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Today’s

Agenda

Intro to computers

- Browsers

- How to Scan Documents from a Copier
Zimbra

- Reply v. Reply All

- BCC

- attachments

- Email signature

- Calendars and scheduling
G-Suite
Sign into drive with SDP (not personal)
Using SDP email NOT personal
Opening new doc or sheet
View, comment, edit shared settings

- How to make a copy, but why not to always do this
Health Services Website

- How to access



A browgﬁ?
software that
IS used to
access the
Internet.
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How to Scan Documents from a Copier

Reset Program Interrupt Main Power

Stop  IStarti fh B/

1. Select Scanner



Login to Scanner

Login to scanner using email username without the
@Philasd.org



Scan Document to Yourself

7 & (OReady
~ 990 Set original and specify destination,
© B & W Text / Live Art
i 2000mi
Auto Detect

Printer

Scanner

Check ‘ : ] Stop Start
Dataln Status 5 .
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Computer View

E 1+ = ThisPC » v B | Search This PC
# Quick access ~ Folders (6)
Screenshots o+
I
2 Docu I - Desktop -~ Documents
i= Pictures
ik B * Downloads :i Music
‘vemm Pictures E Videos
—

~ Devices and drives (1)
Local Disk [C:)

— R
W 75568 free of 118 GB
~ Network locations (1)
—1
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Advanced Search Open B Locki/Unlock Copy ﬂ Delete m Print MNew Document IE Upload Document
Documents List d
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http://zimbra.philasd.org
http://cc.philasd.org

® © ® F3 zimbra Web Client Sign In x +
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’
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Username: [ ]

Password: [ ]

" Stay signed in

Version: |‘ Default ¢' What's This?

Access to Zimbra is governed by the School District of Philadelphia's Acceptable Use Policy (http://www.philasd.org/aup).
Unauthorized use of this system is strictly prohibited. Contact the Technology Help Desk at 215.400.5555 for employee username and/or password information.

<




Zimbra Resources

Zimbra resources and videos:
https://wiki.zimbra.com/wiki/Help/videos/8x.

This will give you information about:

e Creating a distribution/group email list
e Creating signatures

e Setting an out of office message

e Using the calendar


https://wiki.zimbra.com/wiki/Help/videos/8x

« 5 ¢ o
THE SCHOOL DISTRICT OF
B PHiTADELPHIA

Mail

v e Philacelphia School Distriet: |1 %
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B4 v Search

