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What this is not about...

WE'RE NOT JUST GOING TO DELETE
OLD E-MAILS OUT OF YOUR
OVERFLOWING INBOX

BECAUSE THAT INBOX WILL
BE OVERFLOWING AGAIN BY
SEPTEMBER 11
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LET'S GET SOME
ORGANIZATIONAL THINGS
IN PLACE NOW THAT WILL

HELP CARRY YOU
THROUGH THE YEAR




ONE MORE THING...

Nosce Te Ipsum

WHATEVER WE PUT INTO PLACE
HAS TO BE SOMETHING YOU CAN
LIVE WITH AND MAINTAIN
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RUSTRATIO
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RUSTRATIO
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Organization

begins here
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' On our list to =
000 galk about...

Forms

E |
= Internet
Documents
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But first...

LET'S MAKE SURE
YOUR DIGITAL SPACE

FITS YOUR NEEDS

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




System Preferencesj

| [ Finder File Edit View Go Window Help

About This Mac
Software Update...
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Force Quit Finder

Sleep
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Shut Down...

Log Out Montalvo, David... {3Q
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Some tips...

SET SCREENSAVER FOR MORE
THAN 1 PERIOD/MOD

SET SLEEP ON POWER CORD TO MORE
THAN 1 PERIOD/MOD

SET THE MOUSE SPEED TO SOMETHING
YOU CAN LIVE WITH
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First up...
YOUR E-MAIL

® Entourage File Edit View Message Format Tools Window Help
000 Mail
— &
‘ L — ‘ Inbox | Subject +]! contains W) Searc i

Mail  Address Calendar | % fdl #| 8 || From Subject Conversation | Rece... ¥/ C... Projects
Book

b ‘ There are no messages in this folder
Notes Tasks Project
Center
dlll Hide Folders

> ) Folders on My Comp
v [ umMasp
> I. Inbox
& Drafts
5 sent Items
[ Deleted Items
b@ Junk E-mail
| calendar
m Contacts
| Apple Mall To D¢
/| Deleted Messa
| Quarantine
| Spam Mall A
| Sync Issues v

0items displayed, 0 selected, UMASD
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Before we get started...

WANT TO TURN OFF AUTOMATIC
E-MAIL NOTIFICATION?

ENTOURAGE

ENTOURAGE > PREFERENCES > NOTIFICATIONS
UNCHECK "DISPLAY ALERT ON DESKTOP”
UNCHECK SOUNDS

OUTLOOK EXPRESS
TOOLS > OPTIONS > GENERAL
UNCHECK "PLAY SOUNDS FOR NEW MESSAGES"™
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Now down to business...

YOUR E-MAIL SHOULD

YOUR TO-DO LIST!

NOT BE
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Entourage File

23 items displayed, 1 select¥

gelphig.N
delphig...
jenn@...

Subject

learner grade for y...
FW: Transcript Ord...

OFT: Wrapping Up...
I': And now the ...

OF

learner grade for

Transcript Order #..)

OFT: Wrapping Up...

OFT: And now the ...
Can you belleve th...

ting info in the...

Welcome to Week 5
OFT Week 5: Up a...

o: dmontalvo@u
ranscript O,

o~
Categories v Projects

Projects

v




YOUR E-MAIL SHOULD NOT BE
YOUR TO-DO LIST!

- IT'S NOT ALWAYS WITH YOU

- EACH E-MAIL ONLY VAGUELY
REPRESENTS WHAT NEEDS
TO BE DONE

- THAT MEANS THAT SOME
INFO WILL ALWAYS BE
NAGGING IN THE BACK
OF YOUR MIND...

- WHICH TENDS TO INCREASE
YOUR STRESS LEVEL

DAVID MONTALVO - IMPORTANT E-MAILS WILL
Uil el @ GET LOST IN THE SHUFFLE!
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Let's think about this...

WHEN MAIL COMES IN,
WHAT DO YOU DO* WITH IT?

-ACTONIT

- DEFER ACTING ON IT

- DELEGATE IT
- DO NOTHING

-FILE IT

2
Notes Tasks
dlll Hi
P i) Folderson M
v [l umasp
>
| Drafts
5) Sent Ite
> </ Deleted
Junk E-
& Apple M
. Deleted
2 Quarant
¢ Spam M
> o Sync Isst
0 items displayed, 0

- DELETE IT

DAVID MONTALVO * Getting_Things Done, by David Allen, and
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Let's think about this...

WHEN MAIL COMES IN,
WHAT DO YOU DO* WITH IT?

-ACTONIT

- DEFER ACTING ON IT
NOTE: ALL E-MAILS

MUST END UP HERE
JSOONER OR LATER!

