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Outline of Topics

v  TIME MANAGEMENT
v PROJECT MANAGEMENT VIA GOOGLE SUITE
v HAND-WRITTEN NOTES IMPORTANCE
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Google

Google Suite
Programs to be | | o
oy Google Gmail Apple iCloud Mail Microsoft Outlook
Utilized for
TI mE/P rOjECt Google Calendar Apple iCalendar Microsoft Calendar
Management
Google Meet Apple FaceTime Microsoft Teams *Zoom
and their Google Docs Apple Pages Microsoft Word
Apple/Microsoft
Equivalents Google Sheets Apple Numbers Microsoft Excel
Google Slides Apple Keynote Microsoft PowerPoin
Google Drive Apple iCloud Microsoft OneDrive
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Why the
Focus on
Google?
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Google Gmail

TOP USES:

v COMMUNICATION BETWEEN INDIVIDUALS AND GROUPS

v" MASS COMMUNICATION IN A NETWORK

v OFFICIAL/RELIABLE TRACKING OF
BUSINESS OR PERSONAL OPERATIONS
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Google Gmail Interface

Gougle Googes  Gmall Wab mors ¥

1 et . = Spam 4 - worwgan w3

<« © & Secure hips://mailgoogle.com

™ Gmail

e CHARITY PROJECT

1-25 of many

Micro World

Cempose ® Micro Wiond: Distributor of Appke, B

Heidi Updated images for website — Hi! Could you help me  Received 3 days ago. Reply? - . Mr Nasir Muhammad
Inbox N N

Jose, Mariel, Winni Reports  Report shareout — Thanks, Jose, this looks g . o
Starred me. Do you have addition BT Callular

Salit, Wanzhen 2 ‘Sync with remote team — Great, works for me! Where will
Snoozed »
\mportant me Reschedule workshop? — Hi Mandy, I'm no longer abl. seraying? 'll be in the Promcions

A Why is this message in Spam? It's simiar to massages that were detected by our spam fiters,
Sent Mail Poster session this afterncon in lobby — Dear all, Today in the first floor labby we

clients ™ fiyer_1.png | B flyer 2png | 2+
Expenses

Lux Stay Hotels Expenses  Your Stay Is Cenfirmed — Thank you for choosing us for your business tri...
RAeports

ream Crystal Meet and greet — Reminder, this afterncon our new VP Alicia Ray will be joining us for

t me know ASAP

= halp my charity Project?, Pleas
Travel Chi, me, Patrick & lients  Getting error on load — I'm running into the same prablem. Restart didn't work.

i you can
Ba

Mare i . ; -
Heard Changes to interview process — As discussed in this month's interview training sessio

Ragards.

Luis, me, Anastasia 3 Stats for Monday project review — Sounds good | can to you abi

John Alessi PR Firm 5:13 pre Masir Muhammead

Project Review Reply rates ove. 2 » fmazing Sour Sop | The Grignal Org

John, Richard, me 5 Review RFP — Excellent. Looking forward 1o the discussion.

Andrea, Jose = Reports  Baseline graphs — Good question. Based on what we gathered las week, I'm i Piarrick Bouguat h ‘
"

NOTABLES:

v' LIST OF EMAILS
v" AN ABILITY TO RESPOND TO EMAILS IN A SEPARATE, SMALLER WINDOW

v" FEATURES LIKE REPLY ALL, FORWARD, EMAIL FOLDERS,
EMAIL SIGNATURE, AND EMAIL SETTINGS
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Google Calendar
TOP USES:

v COORDINATION OF PERSONAL AND/OR
BUSINESS CALENDARS SEAMLESSLY

v GENERAL AWARENESS/NOTIFICATIONS OF
IMPORTANT MEETINGS AND TO-DO TASKS

v TIMING AND COORDINATION OF SELF AND OTHERS
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0 0 Todzy| April 2006 Day ‘Week Month Mextd Days Agenda
Man Fri Sat