Peodold «w(E @ i

q | Vengels, David ~

2 New Message - | Reply | ReplytoAll = Forward Archive | Delete | Spam e | - Actions * 100 of 25227 messages  Head More | L View =
¥ Mail Folders D| P| | ‘| ) | &l From | al Subject I Folder | Size | Received
3, inbox - F & Edston Detrich Fwd: Your receipt from Apple. - His excuse was it wasn' worth the bureaucraticbother, UGHMEd . Inbox 48KB  4/5/2017
B sent a ';:1 Savage, Peggy Re: [tec -list] apy p org - Your Apple ID information has been updated. - Hi, This infarmation needs to go oul Inbox  7KB 4152017
= | Edston Detrich [techtalk-list] appleimage @philasd.org - Your Apple D information has been updated. - All, The School District Apple 1D - appler Inbox 28 KB 4/5/2017
@ Brafta (] __q iCloud Please review your iCloud settings - Dear Edwin M. Stanton School, We discovared a bug in the recent i0S 10.3 software updat Inbox 16 KB 4/42017
Ea Junk O __.; Matthew Chovit &2 Reaching out - Good Maming, Although some time has passed since the ISTE Convention in Denver in June 2018, | make it a ¢ Inbox 450 KB 4/4/2017
Pt ¢ 'ﬂ Trash O ) Rhonda Guyton-Alsl Re: GRADES APRIL - No this |s for Ms David from Camell Schedal | didn't sorry. Inbox 2KB 4/4/2017
D Aigebra Readiness O -] Kimberlee Adair Re: [techtalk-list] Sphero Company - | noticed that Bast Buy sells a limited seleclion of the robots: Ollie Sphero Ozobols Dash D Inbox 14 KB 4/4/2017
E) Algebra Readiness 9 2 O ‘__‘_; Ibilger Adapter for Thunderboll Displays - Your adapler has arrived. Please see me tomorrow. ™ “linbox  BKB  4/4/2017
: - a ] McCormick, Ebony Re: Attendance & Enrollment Support Staff - SIS Training - Hi Michelie, Was Dave able to schedule a time with VisionQuest for tinbox 40 KB 4/4/2017
] W applo scadeiry O 9 Grace Cannon Update on Counselor Training and Walk Through of Counselor Deck - Hi All, On April 19, 20, and 21, you will be supporting one Inbox 27 KB 4/4/2017
» £ Apple Shipment (23) ™ ‘,_g Paula R Dan Re: [techtalk-list] Sphera Company - Sphero is not at this ime an approved vandor. It is not a difficull process. | will look inta it. Tinbox 10KB  4/42017
1 AR91(172) i) & Rhonda Guyton-Alst  GRADES APRIL - Hi Christopher Reading C DRA level D Writing C Victor Reading C DRA level B Writing © Inbox 2KB  4/4/2017
3 B8 i O ] Apple Personalize your Apple Watch with colorful new bands. - Apple Waich Saries 2 Live a better day. Shop Apple Walch Inbox  S5BKB  4/4/2017
k N B3 Blended Applications | . Bill Heuer &2 Re: Fuel Education: Lincoln - Hi Dave, | am available now i you want to call me. 7326003863 Bill Heuer National Account Manalnbox 80 KB 4/4/2017
1 >3 cTE O () Posey, Cameo Re: Quick question - Yes, that works, Thank you. Cameo Posey LSW EOP Program Manager, Multiple Pathways to Graduation Inbox  3KB  4/4/2017
) o () David Vengels & Message from "Copy-402" - This E-mail was sent from "Copy-402* (MP 2554). Scan Date: 04.04.2017 13:35:18 (-0400) Inbox 44 KB  4/4/2017
n EIE Shee O () do-not-reply ReadWorks P - Dear ReadWorks Friend, We received a reques! to reset the password associaled with this tinbox  3KB 41412017
—Bupe ) iul (1 ReadWorks Naw K-12 Adicle-A-Dav Sets - ReadWarks - The Solutiop to Bzading Gomareheosion Dear Fallow Educators, ReadWorks Adic Inbox KB 4/412017
“ October 2018 "
s M T w T = S
30 1 2 3 4 5 [}
7 8 ] 10 1 12 13
14 15 16 17 18 19 20 To view a message, click on it.
21 22 23 24 25 27
1 28 29 30 K1 1 2 3
p ¥ 4 5 6 T 8 ] 10
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B3 Algebra Readiness
Algebra Readiness 9 2
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@& https://cc.philasd.org/zimbra/#1
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& ~ Search

Reply Reply to All Farward Archive Delets Spam o Bt e Actions ~ 100 of 25227 messages
| @I Subject

& Edston Detrich Fwd: Your receipl from Apple. - His excuse was it wasn't worth the bureaucratic bother. UGH! Ed Inbox

;; Savage, Peggy Re: [techtalk-list] appleimage @philasd.org - Your Apple ID information has been updated, - Hi, This information needs to go oul Inbox

1 () Edston Detrich [techtalk-list] appleimage @ philasd.org - Your Apple ID information has been updated. - All, The School District Apple 1D - applei Inbox
) iCloud Please review your iCloud settings - Dear Edwin M. Stanton Schoal, We discovered a bug in the recent i0S 10.3 software updat Inbox

_A; Matthew Chovit &7 Reaching out - Good Moming, Although some time has passed since the ISTE Conventian in Denver in June 2018, | make it a ¢ Inbox

) Rhonda Guyton-Alsl Re: GRADES APRIL - No this is for Ms David from Camell Schoal | didn't sormy. Inbox

() Kimberlee Adair Re: [techtalk-list] Sphero Company - | noficed that Best Buy sells a limited selection of the robots: Ollie Sphero Ozobols Dash D Inbox