-FILE IT

2
Notes Tasks
dlll Hi
P i\ Folders on
v [l umasp
>
| Drafts
5) Sent It
> </ Delet
Junk E
=) contact:
k2 Asple
K2 Delet
k& Quaran
K2 spam
» K- sync Is:
0 items displayed, 0

- DELETE IT

DAVID MONTALVO * Getting_Things Done, by David Allen, and
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THE E-MAIL LIFE CYCLE

ACTONIT
REPLY
SET A REMINDER
ETC.

m

DEFER ACTING ON IT
mmmne SET A REMINDER TO
COME BACKTO IT

RDELEGATE IT
FORWARD

UPPER MERION AREA HS M
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me DELETE IT




Before we get to filing mail...

A RECOMMENDATION FOR YOU

INSTEAD OF FREQUENTLY
CHECKING YOUR E-MAIL
AND LETTING IT PILE UP

mat Tools Window Help #

SET A TIME DURING THE
DAY TO PROCESS ALL OF
THE E-MAIL IN YOUR
INBOX

CLEAR THE INBOX*
(IF POSSIBLE)
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FOLDERS IN YOUR E-MAIL

- MEMOS
CREATE FOLDERS TO B CARENT
FILE TYPES OF E-MAIL IEP
it —— i ———— | S
- BY TODAY
- BY FRI

- END OF MONTH
- ARCHIVE

3 SCHOOLS CREATE FOLDERS
OF TO FILE MAIL
THOUGHT BASED ON URGENCY

CREATE ONE FOLDER
"ARCHIVE"” AND USE
SEARCH AND SORT
FEATURES TO FIND
DAVID MONTALVO OLD E-MAIL
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CREATING FOLDERS IN YOUR E-MAIL

- RIGHT-CLICK* THE INBOX
- CHOOSE "NEW FOLDER"

- NAME IT

- DONE!

YOU CAN NOW DRAG AND DROP E-MAILS INTO IT

DAVID MONTALVO

UPPER MERION AREA HS * Or control-click, or two-finger click
dmontalvo@umasd.org




SEARCH AND SORT E-MAIL

® Entourage File Edit View Message Format Tools Window Help
Mail

2' [3 Junk @Send&keceive v Move T |:=| Categories ¥ Projects ~

—

CEa L] 0 pbs course %!/ contains v , Search ‘

Address Calendar %Ih_. # 3 1# From Conversation

p Book - ¥ This year

™™,
b

CA‘,'T .

_ | | ==

Reed Sem... learner grade for your re... learner grade for your rel 1/16/08 1...
David Mo... FW: Transcript Order #1... Transcript Order #1282... 1/15/08 4...

Notes Tasks Project

dlll Hide Folders Y b CLICK ON A FOLDER f 12/10/07 ...

12/6/07 1...
jenn@sm... OFT: Can you believe th... Can you believe that e 11/28/07 ...

- CLICK A HEADER TO SORT
(CLICK AGAIN TO REVERSE-SORT)

> &) Folders on My Comp
v [l umasp
v fg) Inbox

<:& 0 pbs cours

IAC
Junk E-mail

X

FEEEET

KD

KD

Keepers 0!
Keepers 06-

KD

Keepers 07- I

Keepers old L OR USE THE SEARCH
NSTA
SSHE-IAPRS
Student Gre

KD

X X 4

K

K= Technology
k& Drafts
f<) sent Items
f<s Deleted 1tems
kg unk e-mail 3
W& calendar -

23 items displayed, 0 g;ec:ed,‘UMASD E n t O u r a g e v updating Deleted ltems® S S S S S % %
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SEARCH AND SORT E-MAIL

! File Edit View Go

Tools Actions Help Adobe PDF

PadNew v | 4 3 X | CuReply “@Reply to all 5 Forward

Favorite Folders

L3 Inbox

L Lhwresd Mai?

— For Follow L
[ sent Items

All Mail Folders

= €5 Mailbox - Montalvo &
3 Apple Mail To D
# 5 Deleted Items
1 Deleted Messag
L7 Drafts
= [ Inbosx

3 Junk E-mail
# [ 1 Keepers 05-C
& 1 Keepers 06-C
1 Keepers 07-C
1 Keepers old
L NSTA
1 SSHE-1APRS
3 Student Grac
3 Technology
L@ Junk E-mail

¥ Search In~ good spam

good spam
B4 ¢ [ @ From

= dmontalvo@umasd.org pear am. “slvo@umasd.org April 85% OFF

(=] Colonial Bank Support Colonial Bahk NDigiCert, we make renewing easy.
= Huth Repl

ply
c L I c K o N A rook's Friends §as sent you an Evite Invitation

rica Bank - Sign§icant information from Security service,

TE ¥YOUR ACCOIRNT
I o L D E R from home For Spgin company. Make no investments. Great salary.

