (as shown above), it will direct you to the subscription page.

Gmail Calendar Documents Web Reader more v

Google reader

B3 Add a subscription

Home

All items

Starred items 17
= Your stuff

(7 Shared items

“&] Notes

Trends

Browse for stuff
People you follow

You can now search for people
sharing publicly in Reader.
Search for some people

Sharing settings »

Explore
2 Recommended items
{7 Recommended sources

View all recommendations »

Subscriptions

All items -

My Subscriptions »

Search

Show: 0 new items - all items Mark all as read ~ || Refresh | Feed settings... =

@gmail.com | Settings v | Help | Sign out

Show: Expanded - List

show details

Technorati Search results for, posts about: iphone 4

2 :

iPhone 4 Glass

Breaking at

Alarming Rate. But
There's a Catch

Apples iPhone 4
mare susceptible to
damage than
predecessor

iPhnne 4 Crarkead
Previous item | | MNext item

iPhone 4 Glass Breaking at Alarming Rate, But
There’s a Catch

Mashable! — Authority 887

controversy crosshairs, this time behind claims that iPhone 4
glass is 82% more likely to shatter than the glass on the iPhone
[...] 3GS . The report comes from independent warranty provider
SquareTrade, which claims: “iPhone 4 owners reported 82 [ ]
% more damaged screens in the first 4 months compared to
iPhone 3GS owners.” “Overall, the reported accident rate for
iPhane

Apples iPhone 4 more susceptible to damage than
predecessor

Applelnsider — Authority 779

replaces. After reviewing the accident claim rate for over 20,000
iPhone 4 warranty owners and comparing it to the iPhone 3GS
[...] claim rate from which a similar-sized data pool exists, the
firms data showed that iPhone 4 owners are reporting accidents
[...] 68% moare frequently than iPhone 3GS owners. Mare
specifically, 4.7% of iPhone 4 owners reported an accident in
the

iPhone 4 Cracked Glass Cases Almost Double the
iPhone 3GS [Iphone 4]

2:48 PM (36 minutes ago)

»

m

1 item




backtype

3. Blog comments—backtype.com

Backtype provides blog comments monitoring service. It lets you find, follow, and share comments from across the Web. If you only
track posts, you will miss out comments on you on a series of blogs. This is where Backtype can help when it comes to monitoring.

So how can you use Backtype?

There are some blogs that you should be reading and follow diligently in your topic area. You can discover influencers who are
commenting on these blogs and establish a list of key influencers. Then you can follow their comments from blog to blog and leave
your own comment after theirs. This way, you can help build your brand because you may be perceived to have some association
with them. Also, whenever you write a comment with a link to your Web site, BackType attributes it to you. You can therefore
remind yourself where you commented and continue conversations that you started previously when you have time.



Step 1

Sign up for an account in Backtype.com.

Step 2
Upon login, you will see the dashboard below. Click on 'Setup Alerts' to receive updates on your search query.

Company Jobs Labs Dashboard Help Logout

Dashboard | Account e
Wiew Dashbeard or Logout
- — I I H s . .
1. Setup Aleris + receive e-mail updates for keywords mentioned in comments Want Twitter account analytics?
| E  Sign in with Twitter |

2_Use Our API rage our technology in your application

Click here to receive

c . alerts on your search
ompany Abou obs Lz
General Developers PILl-'q.'_Je_ry_

ceeeo . .VACY

G20l



Step 3

You can 'create an alert' by keying in your search terms and how often you wish to receive the updates.

Then click on ' Create Alert' button.

Alerts

BackType Alerts sends you e-mail updates whenever a
search term is mentioned in a comment

Receive updates as they happen or in daily or weekly digests. You can also monitor alerts
from your Dashboard. BackType is the only tool that will find mentions in comments.

m Maonitor your personal and corporate brand and where people are mentioning you, your products and semnices
» Monitor topics that interest you so you can paricipate in conversations that are taking place
m Keep up-to-date on your industry and competitors

backtypecom
View Dashboard or Logout

CREATE AN ALERT

Search terms

iphone =

How often

Once a day -

Once a day

As they arrive

Once a week

Mever (Dashboard only)
0

OWING




Step 4

This is what you will see:



BoardTracker

4. Discussion boards—boardtracker.com

Forums and discussion or message boards are another channel where people can gather in a community and talk about you or your
company. Do not disregard discussion boards because they can be influential in swaying prospective customers’ views especially if
they have very active communities.

So how can you use BoardTracker?

You can use BoardTracker to get instant alerts from threads citing your business name. Simply find all boards that are related to your
business subject matter and join the top 5, based on the amount of conversations, the volume of registered users and the web
traffic information which you can get from Alexa.com. Once you have identified the communities, join them and contribute by
starting threads. Always leave your name and company URL at the end of each post.



Step 1

Visit www.boardtracker.com to track discussion forums related to your search terms.

Click 'Signup' to receive alerts on your search terms (see arrow on the image below).
Submit your name and email address to receive alerts.



Step 2

Under the 'My Alerts' tab, you can key in the search term you wish to subscribe.
Click on ' Add Alert' (see arrow)



Step 3
After you click ' Add Alert', you will see the following page below: It is under the 'Set up' tab.

Indicate the word you wish to search for under 'Query' and indicate your subscription preference such as the format you wish to
receive and the frequencies.