Google

April 2008

e M T W T

1 2 3
¥ 8 9 10
13 14 sl 16 17
20 21 22 23 24
27 28 29 30 1

Thailand | Parliamentary Elections
Wed, Apr 19
Created By: ivWorld Events Calender

10

rore detailss  copy to my calendar

| Today (Tue, Apr 15)

§:30am Jogging

7-00pm Dinner with Mena

Tomorrow (Wed, Apr 16)

Kim's Birthday

Fri, Apr 18
| 10:00pm Salsa Party at the Docks el
Today | Add Event Ehr

Interface

NOTABLES:
v" AN ABILITY TO ADD, EDIT, AND DELETE EVENTS

v" THE COLLABORATIVE ASPECT OF EVENTS

THAT MAY NEED TO BE B
TEN NOTES (AT LEAST SOM

POWERED BY
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Cool Google Calendar Application:

Invite Others to Join Your
Business Calendar Using Calendly!

calendly

USE CALENDLY AS AN INVITE TO YOUR CALENDAR
LINK IT TO YOUR BUSINESS WEBSITE OR EMAIL EASILY!
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Google Meet C’

TOP USES: Google Meet

v MEETING WITH OTHERS FOR
BUSINESS OR PERSONAL REASONS

v SMALL GROUP MEETINGS WITHIN AN ORGANIZATION
OR BETWEEN ORGANIZATIONS

v TRUSTED FACE-TO-FACE MEETING APP
FOR PROFESSIONAL AND PERSONAL USE
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Google Meet
Interface

NOTABLES:

v LIMITED PHONE SCREEN TOOLS AND
EASE OF ACCESS COMPARED TO COMPUTER

v" USABILITY WITH BOTH ANDROID AND APPLE USERS

Someone wants to join this meeting

3 Dan Smith

v" GREAT APP FOR SIMPLE CONVOS OR
BUSINESS MEETINGS, MUCH LIKE ZOOM,
JUST MORE STREAMLINED THROUGH GOOGLE

Deny entry Admit

POWERED BY
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Cool Google Meet Application:

FaceTime your iPhone Buddies on

SIMPLY HAVE THEM DOWNLOAD
THE GOOGLE MEET APP
ON THEIR IPHONE
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Google Docs

TOP USES:

Google Docs

D DRIVES

0
S
L
o
a
S
=
=



Google
Docs
Interface

NOTABLES:

v WORD PROCESSOR ONLINE WITH AN
ABILITY TO SHOW EDITS OR MAKE CHANGES

v COLLABORATIVE AND OFFERS LIVE UPDATES

v GREAT WAY TO BRING IDEAS TOGETHER
AND ALSO TO MAKE REAL,
COLLABORATIVE DOCUMENTS
FOR YOUR BUSINESS OR ORGANIZATION

WWW.score.org

SCORE Albuguerque 2025-05 Chapter Mesting (Via Zoom) Standard Agenda Pt ma

Fle Edt Vew hsert Fomat Tools Help

QMerus & ¢ @ & § 100% + | Nomltext * | Calbi -

¢

Dacument tabs

SCORE Albuguerque Chapter Meeting (via Zoom)
May 1, 2025 12:8M - 1PN MT

Thanks to our Corporate Parters and Sponsors!

m@ﬁh 0 y G

# Introductions & Welcome New Members and Provisionals - iz (3 Min)
o Chapter Service Recognitions - Amanda (2 Min)

o Volunteer Update - Ruth (5 Min)

# BOCs - Karen (2 Min)

o Qutreach & Fundralsing = 0 2 Min)

# Speclal Guests - Ken Jackson {ABCL Srall Business Developmant Office] & Anita Campbell (AREA] (10
iin)

o Open Discusslon & Questions {30 Min)
o Documents To Review In Advance of Meeting
tkps v, ewoelecordrive/folders/ 1guGeIFasoVZ d0tuXeFpazpPhaybdhiusp=drive link
B financials Update
u [ngagement Reparts
8 Addiional Documents/iformation as Pertinent

o Upcoming Events & Workshops hiips://uuis

o Action ltems

o Adjourn

D 8 0 B - o

A Eitng - |~
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Google Docs Pro's & Con's