T —— > Seven Bell Yard Rarristers

= erv olaf

s |CLICK A HEADER TO SORT

_ﬁ Calendar

5| contacts

;ﬂ Tasks

N

DAVID MONTALVO

Dear dmontalvo@un (CLICK AGAIN To

dmontalvo@umasd.ordg

S REVERSE-SORT
To: Montalvo, David -

B Right-click here to download pictures. To help
Click Herel OR USE THE
About this mailing:
You are recefving this e-mail because vo
If vou do not wish to receive this MSN F| s E A Rc H
not unsubscribe vou from e-mail commun|
Offers. This shall not constitute an offer by MSN. MSN shall not be responsible or liable for the
content nor anv of the goods or service advertised. Prices and item availabilitv subject to change

‘ O u 't -I_ O O k 'e Newsletters | Privacv
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TIME TO PROCESS THAT E-MAIL

CLEAR THAT INBOX!
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Next up...
TO-DO LISTS & E-MAIL RULES

® Entourage File Edit View Message Format Tools Window Help
000 Mail
— &
‘ L —— ‘ Inbox | Subject +]! contains W) Searc K4

Mail  Address Calendar | % fdl #| 8 |2/ From Subject Conversation | Rece... ¥/ C... Projects
Book

b ‘ There are no messages in this folder
Notes Tasks Project
Center
dlll Hide Folders

> ) Folders on My Comp
v [ umMasp
> I. Inbox
& rafts
5 sent Items
[ Deleted Items
b@ Junk E-mail
| calendar
m Contacts
| Apple Mall To D¢
/| Deleted Messa
| Quarantine
| Spam Mall A
| Sync Issues v

0items displayed, 0 selected, UMASD
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Now that your inbox is clear...

CAN WE KEEP THE CLUTTER FROM
ACCUMULATING IN THE FIRST PLACE?

YES!
WITH RULES
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RULES: EXAMPLES

HAVE MAIL FROM SPECIFIC ADDRESSES
AUTOMATICALLY ROUTED TO A FOLDER

HAVE MAIL WITH SPECIFIC WORDS IN THE SUBJECT
OR BODY AUTOMATICALLY ROUTED TO A FOLDER

HAVE MAIL AUTOMATICALLY FORWARDED TO
ANOTHER ADDRESS AND THEN DELETED

HAVE MAIL FROM YOUR PRINCIPAL
AUTOMATICALLY COLORED RED
DAVID MONTALVO

UPPER MERION AREA HS
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SETTING UP RULES

E Inbox - Microsoft Outlook 1. CLICK TOOLS > RULES AND ALERTS

¢ File Edit Yiew Go | Tools | Actions Help  muwoos o

Favorite Folders

sl ' 3. ENTER DETAILS

| For Follow L Out of Office Assistant...

= Sentlteme Mailbox Cleanup... Rules and Alerts @@

&llpall Foldegs 3] Empty "Deleted Items" Folder m
= 5t Mailbox - Montalvo N

Recover Deleted Items...

a3 Apple Mail To D = ' L'_\‘}rjewRule... ghange Rule ~ 53 Copy... )(Qelete| + & RunRules Now... Options

+ @ Deleted Items EDF ms RuEtapplied in the orfder shown) - Actions
— v Move messages sent from NSTA Express to Inbox
d Deleted Messag Macro Move messages sent from Science Kit to Junk Mail

=l % Speech MNSTA newsletter
1 0 pbs course E-mail Accounts...
4 good spam
L IaC .
d Junk E-mail _ Options...

+ [ -
43 Keepers 05-C Apply this rule after the message arrives

13 Keepers 06-C from MSTA Express
move it to the Inbox folder

Customize...

Rule description {click an underlined value to edit):

DAVID MONTALVO O u t -I. OO k
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SETTING UP RULES
1. CLICK TOOLS > RULES

e O e 2, Gl EXCHANCE Y
3. CLICK "NEW"

|
Edit Rule

—
Rule name: untitle% 4- NAME IT

5. SELECT THE CRITERIA

Add Criterion Remove Criterion i o

6. SET WHAT SHOULD

T Add Action Dommate Aciis

HAPPEN WHEN THE
CRITERIA ARE MET

~ Change status |

s
v
.
v

' Not junk E-mail vad
4]

| Set category ' None

EDonotappy =TT 5 Rge : FSC criteria

M Enabled [ Cancel ) € OK )
DAVID MONTALVO E n t O u rl a g e
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Next up...
TO DO LISTS

CALENDARS
a Work
™ Tech Help

M home

Sunday

- August 2009 >
Sun Mon Tue Wed Thu Fri Sat ©8:00 AM Wis-
sahickon: Dig

=
1
234 5 cjghs

9 10 11 12 13 14 15
16 17 18 19 20 21 22 Ty 20
23 24 25 26 27 28 LHS 1-1 boot | ©8:00 AM Re-

A thinking Pre-
30 31

September 2009
Sun Mon Tue Wed Thu Fri

12|34
6 7 8 9 10 11
13 14 15 16 17 18
20 21 22 23 24 25
27 28 29 30
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PROBABLY THE BEST PLACE FOR
TO-DO LISTS IS YOUR CALENDAR

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org

CALENDARS

S Work

g Tech

M homg¢

V¥ SUBSCRIF

Sun Mon Tue i Sat

1 4 5
6 7 8 10 11 12
13 14 15 o 17 18 19
20 21 22 23 24 25 26
27 28 29 30

iCal

[« _oay_ wee TN » |

August 2009

Sunday Monday Tuesday Wednesday Thursday Friday

*8:00 AM Hill

Dave Wedding
©8:00 AM Hill

©3:00 AM Re-
thinking Pre-

27

.