) Ibilger Adapter for Thunderbolt Displays - Your adapter has arrived. Please see me tomorow. ™ " "Linbox

) McCormick, Ebony Re: Attendance & Enroliment Support Staff - 8IS Training - Hi Michelle, Was Dave able to schedule a time with VisionGuest for { Inbox

7 Grace Gannon Update on Counselor Training and Walk Through of Counselor Deck - Hi All, On April 19, 20, and 21, you will be supporting one Inbax

) Paula R Don Ra: [techtalk-list] Sphero Company - Sphero is not at this time an approved vendor. It is not a difficult process. | will look into it. 7 Inbox

& Rhonda Guyton-Alsl  GRADES APRIL - Hi Christopher Reading C DRA level D Writing C Victor Reading C DRA level B Writing C Inbox

. Apple Personalize your Apple Watch with colorful new bands. - Apple Watch Series 2 Live a better day. Shop Apple Watch Inbox

(=] Bill Heuer @ Re: Fuel Educalion: Lincoln - Hi Dave, | am available now i you want to call me. 7326003863 Bill Heuar National Aceount Mana Inbox

[ Posey, Cameo Re: Quick question - Yes, thal works, Thank you. Cameo Posey,LSW EOP Program Manager, Multiple Pathways to Graduation Inbox

() David Vengels &P Message from "Copy-402" - This E-mall was sent from "Copy-402" (MP 2554). Scan Date: 04.04.2017 13:35:18 (-0400) Inbox

[ do-not-raply ReadWorks Password Assislance - Dear ReadWorks Friend, Wae received a request 1o resal the password associaled with this  Inbox

(1 ReadWarks New K-12 Article-A-Dav Sels - HeadWorks - The Solution to Reading Comprehension Daar Fellow Educators, BeadWorks Ardic Inbox.

To view a message, click on it.

Read More
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Q| Vengels, David ~

& View =
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4512017
4/5/2017
4/5/2017
4/4/2017
4/42m7
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4472017
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|| Send v || Cancel | | Templates '| Save Draft | \;{:| | Options ~

Ge *x moeENBEQO DPOEHOB

B ~ Search

3 From: Primary Account (Vengels, David <dvengels@philasd.orgs)
Ly L p
g . e jans
% "Tong, Jan Sing” <jtong@philasd.org> Forget

Q"Sippno-:' derson, Janice" <jsippiohend philasd.o E

‘| & "JANICE SMITH" <jasmith@philasd.org>

q "Janeczko, Suzanne" <sjaneczko@philasd.org>

3 "Sadowski, Janice" <jsadowski@philasd.org> E
ﬂ "Skinner, Janette” <jlskinner@philasd.org> r

M &£ Q@ Q — @ & * o

1
i
il
1]

Q "Smit, Jan" <jwsmit@philasd.org>

@ "Smith, Janette’ <jsmith12@philasd.org>

@ "Smith, Janice” <jasmith@philasd.org>

& "Smulski, Janusz" <jsmulski@philasd.org>

) Te{,‘hﬂﬂlq“& int Janelle” <jschmieg @ philasd.org=
8| The Schﬂ"swpws. Janel" <jsteptoe @philasd.orgs
Office o % "Stone, Janet" <jstone@philasd.org>

440 N. }Q "Swanner, Janet" <jswanner@philasd.orgs>

Philadelphia. PA 19130
(e)dvengels@philasd.org
| (p)215.400.5818
| ()215.400.4421
Follow us on Twitter: @EdTechSDP

David V

When you start to type an employee’s hame,
our system will try to find them.

Q | Vengels, David «
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THE SCHOOL DISTRICT OF

PHILA IA @-ﬂ-.v Search. q I Vengels, David ~

| Send '|| Cancel | Templates ¥ | Save Draft | |;{c| | Options ¥ |

From: | Primary Account (Vengels, David <dvengels@philasd.org>) v |

| To: I

<8 | Ca: I

Subject: |

| | Attach ~ | I Tip: drag and drop files from your deskiop fo add attachmenis lo this message.