PRO'S CON'S
v COLLABORATION WITH % LACK OF TRUE
OTHERS DOCUMENT PRIVACY

v  LIVE UPDATES CAN BE REALLY < UPDATES FROM OTHERS CAN BE
HELPFUL/GOOD PROBLEMATIC

v EASE OF ACCESS WITH < MICROSOFT WORD IS A BETTER
GOOGLE DOCS APPLICATION OVERALL
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Google Sheets

TOP USES:

v INFORMATION AND DATA
STORAGE AND USE

v GREAT LIST ORGANIZER

v EXTREMELY POWERFUL
DATA USAGE TOOL
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Bl 2024 Income & Expenses < -

ile Home Inset Share Pagelayout Formulas Data Review View Help Draw

| SortAscending  ?| Sort Descending (%) Custom Sort | 7 Filter~ | =2 Data Validation gl Analyze Data 5f Split Text to Columns ] Flash Fill (53 Remove Duplicates | (53 Data from Picture | % Refresh Allv [k Queries & Connections [ Workbook Links | @f Group v &f Ungroup ~
1 v fx
A B G} D E F G H | J K L M N 0 P Q R

12024 Income

2 Month 2] [~]BR <] SFL [ Tix []Am.St. [5)Gifts (<] Tips [~ Month Total [~] S8l Total [<] Totals w/SSI =
3 |Jan $1,375 $0 $221 $1,506 $0 $0 $3,102 $a22

4 Feb $2,745 $0 $0 $683 30 $0 $3,428 $485

5 Mar $750 $0 $999 $90 $0 $0 $1,839 $485

& |Apr $1,098 $0 $40 $1,600  $100 $0 $2,838 $485

7 May $970 $0 $0 $3,820 $0 $0 $4,790 $485

8 |June $810 $0 $104 $4,020 $100 $0 $5,034 $485

9 July $946 $0 $199 $200 30 $0 $1,345 $485

10 |Aug $1,910 $0 $0 $0 $0  $275 $2,185 $485

11 Sept $365  $1,318 $a00 $0 $250  $500 $2,833 $264

12 Oct $320 $2,741 $0 $0 30 $0 $3,061 $254

13 |Nov $1,160 $0 $141 $0 $0 $0 $1,301 $578

14 |Dec $5,200 $0 $401 $0  $1,500 $0 $7,101 $578

15 |Year Total $17,649  $4,059 $2,505  $11,819 $1950 $775 $38,857 $5,491 $44,348
16 Monthly Average $1,471 $338 $209 $993 $163  $65 $3,238 $as58 $3,696
17 |Expenses Total $25,724 $0 $25,724
18 |Income After Expenses $13,133 $5,491 $18,624
19

20

21

22 |
23

24

25

26

27

28

29

NOTABLES:

v EXCEL SHEETS ALLOW FOR EASY INFO AND DATA STORING/MINING
v~ CAN BE AS COLLABORATIVE AS A GOOGLE DOC, ETC.
v ESPECIALLY GREAT AS A FINANCE AND LIST ORGANIZATION TOOL

POWERED BY
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Cool Google Sheets

Application:
Easily Utilize Sort & Filter
in Google Sheets

PROCESS:

1. MAKE SURE TOP ROW IS LISTED CATEGORIES
2. HIGHLIGHT TOP ROW
3. SELECT DATA THEN FILTER

4. YOU CAN NOW FILTER BASED ON CATEGORIES

Bl 2024 Income & Expenses <3 v

Formulas Data Review View Help  Draw

Fle Home Insert Share  Page Layout

2024 Income & Expenses (g

4] Sort fscending Il Sort Descending  [%) Custom Sort | 57 Filter ~ | =2 Data Validation g% Analyze Data S Split Text to Columns [ Flash Fill - £ Remove Duplicates | (52 Data from Picture | ¥ Refresh All~ L Queries & Connections