Saturday

1




PROBABLY THE BEST PLACE FOR
TO-DO LISTS IS YOUR CALENDAR

Inbox - Microsoft Outlook
! File Edit View Go Tools Actions Help Adobe PDF

| aavewns] G 23 X | Reply (8iReply to All 3 Forward | HiSend
’ A4 Mail Message Chri+N
Mail Message Post in This Folder ~ Ctrl+Shift+S

[ %
1éNewj‘;‘Reply

Mail Address Calendar Mail Message 4 Folder... Ctr+Shift+E
News Message 2 Search Folder... Ctr HShift+P

Navigation Pane Shortcut,..

Calendar Event
Task % Appointment Ctr+Shift+aA

| Notes . Tasks | ‘Project. Note 5 Meeting Reguest \ Ctrl+Shift+Q
Center Contact 184 Ccontact Ctri+Shift+C

Hide Folders e | Distribution List  / CtriShift+L
&) Folders on My Computer J Task Ctrl+Shift+K
E UMASD Ctr +Shift+U
K9 Inoox 4 Journal Entry CtrHShift+]
K= building E-mail Account | Note CtrHShift+N

Main Window ¢4 Internet Fax Ctr +Shift+X

Outlook Data Eile...

a—an—2 -

. Keepers old
L NSTA

DAVID MONTALVO

UPPER MERION AREA HS ' Ou't-l. OO k
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ICAL OFFERS YOU SOME NICE OPTIONS

Calendars can
be turned on
or off for
easy viewing

Yoo B

| loday |

SAMPLE iCAL

- e e

iCal

| Day
Calendars I share

CALENDARS

8 Work

5] Tech Help
[\_ﬂ home

Multiple
calendars can

2009 g

with others

> Q-

jod. Feb 18 Thu, Feb 18 Fri, Feb 20 Sat. Feb 21

O

Calendars shared
with me

be created for
different

# Lynda

“'_/ Home *

SUBSCRIPTIONS /

500 AM

kinds of
events

-« February 2009

Sun Mon Tue Wed Thu Fri

1/2(3|4|8]e
8 9 10 11 12 13
15 16 17 18 i 20
22 23 24 25 26 27

Click to add a

new calendar March 2009

Tue Wed Thw Fni

3 4 5 6
10 11 12 13
17 18 19 20
24 25 26 27

Calendars events
color-coded

»

Sat
7
14
21
28

xtended Day
Registration

—

http://www.umasd.org/tmm
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TIME TO SET UP
SOME RULES

AND GET YOUR
CALENDAR IN
ORDER




Next up...
DOCUMENTS & FILES
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¥ DEVICES
.~} Macintosh HD

¥ SHARED
® All..

¥ PLACES

B4 Desktop
ped dmontalvo

/A Applications
J Downloads

E Movies

(] Montalvo

¥ SEARCH FOR
(L) Today
(L) Yesterday
(L) Past Week

FOLDER VIEWS

dmontalvo/Documents/physics /05 CM Rotation

AppleW...ser Data . 01 Evidence
.. Downloads . 0la Skepticism
« Hand-b...ot D.app . 02 Forces
. Microsoft User Data . 03 Motion
. physics .| 04 Projectile Motion
" rubric-grades
. submitted work . 06 Four Basic
theuserlist.txt .1 07 Energy
. 08 Collisions
. 09 Circuits
. 10 Waves

Y ¥ ¥ v v

Yy v v v vy

DO O OO OO OOO OO

& My Documents
File Edit View Favorites Tools Help

> J’ /L_ ) Search | -

File and Folder Tasks

j Make a new Folder

Publish this folder to the
Web

DAVID MONTALVO Other Places
UPPER MERION AREA HS
dmontalvo@umasd.org

Thumbnails

d ® Tiles

Icons
List
Details




FOLDER VIEWS

ars /dmontalvo/Documents/physics/05 CM Rotation

_ (n] DY MY MAC FAVORITE:
DEVICES AppleW...ser Data > . 01 Evidence COLUMN VIEW

! Macintosh HD .. Downloads .| 01a Skepticism
. SHARED % Hand-b...ot D.app .1 02 Forces
AT Microsoft User Data . 03 Motion
. physics .| 04 Projectile Motion
v PLACES rubric-grades
¥ Desktop submitted work . 06 Four Basic
ped dmontalvo theuserlist.txt . 07 Energy
.. 08 Collisions
7 Applications .1 09 Circuits
> Downloads . 10 Waves

E Movies

MY WINDOWS
FAVORITE:
DETAIL VIEW

Y ¥ v v v

Yy v v v v

DO OO OO OO0 O OO

(] Montalvo & My Documents

V SEARCH FOR File Edit View Favorites Tools Help
(L) Today

(L) Yesterday
(L) Past Week

| @
| \ </ 1? P Search | I

File and Folder Tasks

j Make a new Folder

Publish this folder to the
Web

DAVID MONTALVO Other Places
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SMART NAMING SCHEMES

