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Computers helping Facilities

Help you make reports
Communicate
Inventory

Scheduling




How Do Computers Help Schools

COMMUNICATION

CONDENSE PAPERWORK

ON THE SPOT REPORTS and CALCULATIONS
QUICKEST WAY TO RECEIVE KNOWLEDGE
SAVE MONEY




Computers in Schools
School District Administrators and Teachers use computers 90% of their day.

School District Administrators and Teachers only use 10% of the computer's
capabilities

School District Administrators and Teachers only use 3 programs each day



3 Programs that are essential at work

WORD helps you create business letters, memos, posters, signs, reports .
EXCEL helps you create inventory sheets, calculations, charts.

OUTLOOK helps you communicate quickly and organize your day and contacts




Basic Keyboard Commands

Here are basic keyboard commands you must know and no one uses

Windows Computer Mac Computer

Control A Command A

Control X Command X

Control C Command C command 35

Control V Command V

Control N Command N



Basic Keyboard Commands

Here are basic keyboard commands you must know and no one uses
Windows Computer

Control A all Control P Print
Control X cut Control Z Redo
Control C copy

ControlV  paste

Control N new



Using Word

Word helps you create business letters, memos, posters, signs, reports,
Pamphlets, Business Cards, Birthday Cards
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Using Word Don’t Overthink it

Word is not rocket science. It is an advanced typewriter with some bonuses such
as Pictures and Tables
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Using Word

Simple Text Page

Document1 - Microsoft Word
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Microsoft Word 2007 Beta 2

Test

Introduction

Lorem ipsum dolor sit amet, cor uer adipiscing elit. Phasellus tellus. Duis tristique, minec
piscing, enim wisi f purus, at pharetra ligula lectus et gurus. Donec quis enim.

Donec eros. Maecenas lacus. Nunc ultrices. Phasellus at urna. Pellentesque orci risus, eleifend

scelerisque, dictum in, imperdiet et, eros. Fusce id tortor in mi convallis lacinia. Cras suscipit viverra

felis. Aenean mattis turpis vitae orci. Integer lorem neque, condimentum vitae, condimentumeget,

commodo quis, risus. Donec luctus tempus turpis.

Kiband i ih

Nulla rhoncus, metus sed volutpat pretium, tortor metus luctus lectus, accumsan nonummy mi dui
non ipsum. Suspendisse potenti. Suspendisse potenti. Sed nonummy, tellus vel gravida mattis, odio
ipsum pretium ipsum, sed vehicula nunc pede at urna. Uteleifend, turpis a euismod interdum, nisl
quam malesuada dolor, ut sollicitudin lorem mi nec neque. Suspendisse diam tortor, aliquet in,
tincidunt et, dignissim sed, sapien. Sed auctor, urna sit amet malesuada mollis, tellus sapien luctus
nibh, eget mattis nunc lectus fermentum metus. Vivamus eu est. Praesent ullamcorper. Proin
pellentesque purus quis turpis.

Examples
Quisque hendrerit lorem. Fusce tellus mauris, fringilla facilisis, euismod ac, interdum ut, sapien.
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Word
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Word

The power of the right click
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http://www.youtube.com/watch?v=2y-HY10SBPQ

Word

SAVE SAVE SAVE IIIII——

Save 3 copy of the document

Word Document
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http://www.youtube.com/watch?v=gnVdl3Ki-A4

Outlook Email

re writi

First rule Email Etiquette

When you write an email y office

All emails are considered le
Think of everyone in your dit

Be professional and co

Always be helpflj\l\'m-lﬁé email work to solve pmot entertain aggression



Outlook Email



http://www.youtube.com/watch?v=n_2ay9pYnn0

Outlook Email

e
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http://www.youtube.com/watch?v=hd0EJ34vU_k
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Email
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Excel

Review
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Excel

Function
‘ | Insert Page Layout Formulas Data Review View Acn
%  Calibri i1 - = g[% = o, Al )R\
Paste sar B. I O~ 1A ; % == Number Styles Cells @v tﬁ
S me A EE S e
Clipboard 1 | Font = Alignment | ! ‘ ‘ Editing
.e A | B | C [
1 |Last First No. Completed Courses
2 |Smith Gayle 13
3 Allens Freddy 9
4 Grant Joshua 10
5 Johnson Carol 3
6 |Griffin Frances 6
7 |Lane Wendell 4
8
9




Excel
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Excel

-~

.‘Function Arguments ‘
COUNTIF

Range A1:C2

Criteria | >5|

{3,4,5;6,10,8}

Counts the number of cells within a range that meet the given condition.

Criteria is the condition in the form of a number, expression, or text that defines
which cells will be counted.

Formula result =

Help on this function | oK [ Cancel




Don't Get Frustrated




Learn how to use Program

YouTube
Microsoft Office

Blogs




HELP !l
You can teach yourself

Excel Example

Boiler Forms

Office Templates



https://youtu.be/1naiWCWfSt4
https://www.munichre.com/HSB/equipment-checklist/index.html
https://templates.office.com/

THE WORLD OF GOOGLE and MICROSOFT 365

Welcome to google planet

What is the cloud GO f/gle

What is google drive



GOOGLE

What Is Google

Most Powerful Search Engine in the world GO lee

Its is also a personal computer that can run the
programs that we discussed



GOOGLE DRIVE

Thank You

& Google Drive



GOOGLE DRIVE

Your Computer in the Cloud
Google Drive
Google Docs

Google App

& Google Drive



GOOGLE DRIVE

Google Drive 15gb of free space to store your files

Get your files anywhere at anytime on any computer on any mobile pad on any
smartphone with internet access

& Google Drive



GOOGLE DOCS

Word and Excel at your disposal for free

Hio




How to get the google drive

First set up google email



https://accounts.google.com/SignUp?service=mail&hl=en_us&continue=http%3A%2F%2Fmail.google.com%2Fmail%2F%3Fpc%3Den-ha-na-us-bk&utm_campaign=en&utm_source=en-ha-na-us-bk&utm_medium=ha

Google Drive

Once you have set up a gmail account sign in and go to google search

On the top right it will show you that you are signed in and you will also see this



Google Drive

Once you click the app icon click on docs and then you will see this symbol on the
left




Office by Microsoft

Office was first introduced in 1988

Micrqsoft@

There were only three programs that

were offered at the time

B® Microsoft



Microsoft 365

365 is the same as google with a little more office power for business.
Most district use both or one system

Both systems use the same cloud based service




365 Planner

v

e
P

Planner




Computers will help you

Do not get frustrated you cannot know everything but be assured you can learn
what you need.



365 CREATE FORMS

Link to Board Room Bathroom



https://forms.office.com/Pages/ResponsePage.aspx?id=cKZsHjghRUqXQI5fZCpYEtBWnnIgXtBEsfPn0w-jHBJUOEY5WFdRTU05SkgzVjkzWktWVkpKUDBSNi4u

365 Forms

QR Link




Google Forms

Univent Form



https://docs.google.com/forms/d/1cUBTU2rmqqSshz1fGwXQj5cfXy7cKNcJv5aOB5jQwx4/edit

Computer Training

You can do it use the knowledge of computers to learn computers

Do not let them tell you that you can’t because you can



