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Description: Technology updates and changes in a flash! With the addition of AI, our 
online tools provide more efficiencies and features than you can imagine. This session 
will look at ways to use the online tools you already use more effectively. We'll explore 
Office 365, Google, and other online resources. 
 

 

 

Redefining Geek Bias and the Five Hidden 
Habits of Tech-Savvy Teens 
by Cassidy Puckett 
 
Cassidy Puckett homepage 

The Habits 1.​ Willingness to Try and Fail 
2.​ Management of Frustration and 

Boredom 
3.​ Use of Models 
4.​ Design Logic 
5.​ Efficiencies 

 

The Scale Digital Adaptability Scale 
 
 
 

Shortcuts 
Keyboard functions Menu + shift + s         (snipping tool) 

Ctrl + F                          (find in page) 

mailto:julie.erickson@lancrew.com
https://press.uchicago.edu/ucp/books/book/chicago/R/bo137270726.html
https://press.uchicago.edu/ucp/books/book/chicago/R/bo137270726.html
https://cassidypuckett.com/
https://360.articulate.com/review/content/2bbeafc6-dec8-4c3e-9a6d-9685e8031833/review
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Excel Ctrl - ; - insert date 

Text-to-columns 
Excel Shortcuts 
 
Excel Shortcuts from the presentation 

Organization 
General Folders 

Name files 
Naming conventions 
 
Add to drive 
 
Google allows folder colors, emojis etc 
(Cheat sheet) 
 
OneDrive allows folder colors also! 

Google Shared Drive vs. Folders 
 
Shared drive 
(only available on work or school accounts) 
 
Shared with me vs. My Drive 
 
Google Drive lesson plan 
 

Microsoft Onedrive 
Personal files - can be shared 
 
Teams 
Shared files 
 
Sharepoint 
Backbone of everything 

Browser Profiles Edge 
Setting up a profile 
 
Chrome 
Setting up a profile 

https://support.microsoft.com/en-us/office/keyboard-shortcuts-in-excel-1798d9d5-842a-42b8-9c99-9b7213f0040f
https://drive.google.com/file/d/1t39CuKrkq13ppB0YGax_lvc10BtSmado/view?usp=sharing
https://support.google.com/a/users/answer/9300017?hl=en&ref_topic=9348681
https://support.google.com/a/users/answer/7212025?hl=en
https://zak.io/post/2019/09/28/google-drive-scavenger-hunt/#
https://support.microsoft.com/en-us/topic/sign-in-and-create-multiple-profiles-in-microsoft-edge-df94e622-2061-49ae-ad1d-6f0e43ce6435
https://support.google.com/chrome/answer/2364824?hl=en&co=GENIE.Platform%3DDesktop
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Communication 

Email Outlook - there’s a NEW Outlook in town 
Comparison between new and old 
 
Signature 
Use signatures creatively! 
 

Chat Google Hangouts 
●​ One-to-one 
●​ Group 

 
Teams 

●​ One-to-one 
●​ Group 
●​ Yourself  

 

Mail Merge

 

Features 
Streamline communications by creating 
custom letters, certificates and more 
 
How 
Combine Excel/Google Sheets with 
Word/Docs/PowerPoint/Slides to create 
unique content. 
 
Tools 
Google: Autocrat add-on (available with 
free accounts) or  
Merge (not available with free account) 
(more info) 
 
Microsoft: Mail merge 

Autocrat Getting Started 1.​ Create the Google Sheet. Column 
Headings are merge fields. 

2.​ Create the document -- the 
document can be a Google Doc or 
Google Slides. 

3.​ Add the merge fields to the 

https://support.microsoft.com/en-us/office/new-and-classic-outlook-for-windows-feature-comparison-de453583-1e76-48bf-975a-2e9cd2ee16dd
https://support.google.com/mail/answer/12921167?hl=en
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document -- <<column heading>> 
4.​ Make a folder for the Autocrat 

documents to be placed in 
5.​ Return to your Google Sheet 
6.​ Select Extensions > Autocrat 

a.​ (if you DON’T see Autocrat, 
select “Get add-ons” and add 
Autocrat) 

7.​ Follow the steps in Autocrat 
 
Bonus: Here are some basic instructions.  

How Autocrat and Mail Merge compare 
Autocrat (Google) Mail Merge (Microsoft) 

Uses Google products -- sheets, docs and 
slides 
 
Can use Google Forms to generate the 
sheets. 

Microsoft product -- excel, docs, 
PowerPoint 

 
Can use Microsoft Forms to generate the 
excel  

Can email multiple people at once AND cc 
or bcc 

Can only email one person; no cc or bcc 

Files are attachments No attachments; merges the document as 
an email 

Add tags to document BEFORE adding to 
merge 

Add tags to document AFTER adding to 
merge 

 Need to use Outlook app (not outlook on 
the web) for mail merge 

Mail merge not available in NEW Outlook at 
this time 

Can email as pdf Can email as pdf 

Collaboration 
 Office 365 & Google  

●​ Both allow collaboration/sharing 
with products 

●​ Voice typing 

https://blog.sheetgo.com/education-processes/how-to-use-autocrat-add-on-for-google-sheets/
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PowerPoint or Google Slides 
●​ Collaborative 
●​ Getting Started with 

Google Slides 
●​ Slides Mania 
●​ Slides Carnival 
●​ SlidesGo 

Documents Google documents 
Smart chips and building blocks 
@ will give available options 
 
 

Office 365 PowerPoint 
Remove background 

AI 
AI Embedded Search Google 

●​ Google Lens on desktop search 
 
Edge 

●​ Right click on an image to search 
image 

 

Keeping Up 
Microsoft Mike Tholfsen posts regular updates on 

new Microsoft features 
 
Here’s his Twitter/X feed 

 
 
 
 

https://edu.google.com/teacher-center/products/slides/?modal_active=none
https://edu.google.com/teacher-center/products/slides/?modal_active=none
https://slidesmania.com/
https://www.slidescarnival.com/
https://slidesgo.com/
https://support.google.com/docs/answer/10710316?hl=en
https://blog.google/products/chrome/google-chrome-ai-features-august-2024-update/#:~:text=General%20summary,Generative%20AI%20is%20experimental.
https://twitter.com/mtholfsen?ref_src=twsrc%5Egoogle%7Ctwcamp%5Eserp%7Ctwgr%5Eauthor
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