THE COMPUTER SORTS FILES ALPHA-NUMERICALLY"*

10#$ ... 12345 ... AaBbCcDd ... YyZz

YOU CAN USE THAT TO PUT THE FILES
IN THE ORDER YOU WANT

® O O [i]/Users/dmontalvo/Documents - ® O O [&]/Users/dmontalvo/Documents ()

) oo ’/—\
(<] Q ‘ L[> ) Q
DEVICES . AppleW...ser Data *» ” DEVICES . 1 physics
! Macintosh HD .1 Downloads = Mxcintosh HD 0 2 rubric-grades
# Hand-back Robot D .| 3 submitted work

.| Microsoft User Data . AppleW...ser Data
. physics . Downloads

¥ PLACES . rubric-grades " PLAC % Hand-back Robot D
Desktop " submitted work B Desktop ! Microsoft User Data
peq dmontalvo " thecollection.xls ped dmontalvo "~y thecollection.xls

theuserlist.txt z theuserlist.txt
#\ Applications 7\ Applications
&5 Downloads 2 Downloads
B3 Movies B movies

(] Montalvo (] Montalvo

SHARED
@ All..

Yy v vy v vy

v

SEARCH FOR SEARCH FOR

9 items, 18.95 GB available 9 items, 18.95 GB available

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org

* Note: after re-naming files, the Mac re-sorts them
automatically; in Windows, hit Fn-F5 to re-sort




fFiIe Edit 'v'iew. Favorites Tools Help CLICK “FOLDERS" TO SHOW

€ o [ O seadn [[7 Folders | ) FOLDERS IN SIDE BAR

Address WENS / e
oy O WHEN MOVING FILES, HOVER

Desktop ()Dig0rg images

=Yy Docurments | it o it OVER A FOLDER AND IT WILL
# | DigOrg images A v MUS]
# [g2) Inspiration Data gmi Ncﬁ;mk Content "s P RI N G" O P E N
# [g2) Microsoft User Data g SMART Notebook
+ ﬁé My Music & 0 Digitally Organized Presenta..

57 My Natebook Content #11 absolutely the last document KEYBO ARD SHORTCUTS

[ SMART Notebaok #2 document

§ My Computer 3 last charts and tables CLICK ON FILE: SHIFT-CLICK
- iE14 Presentation ’
® My Network Places

DRecycle Bin - POl e ON ANOTHER FILE TO SELECT

5 5a puffles

%ﬁga;t dﬁcument ALL FILES IN BETWEEN

¥ another document

i basic Presentation number 2

®H1 love you daddy! CTRL-CLICK ON FILES TO SELECT

sEJMy Pictures

B charts and tables MULTIPLE FILES NOT NEXT TO
My charts and tables EACH OTHER

DAVID MONTALVO
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QUICK FILE MOVING

WHEN MOVING FILES, HOVER
® O O [i]/Users/dmontalvo/Documents

(<] > ] a “|OVER A FOLDER AND IT WILL
¥ DEVICES . AppleW...ser Data "SPRING" OPEN

! Macintosh HD .. Downloads
e « Hand-back Robot D
i . Microsoft User Data
. . physics
¥ PLACES . rubric-grades

=3 Desktop — submitted work KEYBOARD SHORTCUTS

ped dmontalvo " thecollection.xls

theuserlist txt CLICK ON FILE; SHIFT-CLICK
LRI ON ANOTHER FILE TO SELECT

., Downloads

EMovies ALL FlLES IN BETWEEN

(] Montalvo

» SEARCH FOR

APPLE-CLICK ON FILES TO SELECT

MULTIPLE FILES NOT NEXT TO
EACH OTHER

DAVID MONTALVO
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SORTING FILES

®O0 " Users/dmontalvo/Documents/physics/05 CM Rotation

BERfEB- . - MAC: SWITCH TO LIST VIEW

¥ DEVICES . AppleW...ser Data . 01 Evidence
! Macintosh HD .| Downloads .1 01a Skepticism

« Hand-b...ot D.app . 02 Forces WI NDOWS: SWITCH To

. Microsoft User Data . 03 Motion

@ Al.. _ physics (1 04 Projectile Mg DETAI L VIEW

¥ PLACES . rubric-grades | I 05 CM Rotation
4 Desktop .| submitted work . 06 Four Basic > B 0
ped dmontalvo theuserlist.txt . 07 Energy

"B Documents = oscalisions | CLICK HEADERS TO SORT
& My Documents

File Edit WView Favorites Tools Help

¥ SHARED

<, >, [’ /'j ) Search | " Folders

255 | [L) My Documents

File and Folder Tasks

j Make a new folder

Publish this folder to the
Web

Other Places

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




SEARCHING FOR FILES

® Finder File Edit View Go Window Help O M Gy = 4 = Wed 9:19:48 AM @D (853

|| /Users/dmontalvo/00 mrmont

=[] (%]