22 i fie
A B C D E F G H J K L M
1 2024 Income
2 |Month [ [~] BR [-] SFL [=] Tix [-] Am. 5t. <] Gifts [ Tips (-] Month Total [-] 35l Total [+] Totals w/SSI [=]
8 June $810 $0  $104 $4,020  $100 $0 $5,034 $485
9 July $946 $0 $199 $200 $0 $0 $1,345 $485
| 10 |Aug $1,910 $0 $0 $0 $0 $275 $2,185 $485
19

Lalal

e Home Insert Share Pagelayout Formulas Data Review View Help Draw
4l Sortascending 2| Sor Descending (%) Custom Sort | % Filter~ 52 Data Validation oY, Analyze Data 5f Split Text to Calumns ] Flash Fill (55 Remove Duplicates | (G2 Data from Picture | 7 Refresh Allv - [ Queries & Connections  [% Workbook Links | & Group v 4fl Ungroup v | «++
il v
A B G D 3 F G H I K L | N 0 P Q R
12024 Income
2 Month (-] [-JBR  [JSFL [Tk  [-JAm.St. []Gifts (-] Tips [-] Month Total [~ 581 Total (<] Totals w/SSI ]
3 Jan $1,375 $0 8221 $1,506 S0 0 $3,102 $422
4 Feb $2,745 $0 $0 $683 $0 $0 §3,428 $485
5 Mar $750 $0  $999 $90 50 $0 $1,839 $485
6 Apr $1,098 $0  $40  $1e00  $l00  $0 $2,838 $485
7 May $970 $0 S0 $3820 $0 %0 $4,790 $485
8 June 4810 $0  $104  $4020  $100 %0 $5,034 $485
9 July $946 S0 $199 $200 $0 %0 $1,345 $485
10 Aug $1,910 $0 $0 $0 S0 $275 $2,185 $485
11 Sept $365  $1,318 400 §0  $250 $500 $2,833 $264
12 Oct §320  $2,741 $0 $0 $0 $0 $3,061 $254
13 Nov $1,160 $0 $141 $0 50 $0 $1,301 $578
14 Dec $5,200 $0  $401 $0 $1500 40 §7,101 $578
15 Year Total $17649  $4059 $2505  $11,919 $1950 $775 $38,857 $5,491 $44,348
16 Monthly Average ~ $1,471  $338  $209 $993  $163  $65 $3,238 $458 43,606
17 Expenses Total $25,724 $0 $25,724
18 Income After Expenses $13,133 $5,491 $18,624
19
20
bil
2 I
23
24
25
2%
27
28
29
Seal ] 1= iNc more (A Q
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Google Slides

TOP USES:

v PRESENTATION OF IMPORTANT PERSONAL
OR BUSINESS FACTS AND FIGURES

v AN ABILITY TO SHOW AND TELL FOLKS THAT ARE INTERESTED IN YOUR
BUSINESS AND/OR TOPIC

v AN EFFECTIVE MODE OF PRESENTATION
FOR MOST ALL BUSINESS SETTINGS
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Google
Slides
Interface

Google_ Culture Analysis

==
NOTABLES: e

v" MAIN SLIDE FEATURE SCREEN

v. LEFT PANEL OF SLIDES

v" AN ABILITY TO DO A HOST OF THINGS TO SPICE UP YOUR PREZI
(DESIGN, BACKGROUNDS, PICTURES, UNIQUE FONT CHOICES, ETC.)
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Google Drive
TOP USES:

v AN ABILITY TO STORE, ORGANIZE, AND KEEP FILES

Google Drive

v CAN BE INTEGRATED BEST WITH A MICROSOFT ONE DRIVE
OR APPLE ICLOUD BACKUP USED IN ADDITION

v CAN BE USED AS A HOLDING TANK FOR ALL SORTS OF
BUSINESS AND PERSONAL RECORD KEEPING NEEDS

v AN EFFECTIVE MODE OF ORGANIZATION AND FILE KEEPING FOR
BUSINESSES, NONPROFITS, AND INDIVIDUALS

WWW.score.org




LDrive Q. SearchinDrive = 08 + & @

+ e My Drive - (z=[vwo E
O O e Q Home \ Type ~ H People ~ H Modified ~ H Source ~