Under My alert,

OP s only: you can search for the search term made by the 'Original Posters (OP s)' who is the person who started the post

Ops and replies: you can search for your search term made by the Original Poster as well as the replies made by other people with
regard to the post

Thread 1°" Match- You can only search for your search term on post o






Step 4

Click on ' My Alerts' tab and click on ' Alerts Overview' to see the search query, you will see the following:



Step 5

To make changes to your search term in 'My Alerts', click on 'Alert Setup'



5. Twitter—search.twitter.com

Twitter is a microblogging service, hosting over 175 million people at the time of this writing. Twitter messages (tweets) that launch
attacks on you or your company name can spread like a virus. Hence, you need to monitor Twitter closely.

So how can you use Twitter?

Using Twitter search, you can locate any instances of your name or your company name and tweet back (or you can choose to
remain silent). When you see tweets with your name or your company name attached to them, you should use the "@" sign and the
tweeter's account name (e.g., @allensays) to respond accordingly. By taking an active role in responding, you start to build brand
recognition and your audience feels that you care and are actively listening.



Step 1
Visit: http://search.twitter.com




Step 2

Click on 'Advanced Search' for more details on the search terms.



Step 3

Optional:

Under 'People:' Select the person to receive the updates from.

Under 'Places:' Select the particular location such as the city or country to receive update from.
Under 'Dates:' Indicate the start and end date on the search terms that you are searching for.

People From this person

To this person |

Referencing this person

Places Mear this place
Within this distance 15 * @ miles kilometers
Dates Since this date =l

LUntil this date =l



Step 4
Select both positive, negative reviews about the search terms. You can also select a question relating to the search term.

Not compulsory to fill up all the information except the 'Search term'.

Attitudes ~ With positive attitude -) [
With negative attitude [ [

Asking a question ? [

Other Containing links [
Include retweets [
Results per page 15 = (persistent



Result Page



Step 5
Click on “RSS” icon to receive updates on your search term via your Google homepage or Google Reader.

You will need to have a Google account to see all the updates relating to your search term. You can sign up for any of Google's
services for (e.g., Gmail) to obtain a Google account. You will also be able to receive alerts in your Gmail account as well.



6. FriendFeed—friendfeed.com/search

FriendFeed is a social aggregator which gives you the ability to take all of your social accounts, such as YouTube, Delicious, Twitter,
blog, and Flickr, and pull them together into a single (Friend) feed.

You can conduct searches on your brand throughout all social networks at once using this search engine. Aside from learning about
the latest video or tweet related to your topic, you can analyze comments that people make under them.

Grab a FriendFeed widget (friendfeed.com/embed/widget) and display it on your Web site or blog, so people get a sense of your
social media activity. Also, as you search and locate people who are talking about your brand on FriendFeed, respond to them

through comments.

Visit http://friendfeed.com/search/advanced




Step 1

Under keyword, for our example, we use ' iphone' and under words in the comments, key in 'iphone' to get updates on the search
query.



Step 2

View results of the search enquiry.



Step 3

Click on the RSS icon to receive updates on search query.



Step 4

Select 'Google' to receive updates. Sign up for a Google account to view the news alert. You can sign up for the account via Gmail
(www.gmail.com).



Step 5

To view the updates, you can select 'Google Homepage' or 'Google iReader'.



If you select to view the updates of the search query via Google Homepage, this is what you will see:



If you select Google Reader, this is what you will see:



Note: you will need to login to Google account first.

After signing in, you will be able to view the updates via the Google Reader (see image below).



So what exactly do you plan to monitor on the web with all six of these free tools?
It depends on your goals.

For example, is it to measure the success of your new viral marketing campaign?
Or is it to find out how consumers perceive your new service/product?

Here are some areas you may want to start monitoring:

e Your name

e Your business/company name
e Your product brands

e Popular company employees
e Your trademarks and patents
e Competitors

e Campaigns

e Current employees

e Ex-employees

e Future hires

e Industry trends

e Business partners

e Unhappy clients or customers
e Influencers

e Critics

e Bloggers

e Journalists

o etc



Once you understand the power that consumers have today with the Internet, you will be wise enough to monitor your business’
reputation as well as devise strategy to deal with cases where your business’ name gets tarnished.

While this practical report does not serve to be an all-inclusive manual on the subject, hopefully it will arm you with enough advice
to at least steer you in the right direction.

A word of warning.... if you aren't taking care of your online reputation, others will.

It's time to find out what people are saying—and do something about it. Marketing to your target market becomes seamless after
you've done your homework using these tools.

While these are great resources, however, most local businesses are often small and do not have the staff resources to utilize these
tools effectively, track their reputation as well as to effectively respond when necessary.

If this describes you, then do get in touch with us. Let us do the online monitoring for you and free you from all these time
consuming and tedious work while you focus on growing your business.

Do not take your chance because online reputation management is necessary. Though tedious, monitoring can save you from a
potential disaster when someone cites your name in a blog post that misrepresents you. Besides, it can also help you proactively join

conversations around your topic area and get your business name out there.

Part of your brand is in the hands of others, so it's critical that you monitor it. Contact us today!



Know thy self, know thy enemy. A thousand battles, a thousand victories.

Sun Tzu



When did you want to start capitalizing on a great online reputation?
As you see, you can do this yourself.

How can we help you?

Mike Schleif

MDS Resource
http://mdsresource.net
http://linkedin.com/in/schleif
http://facebook.com/MDSResource
http://twitter.com/#!/MikeSchleif