DEVICES

-1 Macintosh HD

SHARED

& Al

PLACES
4 Desktop

7 Documents
1—\ Applications

+s Downloads

B Movies

SEARCH FOR
L) Today

L) Yesterday
L) Past Week

Desktop
Documents
Downloads
Library

Movies

Music

My Documents
Pictures

Public

Sites

blog rep...t.webloc
Current Class Files
Inspirational
Logistics
Technology

»
»
»
»
»
»
»
»
»
»

5 items, 18.95 GB available

ﬁg

)OO

SPOTLIGH

Bena B

u
<

UFrFCRN NMIERLUN ARLCA 11D
dmontalvo@umasd.org




SEARCHING FOR FILES
& My Documents [:]@

File Edit WView Favorites

&

Address

Search Companion Name Type
DigOrg images File Folder
g Inspiration Data File Folder
What do you want to OMicrosoft User Data File Folder
SRRl My Music File Folder
Pictures, music/r video g2 My Notebook Content File Folder
5 SMART Notebook File Folder
) & 0 Digitally Organized Presenta... Text Document
#11 absolutely the last document Microsoft Word Doc...
#12 document Microsoft Word Doc...
313 last charts and tables Microsoft Excel Wor...
14 Presentation Microsoft PowerPoin...
@) Information in Help and EﬂS third Presentation Microsoft PowerPoin...
Support Center ki 5a puffles Smmart Notebook File
You may also want to... @6 last document Microsoft Word Doc...
K search the Internet 5 abstract Srmart Notebook File
¥ anather document Microsoft Word Doc...
i basic Presentation number 2 Microsoft PowerPoin...
®H! love you daddy! BMP File
s2iMy Pictures Shortcut
3% charts and tables Microsoft Excel Wor...
3y charts and tables Microsoft Excel Wor...

Change preferences

DAV
UPPER —_——
dmontalvo@umasd.org




CREATING SHORTCUTS

YOU CAN CREATE SHORTCUTS TO
“ALIASES"

INDIVIDUAL FILES OR FOLDERS

| /Users/dmontalvo/Documents

®o00

(<[] [z2]= =] | RIGHT-CLICK* THE FILEIFOLDER
1" CHOOSE "MAKE ALIAS"

= Madniosn 10 . 3 submitted work  * -
~ AppleW..serData . * PRAG THE ALIAS
WHEREVER YOU WANT IT

SHARED

& Al
- . Downloads

«~ Hand-back Robot D

| Microsoft User Data *»
Pl e, ——1
y thecolle -

z theuser

PLACES
Desktop
ped dmontalvo

B Documents Open

7 Applications
.2 Downloads

B Movies

(] Montalvo

1 of 9 se
Y Movies 1
) Montaivo - 12 Ex

U
>

Open With
Move to Trash

Cet Info

Compress “y thecollection.xls"”
Duplicate

Make Alias

Quick Look "y thecollection.xls”

Copy "y thecollection.x|s™

CAN CREATE SHI
DAVID MONTALVO
UPPER MERION AREA HS

* Or control-click, or two-finger click
dmontalvo@umasd.org Or control-click, or two ger clic




Some more advice for you...

DON'T GO TOO DEEP WITH
THE FOLDERS!

CLEAR OFF THE DESKTOP!

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




CREATING SHORTCUTS

- RIGHT-CLICK”* THE FILE OR FOLDER

- MAC: CHOOSE "MAKE ALIAS"

- WINDOWS: CHOOSE: "CREATE SHORTCUT"™

- DRAG IT OUT TO WHEREVER YOU WANT IT

DAVID MONTALVO
UPPER MERION AREA HS

* Or control-click, or two-finger click
dmontalvo@umasd.org




=S\ TIME TO GET THOSE
Documents DOCUMENTS & FILES

> SORTED OUT!

N——

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




Next up...
BROWSING THE INTERNET

@ Safari File Edit View History Bookmarks Window Help Debug
®00o Google
4 http://www.google.com/ ~(Q~ Google

mrmont.com blog Wikipedia Wikispaces YouTube AccuWeather JavaScript Ref CSS Ref

News Shopping Gmail more v iGoogle | Sign in

Google

Advanced Search
Preferenct

( g 5 ) - =
_Google Search \ (_I 'm Feeling Lucky bl iie

Internet

Advertising Programs - Business Solutions - About Google

®2008 - Privacy

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




SETTING YOUR HOMEPAGE

Edit View History Bookmarks Window Help Deb

gle.com/

%0 "1 CLICK SAFARI > PREFERENCES

Private Browsing...
Reset Safari...
Empty Cache...

