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Does This Look 
Familiar….





As school business officials, 
we can relate to being 
overwhelmed at times.





Common Challenge 

Finding Ways to Control The Chaos



Staying Productive Isn’t 
Easy



Statistic
#1

Poor Communication

▸ Results in ___% of 
workplace failures

86



Statistic 
#2

Excessive Email

▸ Average number of 
business emails 
received weekly

304



Statistic 
#3

Excessive Email

▸ Average number of 
times a person checks 
email within an hour

36



Statistic 
#4

Excessive Email

▸ Minutes spent 
refocusing after 
handling incoming 
email 16



Statistic 
#5

Interruptions

▸ Average number of 
interruptions a day

56



Statistic 
#6

Interruptions

▸ __% of interruptions at 
work are considered 
trivial

80



Today’s Topics
▸ Purchasing Card
▸ Digital Workflow
▸ Digital Ticketing Solution
▸ Digital Wallet Solution
▸ Google Workspace
▸ Data Protection

14



PURCHASING 
CARD
Simplify and streamline your purchasing and 
accounts payable processes. 
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Benefits of a Purchasing Card
▸ Control Spending
▸ Simplify Procurement
▸ Reduce Transaction Costs
▸ Minimize Paperwork 
▸ Secure
▸ Earn Incentives
▸ Improve Employee Morale 
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Challeges of a Purchasing Card
▸ Sales Tax
▸ Fraudulent Charges
▸ Timely Receipts
▸ Security 
▸ Card Sharing
▸ Refunds
▸ Inadvertent Purchase
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DIGITAL 
WORKFLOW
Simplify and streamline your approval processes. 
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Benefits of Digital Workflow
▸ Standardize Processes
▸ Increase Efficiency
▸ Improve Productivity
▸ Reduce Paper
▸ Transparency
▸ Collaboration
▸ Communication
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Challeges of Digital Workflow
▸ Learning Curve
▸ Requires Maintenance
▸ Cybersecurity Risks
▸ Dependency on Technology
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Examples of Automated Forms
▸Requisitions
▸Travel Reimbursement
▸Professional Leave Request
▸Vacation Leave Request
▸Field Trip Request
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22



23



24
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DIGITAL 
TICKETING 
SOLUTIONS
Simplify and streamline your event management.
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Benefits of Digital Ticketing
▸Create Events
▸Manage Capacity
▸Pre-Sales
▸Contactless Entry
▸Season Passes
▸Real-time Reports
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DIGITAL 
WALLET 
SOLUTIONS
Simplify and streamline your purchasing and 
reimbursement process.
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Benefits of Digital Wallet
▸Eliminate Paperwork
▸Control Spending
▸Simplify Procurement
▸Improve Efficiency
▸Transparency
▸Real-time Reports
▸Improve Employee Morale 
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GOOGLE 
WORKSPACE
Collection of productivity and collabrotive tools.
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Google Workspace Tools

▸ Gmail
▸ Tasks
▸ Calendar
▸ Drive
▸ Docs
▸ Slides
▸ Forms
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Gmail

▸ Schedule Messages to Send Later
▸ Predictive Text
▸ Snooze
▸ Calendar Invites
▸ Canned Email Responses
▸ Meet
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How to Schedule a Message in 
Gmail
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How to Cancel a Scheduled 
Message in Gmail
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Tasks

▸ Create To-Do Lists
▸ Add Due Dates & Times
▸ Mark Tasks Complete
▸ Integrates with Gmail Calendar
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Calendar

▸ Create a Calendar of Events
▸ Multiple Calendars
▸ Able to Share Calendars
▸ Create Appointments
▸ Find Available Time Slots
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Drive

▸ Files
▸ Folders
▸ Shared Drives
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Google has Apps!

▸ Docs
▸ Sheets
▸ Slides

▸ Word
▸ Excel
▸ PowerPoint
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Use Google Apps to Your Advantage
45

https://bit.ly/2023ccsbud1



DATA 
PROTECTION
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Data Protection

▸ Passwords
▸ Emails
▸ Office Security
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THANKS YOU
Avery Ford
Conecuh County Board of Education
Office: (251) 578-1752
Email: avery.ford@conecuhk12.com
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