B yDrive

= Folders N Lastmodifed v 3 @

[0 Computers

7 e S i B School H [ R H B 209 i B Contracts H B Onboarding & Best... :
[=1]

) ren's Resource H
O Recent
- B Marketing Material ¢ B leads & Potential P.. ¢ B Lessons H B Internal Docs i B Marketing H B Brennen Folder H
+

O s B Pricing and Commis.. [ R H [ R H B Resources i B UoPeople GroupPr.. ¢ B Screencast-O-Mati.. !

[ Trash
& Storage Files

I n e a e 20.81GB of 200 GB used Brennen Carter Res..  : A 2018067 0727330, ¢ W Brennen Carter Bac.. B Pricing Form : B Grad Tutor Contract ¢ B College Tutor Contr...
t | I C I N \ . |
[ Getmorestorage | )\ i 7 st
\ J v i l ! AGREENENT
= : | ; E E

NOTABLES
v AN ABILITY TO ADD FILES OR FOLDERS
v FILES CAN BE DOCS, PICTURES, EXCEL SHEETS, PRESENTATIONS, ETC.

v GOOGLE DRIVE IS FREE WITH GOOGLE AND CAN BE UPGRADED WITH
EXTRA GOOGLE ONE STORAGE IF NEEDED OR DESIRED

POWERED BY
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Google Drive Application:

Organize your Drive with Folders by Type or Time Period

LDrive Q SearchinDrive = 0B +
OneDrive J Searchev
+ ten My Drive « (=lwo
& Home [ Type ~ || Peoplz ~ | Modified - || Source -
+B My Drive
Folders M Lastmodified v

L0 Computers

s [. BrensResowress B schoal i B or H B v i B Contracts i B Onboarding &Bsst... My files
2

@ Recen:

B VedetngMaterial ~ © BB Leads&PotentialP.. ;M Lessons i M interalDocs P M Marketing i M BrenenFoder : ) L .
% Starred [ f File size ~ Sharing
O Spam B Pricingand Commis.. [T : [T : B Resources H B UcPeople GrowpPr.. B Sceencast-O-Mati.. . ~ .
T T 7 16.2 MB Private
O Sterage Files
- 7 103 MB Private
2031 GB of 200 GB used [ Brennen CarterRes.. W 20130617 0727330} Wi GremenCarterBac.. | B Pricing Form H B GradTuwor Contract  ; B College Tutor Contr...

Jrtivd 7 119 MB Private
i

E E 17 410 MB Private

315 MB Private

| Getmorestorage |

923 MB Private

165 GB Private

18.9 MB Private

158 MB Private

EITHER WORKS —
JUST FINE! :
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The Importance of
Hand-Written Notes

HAND-WRITTEN NOTES ARE AN ALMOST NECESSARY PART

OF ANY
TIME/PROJECT MANAGEMENT SCHEME

HANDWRITTEN-NOTES CAN BE:

v'Helpful in many ways
v'A back-up source of restructuring organization and organizational processes
v'Better for things like personal calendars or gauging time periods (Summer, Winter, etc.)

v'Integrated successful into a Google, Apple, or Microsoft system
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TIME/PROJECT MANAGEMENT
& GOOGLE SUITE
WITH BRENNEN (SCORE ABQ)
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Best Contact(s) for Me

| BRENNEN CARTER |
| 840-250-0063 |
| BRENNEN.CARTER@SCOREVOLUNTEER.ORG |

| BRENSRESOURCES.COM |
| BRENSRESOURCES@GMAIL.COM |
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mailto:Brennen.carter@ScoreVolunteer.org
mailto:BRENSRESOURCES@GMAIL.COM
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agreement with the U.S. Small Business
Administration.

All opinions, conclusions, and/or
recommendations expressed herein are
those of the author(s) and do not
necessarily reflect the views of the SBA.
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