Services eO0 General

Hide Safari | "'D“ 8 . Z @ 'SHS}

Hide Others Appearnce Bookmarks Tabs RSS  AutoFill Security Advanced

eb Browser: | &) Safari B

Quit Safari #¥Q

Coogle Search I'm Feeling Lucky\ ( n
e ith: | Home Page 'y 1
Home page: | http://www.google.com/

_ Set to Current Page

Advertising Programs - Business Solutions - About Google

®2008 - Privacy
Remove history items: “ After one month e ‘

Save downloaded files to: | [&] Downloads o

Remove download list items: ‘_ Manually =& '

™ Open “safe” files after downloading

“Safe" files include movies, pictures, sounds,
PDF and text documents, and disk images
and other archives.

Open links from applications: ) in a new window
(D in a new tab in the current window
This applies to links from Mail, iChat, etc.

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




SETTING YOUR HOMEPAGE

CLICK TOOLS > INTERNET OPTIONS

"Internet Options
= Google - Windows Internet Explorer

S —— i —

s v | & htip:/Awww.google.com/

L < g\ y
e e

File Edit View Favorites Help

X ol ’ 9 Google Delete Browsing History...

Pop-up Blocker
Phishing Filter
Manage Add-ons

Web |mages Maps News
Browsing history

T

) ‘ Delete temporary files, history, cookies, saved passwords,
¥} and web form information.

Windows Update Search
p Change search defaults, Settings
Windows Messenger V4

Diagnose Connection Pra Tabs

e ———. — ) .
- Change how webpages are displayed in
¢ _Internet Options | ° : Settings

— tabs.

(G0 Search ]| Im Feeling Lu
Appearance

Advertising Programs - Business Solutions - A
—_—

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




SETTING YOUR HOMEPAGE

CLICK FIREFOX > PREFERENCES

n {04 File Edit View History Bookmarks Tools Wi
® O About Mozilla Firefox

A o' Preferences...

Googl - al website Sapphire H
- Services
Web
Hide Firefox

Hide Others

. . Content Feeds Privacy Security Advanced
Quit Firefox |

Home Page: http://www.mrmont.com

Google Search | I'm Feelin _ Use Current Page L=E Bookmark ) [ Restore to Default

Downloads
Advertising Programs - Business Solutid ¥ Show the Downloads window when downloading a file

" Close it when all downloads are finished
@2008 - Privacy

(® Save files to[ ] /Users/dmontalvo/Documents/Downloads

() Always ask me where to save files

System Defaults

"1 Always check to see if Firefox is the default browser on startup ( Check Now

DAVID MONTALVO ‘
UPPER MERION AREA HS 2
dmontalvo@umasd.org




BROWSER HISTORY EXPLORER

/- Google - Windows Internet Explorer

¢y v | 8 http:/fwww.google.com/ ¥ [#2] (%] |coogte |

File Edit Favorites Tools Help
Do ol ’ Toolbars ' ' - B
v Status Bar
Web |Imsz Ll .
Explorer Bar =it Ctr+Shift+]
Ctr +Shift+H

Ctrl+Shift+]

Go To
Stop

Refresh
Web anti-Virus statistics

Text Size Bonjour
Encoding Research

Source Discuss

rch I'm Feeling Lucky

Web Page Privacy Policy...
Full Screen F11

Advertising Programs - Business Sclutions - About Google

©2008 - Frivacy

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




BROWSER HISTORY FIREFOX

® Firefox File Edit View Balicls 4 Bookmarks Tools Window Help

00 _ WEBSITES YOU'VE BEEN

(‘—" /I\ @ htp://m

Google SurveyMonkey school mail Li To VERY RECENTLY

“Mont's Homepage
W fage Not Found I
pod MrMont.com File Edit View / Google )

SurveyMonkey - My Suryeys

SurveyMonkey - Collectdr Details
SurveyMonkey.com -... Joftware made easy!
SurveyMonkey - Survey Results
SurveyMonkey - Survey Results

1

Mr. Mont's Sched '\ P~~~ ~nen |

CLICK TO GET TO

WEBSITES YOU'VE BEEN
-1___ TO IN THE LAST WEEK
UPPER MERION AREA HS (OR MORE)

dmontalvo@umasd.org




BROWSER HISTORY SAFARI

® Safari File Edit View [
® 00

: & http:/ /1

mrmont.com blot

Web Images Maps News Shoppit

amontalLvo@umasa.org

HGla'A Bookmarks Window Help Debug

Home {3H H
Mark Page for SnapBack X 8K »

| WEBSITES YOU'VE BEEN
Rooro A Wosdoas From Lest.seblon TO VERY RECENTLY

exch...ver%20Design%20Sampler.EML/
d Welcome to Dover Publicalygns
d The Dover Design Sampler -\Velcome to Dover Publications
d Welcome to Dover Publication$
< Welcome to Dover Publications
I<] Welcome to Dover Publications
d Welcome to Dover Publications
d Welcome to Dover Publications
d Welcome to Dover Publications
d Welcome to Dover Publications

< Welcome to Dover Publications WEBSITES YOU'VE BEEN

< Welcome to Dover Publications
S Welcome to Dover Publicationy TO IN THE LAST WEEK
d Welcome to Dover Publicatigfis

(OR MORE)



ORGANIZE FAVORITES EXPLORER

FAVORITES > ORGANIZE FAVORITES

A Organize Favorites

= Google - Windows Internet Explorer SLinks

TN D | Microsoft Websites

v | & http:/Awww.google.com/

c.‘ FY '_l
. N

File Edit View Tools Help
— MAKE

o ol ’ ' Googl Add to Favorites...