SansSerf~ 12ptv Paagaph> B J U & L A~ A~ =2 = S~ E-6¢6 E = EE @ L O Q — @ ¢ * o

David Vengels

l

Technology Program Specialist
The School District of Philadelphia
Office of Educational Technology
440 N. Broad Street, Suite 402
Philadelphia, PA 19130
(e)dvengels@philasd.org
(p)215.400.5818

(£)215.400.4421

Follow us on Twitter: @ EdTechSDP




ot GO, NOWJ
EVERTIONE KNOWIS MY
TERRIELE, HORRIELE
SECRET!

T HIT "REPLY ALL"
INSTEAD OoF "REPLY

Re: Hey folks, just ws

to Bill and 31 others

Inbox Hi Bill, | don't really know
Starred how to use computers.
Important

Sent Mail

by wes & tony

http: / /amazingsuperpowers.com

oy w
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'Reply' sends your response only to the
person that sent you the mail. Therefore,
anyone to whom the mail was also sent or
CC'd will not receive your reply. 'Reply All
sends your response to everyone the mail
was sent to or were CC'd
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1A ‘L,] v Search

| -4 New Message - ‘ Reply | Reply to All |‘ Forward | Archive || Delete i; Spam | | g~ H &~ | | Actions 'i

| v Mail Folders §liOrt|# e @ Fom & subject
i Inbox - (1] (] Savage, Peggy e: [techtalk-list] appleimage @philasd.org - Your Apple ID information has been updated. - Hi, T
@ Sent O 1t . Edstan Detrich lk-list] appleimage@philasd.org - Your Apple ID information has been updated. - All, The 5
(] (] iCloud igw your iCloud settings - Dear Edwin M. Stanton School, We discovered a bug in the r
Drafts (1)
& [ ] Matthew Chovit &2 Reaching out 3god Morning, Although some time has passed since the ISTE Convention in Der
Ea Junk (] . Rhonda Guyton-Alst  Re: GRADES APRIMNNo this is for Ms David from Carnell School | didn't sorry.
=
ﬁ' Trash O (| Kimberlee Adair Re: [techtalk-list] Sphero Sgmpany - | noticed that Best Buy sells a limited selection of the robots:
i 5 ilger lapter for Thunderbolt Displas,; Your adapter has arrived. Please see me tomorrow,
Algebra Readiness M ] Ibilg Adapter for Thunderbolt Displ Yi dapter h ived. Pl 1 %
G Algebra Readiness 9 2 ] (] McCormick, Ebony Re: Attendance & Enroliment Supponrglieiﬁi-'éis Training - H'l"MrcheaHe, Was Dave able to schedu
a ! " w O k_J Grace Cannon Update on Counselor Training and Walk Through of Counselor Deck - Hi All, On April 19, 20, and
apple academ
e X (7] (] PaulaR Don Re: [techtalk-list] Sphero Company - Sphero is not at this time an approved vendor. It is not a diffi
) Apple Shipment (23) 7] ﬁ Rhonda Guyton-Alst  GRADES APRIL - Hi Christopher Reading C DRA level D Writing C Victor Reading C DRA level E
1 Ar91(172) 7] ) Apple Personalize your Apple Watch with colorful new bands. - Apple Watch Series 2 Live a better day.
=5 »3 BL - O _ ) Bill Heuer &2 Re: Fuel Education: Lincoln - Hi Dave, | am available now if you want to call me. 7326003863 Bill
3 slended Applications Adapter for Thunderbolt Displays
»( cTE From: | Ibilger
3 FTP Sites To: (Tracey McGram_j (Tanya Haard) (Da\rid Vengelsj (Handee FrankeD (Micheile Harris) (Patricia Lasesne)
MDC (11
a L Your adapter has arrived. Please see me tomorrow.
£ poTODO
1iiba © Bilrmar
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For security and privacy reasons, sometimes it is
best to use the Blind Carbon Copy (BCC) feature
when sending an email message to a large number

of people. When you place email addresses in the
BCC field of a message, those addresses are invisible
to the recipients of the email.
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~ Send v‘ Cancel ‘ ‘ Templates H Save Draft ‘ ‘;{c ‘ ‘ Options
r From: | Primary Account (Vengels, David <dvengels@ philasc S Seras T
] Format As Plain Text
i To: ‘
o & Signature ,
E Cc: ‘
Show BCC
Subject:

Attach ¥ ‘ Tip: drag and drop files from your desktop to add atta 1 High priority
—— - @ Normal priority

iii
4

Garamond ¥ 14ptv Paragraphy B 7 U S 4 Low priority = v 66

‘ .. Request Read Receipt

.| David Vengels



An attachment is an
additional piece of
Information, such as a
document or photo, that you
add to your email.
Attachments are useful for
sharing extra materials that
will help the email recipient
understand your message or
make it more fun.

i
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\ = S h | Vengels, David ~
) PHILADELPHIA (8 ~ searc Q gels,

Compose

‘ Send ¥ H Cancel ‘ ‘ Templates ~ H Save Draft | ‘A{:‘ Options ~

From: | Primary Account (Vengels, David <dvengels@philasd.org>)

| To: ||

| Cec: ‘ I

Subject: I

| Attach « ‘ Tip: drag and drop files from your desktop to add attachments to this message.

My Computer

]
]
iii
4
i
i
il
1]

ot~ Paagrph~ B I U & L A - A -
Q — B~ ¢ + ©

=~ 66
Attach Inline

Briefcase
Mail
Contacts

David Vengels

The new Student Information System (SIS) is now live!
Any questions? Please call the |.T. Help Desk at 215-400-5555 or email at helpdesk@philasd.org.
Visit http://sishelp.philasd.org for training resources.




Email Signatures

Having an email signature is
like handing a person a
business card every time you
send an email. It also allows
for faster response when you
need assistance.
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ﬂ HILADELPHIA

Preferences

‘ Save H Cancel ‘ Undo Changes \

- ¥ Preferences

Sign in
& General
{4 Accounts Default Client: ) Advanced (Ajax)
4 Mail . Standard (HTML)

Filters

_# Signatures

@ Trusted Addresses

Font: ‘ Standard « ‘

& Contacts Display Font Size: ‘ Normal « |
- [ Calendar Print Font Size: ‘ 12pt »
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& - C (Y @ https//zimbra.philasd.org/zimbra/#2 G ® % ﬁ ¢ B Q@ PO doBRA m[E g ¢

ﬂ THE 3CHOOL DISTRICT OF

PHILADELPHIA & v Search Q | vengels, David -

Preferences

Undo Changes

Signatures

NameI Dave 2 I | Format As HTML = |
Dave 2 | Bt e Aiorn]

Garamond ~ 14pt~ Paragraph~ B J U S T, A v A v =

E-Ev6 == ==

Connected Devices & Apps
Using Signatures

Import / Export

Shortcuts New Messages  Replies & Forwards

= =
Dave 3 i S = e e e
" Filters P O Q — B & 2 o
|_F Signatures ~
o David Vengels
& Outof Office
¥ Trusted Addresses The new Student Information System (SIS) is now live! >
Any questions? Please call the |.T. Help Desk at 215-400-5555 or email at helpdesk@philasd.org.
& Contacs Visit http://sishelp.philasd.org for training resources.
] Calendar
New Signature | Delete Attach Contact as vCard: | Browse... | Clear |
(1 Notifications H k fsaditncel | Ik
Bl
s
&
a8

Zimlets Primary Account: ; Dave2 « No signature

SIS Persone: | No signature = || No signature

“ October 2018 LA 4
M T W 10 F S
30 1 2 3 4 5 6
8 9 10 1 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27

2a [29 | 30 &1 1 2 3
4 6

7 8 9 10

Signature Placement: () Above included messages ~ Below included messages
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Calendar

|ﬂ,N_awAppointment v || Delete || g~ || #~ I©| | Today ] *:10!29-11.-‘2*| ] Day || Waork Week ;] Week “ Month l: List ” Free/Busy view
v Catendars D Mon, Oct29 Toe, 00130 Wes, 0et31 T Nov 1 o Nov2