FOLDERS

Web |mages M @ganize Favorihes.D -_'—}
) Links "
»

) Microsoft Websites

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




ORGANIZE FAVORITES SAFARI

@ Safari File Edit View History pl:ll/4 <3 Window Help Debug
<how All Bookmarks 3B

Add Bookmark to Menu ¢ #D
. : Add Bookmark For These 2 Tabs...
st dll wlnlanitan L P66 Add Bookmark Folder O8N

Web Images Maps News Shbpping = Bookmarks Bar >

(] Hurricane
y. (1 Tools and Reference

CLICK TO ORGANIZE
BOOKMARKS INTO FOLDERS ...

Open in Tabs

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




ORGANIZE FAVORITES FIREFOX

Firefox File Edit View History p:ll -y <3 Tools Window Help

Bookmark This Page...
@ & @ hupy
J € . Bookmark All Tabs...

Google SurveyMonkey school maij Oraanize Bookmarks

¥ SurveyMonkey - Survey p#
Cet Bookmark Add-ons

1 ' Bookmarks Toolbar Folder
ped MrMont.com File Edit Vie

' Mozilla Firefox
3 EBSCO Host

CLICK TO ORGANIZE
BOOKMARKS INTO FOLDERS

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




TIME TO GET THOSE
rnternet BOOKMARKS SORTED
OouUT

)

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




Last up...

Google docs
e n
& Document Name

'y Presentation EARLIER THIS YEAR
) DPSinclass

Iy Spreadsheet

‘) SciTechinventory

7 Form

) Dave's Group Norn
) Hotwheels Data Su

Folder

(

From template...

J

) Search game

My folders

) Next Time Questior
@ HOWTO GET STAR

~— eclacernnm Warke

_| Items notin folders

[# Items by type

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org



FORMS: TWO OPTIONS

PROS

CONS

GOOGLE DOC

ONLINE FORM
SEND URL IN E-
MAIL

RESULTS
AUTOMATICALLY
COMPILEDIN A
SPEADSHEET

NEED A GOOGLE
ACCOUNT

DAVID MONTALVO
URPER MERION AREA HS

FAMILIAR
CAN LOCK FORM

HAVE TO
ATTACHITTO
AN E-MAIL
COMPILE
RESULTS
MANUALLY

dmontalvo@umasd.org




FORMS IN WORD

VIEW > TOOLBARS > FORMS

Word File Edit B304 Insert Format Font Tools
Q l % e Normal
= Online Layout
v Page Layout
Outline
Notebook Layout

Master Document

Toolbox

Formatting Palette

Toolbars | v Standard
v Ruler Formatting

Navigation Pane AutoText
Background
Contact

Database
v Markup o

Reveal Formatting @
Full Screen e

Zoom...

Header and Footer

Picture

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org

CLICK TO ADD
RESPONSE FIELD

CLICK TO LOCK FORM




FORMS IN GOOGLE DOC

Gor )3[0 docs
A ln

B Document Name

ﬂ Presentation EARLIER THIS YEAR
| DPS inclass

") Spreadsheet

) Folder

") SciTechinventory

J O |

From template...

) Search game
My folders

- Next Time Questio
&) HOWTO GET STAR

| Items notin folders

(# Items by type

CHOOSE NEW > FORM

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org




FORMS IN GOOGLE DOC

Google docs
A D

@ Document
&y Presentation
" Spreadsheet
= Form

) Folder

From template...
My folders
_| Items notin folders

(# Items by type

DAVID MONTALVO
UPPER MERION AREA HS
dmontalvo@umasd.org

AFTER CREATING
FORM, SAVE AND
EXIT

- L‘

— IT SHOULD NOW

EARLIER THIS YEAR

- DPSinclass APPEAR IN YOUR
_h SciTechinventory LIST OF GOOGLE

- Dave's Group Nor

bocs

® Search game CLICK ON IT TO
= Next Time Questioly o | "[ed e ]\" ||, [

@) HOWTO GET STAR




FORMS IN GOOGLE DOC

C()\ )glc dOCS nhvecireman1AR&Mamail cam |

CLICK "FORM" FOR
OPTIONS

=) e Y % % 123~ 10pt ~ Edit form

Hotwheels Data Survey

File Edit View Format Insert

Go to live form
Embed form...

Show summary
v Accepting responges
Delete form
6:06:03 Steve

51330 vicente

DATA APPEARS IN
SPREADSHEET
WITH TIME STAMP

DAVID MONTALCVO
UPPER MERION AREA HS
dmontalvo@umasd.org




- Good luck and |=~
=1 remember to rorns
think first

ﬁ-’
45 \

E-matil _— Internet
Documents

DAVID MONTALVO
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