[1E3 calendar
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Mon, Oct 29

4u 10129 - 1172 wh

Tue, Oct 30 Wed, Oct 31
QuickAdd Appointment
"Subject: ‘L’SUD}eC!
Location: |Locarfon
Display: | Busy - | Mark as: | Public =
Calendar: [T Calendar -
Start Time: |10I29f2018 vy @ |8:00 AM - ‘
End Time: | 10/29/2018 - @ [a:so AM -
@ The time you have selected for this
appointment is in the past.
Repeat: None - |
Reminder: Never
OK || Cancel ‘

| More Details... ‘
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For more information visit

http://www.google.com/a/edu



http://www.google.com/a/edu

G-Suite Accounts

District Account Personal Account
e @philasd.org o @gmail.com
e Administered by the o Administered by
school district Google
(some features may o 15GB free cloud
be altered or storage
disabled) o Data mining
¢ Unlimited cloud o Advertising

storage
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Google Drive Online

e Inthe“Cloud”-freestorage

e All documentsaccessiblewith any
Internet connection

e Searchable

e Automaticallysavesdocuments

| e Ability to sharefiles
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| = Access your drive at
drive.google.com
mmmmmmmmmm | = Sign in to Drive with
,,,,,,, ameen | your district email
Mo ot o o oninprvaeh addreSS and

S password
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My Drive

9-12 Laptop Distribution Files Luke Bilger

Blonded Loarning Mine

GSS laptop distribution Haomin Tian
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Settings

Organize _
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Kevin Smith and Stacey Lackey
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Title Goes Here

File Edit View Insert Format Tools Add-ons Help  All changes saved in Drive
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Title Goes Here ||

File

Edit
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View Insert Format Tools Add-ons Help Al changes saved in Drve
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Share with others Get shareable link ¢
People
| Enter names or email addresses... / -
+ Can organize, add, & edit
Can view only

Enter the email address of the person you want

to share it with and select permissions.
y &
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Nurse Deck for 11/6 ] = B O rresent - m o
File Edit View Insert Format Slide Arrange Tools Add-ons Help  All changes saved in Drive

Share...

A-O N - Background.. Layout- Theme.. Transition...

Download as >

Email as attachment...

Version history >

Rename...
W Moveto..

@ Movetotrash

Publish to the web...

Email collaborators...

Document details...
Language 3
Page setup...

Print settings and preview

& Print ®P

Click to add speaker notes
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& https://www.philasd.org/studenthealth/

Select Language & | Powered by Go glc Translate Eg

Espafiol

About Schools v Directory v/ Careers

= LeEBQQ POOHOBS[E @

SHQIP igi Frangais

e

Calendar Login

OFFICE OF
Student Health Services

studenthealth@philasd.org;

215-400-4920

Student Health Services - Home About Parent Infor

YOU ARE HERE Student Health Services Student Health Services - Home

ip Nurses v/ Student Health Related Services




® @ ﬂ Health - Student Information b4 +

< C 0 @& htips:/sishelp.philasd.org/health/ G Qa v ppoe BB QO ®@ 8 4 o0 G-
[ Select Language ) Powsred by Go gle Translate &g Espariol B Viét Pycckuii SHaIP ies Frangais e

m About Schools Directory “~~ Careers Calendar Login

St u d ent I nform ati on System YOU ARE HERE Student Information System Health
Office of Information Technology and Data Management

‘ 215-400-5555 Suite: 403

SIS Help - Home Resources by Module v~/ Manuals SIS Training Calendar FAQs SIS Access and Roles

Health

The Health module allows school health professionals to maintain, manage, and report student health data in Infinite Campus. The resources below are organized by where they
are found in the index.

— O All Resources

Resource Type of Resource Potential Users
Health Module Stepper Stepper Nurse
4 Entering Immunization Data Stepper Nurse

Uploading Health
Documents Stepper
Health Report Steppers Report Stepper Principal, Nurse

Stepper Nurse




Thank You!!!
Help Desk & Password Reset

215- 400 - 5555

Good Luck!!!
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