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Presentation Notes
Good morning everyone! Welcome to MPLP IT’s Fifth Friday Webinar series.  Today I’m bringing you 25 Tech Tips. This is a special An encore presentation highlighting the best of the 50 Tech Tips collected by LSC TIG staff Glenn Rawdon, David Bonebrake, and Jane Ribadaneyra; LSNTAP's former Manager LaDierdre Johnson, and Pro Bono Net's Liz Keith. They always do this presentation at the Equal Justice Conference, and before she left LaDierdre collected the 25 best tips to share with you. This is her slide deck and I’m just here to deliver the content to you. I hope you find it interesting, useful, and entertaining! Some may be for gmail users, some for outlook, some for windows – but there’s something for everyone.



Fifth Friday 
Webinar 
Series

• September 30, 2022 – Topic TBD

• Recordings of and supporting 
materials for previous webinars 
available at:

mplp.org/Taskforces/technology

Presenter
Presentation Notes
Before we get going, a reminder that this is the third in this year’s Fifth Friday webinar series. Our last tech webinar of the year is in September; topic TBD. If you have an idea of what you’d like to learn more about, please reach out to Scott or I!

http://www.mplp.org/Taskforces/technology


https://relay.firefox.com
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Presentation Notes
Tip #1

FIREFOX RELAY – https://relay.firefox.com/

Firefox Relay is a Mozilla tool to create an email ‘mask’ or alias. You would share your ‘masked’ email, for instance when you shop online or need to create an online account. Emails will be forwarded to you without sharing your real email address. You don’t have to use the Firefox web browser to use it – they also have an extension you can add to your Chrome browser.



Customize 
your Google
Homepage 
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Tip #2:
You can customize your Google Chrome homepage.  There is an option to have your most visited sites appear on this page or you can create your own shortcuts. You can also choose an image for the background. There is also a “cards” feature that will display Google Drive files you visit often and “your carts” based on shopping websites you’ve visited.
 https://support.google.com/chrome/answer/95314?hl=en&co=GENIE.Platform%3DDesktop#zippy=%2Ccontinue-where-you-left-off%2Copen-a-specific-set-of-pages 



Remove Your 
Personal Info 
from Google 
Search
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Tip 3
David Tip 1 Remove Your Personal Info from Google Search

Google has expanded its policy to allow individuals to request removal of more of their personal information from Google search results. This doesn’t remove the information from the internet, but since Google handles around 90% of internet searches, it can be quite effective. The major new areas addressed by their policy are (1) pictures of people under 18 (requested by the minor or a parent), and (2) an individual’s personal address, telephone number, or email.



Remove 
Personal Info 
from Google

Google policies allow you to request removal of the 
following personal information:

• Confidential government identification (ID) 
numbers like US Social Security #

• Bank account numbers
• Credit card numbers
• Images of handwritten signatures
• Images of ID docs
• Highly person, restricted and official records, 

like medical records
• Images of people under 18 
• Personal contact info (physical addresses, 

phone numbers, and email addresses)
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David Tip 1 – Remove Your Personal Info from Google Search

These are the categories of personal information that Google will remove about a person if requested. (The two bolded items were added over the last six months.)



Remove 
Personal 
Info from 
Google

https://support.google.com/websearch/answer/9673730
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David Tip 1 – Remove Your Personal Info from Google Search Use this link to find the support question where you can submit the form to request to remove your information.

Finally, the form itself is a bit odd. Basically, you just need to indicate whether you’ve contacted the site’s owner – you don’t have to do this, though -- and the type of content you want removed, and then answer a series of additional questions. 




Mention.com Free social and media monitoring tool
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Tip 4.

Liz. Tip 1��Mention is a social media monitoring tool that allows you to track social, news, and e-communications mentions of up to 5 free keywords, websites etc. It’s particularly useful for monitoring where your online resources programs or tools might be mentioned in forums like Reddit, and a good free option for staff working on online outreach who might not have access to the same tools (Hootsuite, etc.) that communications staff often have. 



PowerPoint - Remove Photo Background
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Tip 5
JANE TIP 2 Slide 1 of 1

PowerPoint - Remove Background of Photos
Emphasize your main subject by removing the background of a picture. Select the picture and choose Format > Remove Background. PowerPoint will suggest an area to keep, but you can adjust those using the Mark areas to keep or Mark areas to delete buttons.

There are a lot of other tools to explore to help format pictures on this ribbon. 



Library of Remote-Friendly Meeting 
Facilitation Techniques 

https://www.sessionlab.com/library
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Tip 6��Session Lab, a global design and facilitation platform, has an extensive free library of meeting facilitation techniques, including for remote and hybrid meetings. The library includes playbooks, team buildering and energizers, generating ideas, making decisions and setting next actions. It’s a great resource if you’re looking to freshen up your remote meeting or group facilitation methods. 




Focus Time 
(iPhone and 
Google Cal) 
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Tip #7
LaDierdre – Tip #3: Focus Time is available for both Google Calendar and iPhone. In Google Calendar, you can schedule focus time. You have the option to repeat a focus time event, change privacy settings for a focus time event, decline meetings 
automatically during focus time, and change the focus time event color. 

https://support.google.com/calendar/answer/11190973?hl=en&co=GENIE.Platform%3DDesktop

Use Focus on your iPhone, iPad, or iPod touch. With iOS15, you can customize your focus settings and choose when you want to receive alerts and notifications, while letting other people know when you’re busy. The update comes with Do Not Disturb, Personal, Sleep, Work, and Exercise. 



Loom.com 
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Tip #8

Liz. Tip 3��Loom is a free screencasting tool that allows you to capture your computer screen and record yourself with your camera. Loom can be used on both Mac and Windows computers. Once you are finished creating your screen recording, you can edit it and share it on social media, via email as a URL, or embed it on a website. You can record and share video messages of your screen, camera or both. It’s a lot faster than typing an email or meeting live when a quick tutorial or message works just as well.




Tango

Capture your workflow online and reduce
it to a PDF for others to use.
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Tip 8a – While creating all of the JusticeServer trainings, LSEM turned us on to a tool called Tango, which creates a document out of a video. Basically, you can turn on Tango (an extension) and it will record your screen movements, and create a step-by-step guide to whatever you are demonstrating. It was super helpful for the JusticeServer trainings, bc sometimes people don’t want to watch a video, but prefer instead to read step by step instructions and see your screenshots. Tango creates the document automatically and you can easily edit it to create the guide of your dreams.

https://miadvocacyprog.sharepoint.com/:b:/r/sites/hub/Justice%20Server/Training%20-%20Closing%20a%20case.pdf?csf=1&web=1&e=oj7kI7


OpenMoji.com
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Tip 9

Liz Tip 4��OpenMoji is a free, open source emoji library for designers and developers. It was created by students and faculty at a university in Germany has over 4,000 emojis available under a Creative Commons Share Alike license. A great resource for design projects, presentations, prototyping or just for fun. 




Hidden 
Google Sites
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Tip 10
Glenn 3
Hidden Google Sites - What to Watch - even lets you pick services
Order Food, Applied Digital Skills, Google Travel, Learn Digital learndigital.withgoogle.com 
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Glenn 3.1
An example from the Watch Now site. It even lets you select from services you have available. 



Useful Web Browsing 
Shortcuts
Re-open a Tab you closed 
• CTRL+SHIFT+T will open the last tab you closed

Site Bookmark
• CTRL D will bookmark a site in the open tab

Multiple Tabs Bookmark
• CTRL SHIFT D will bookmark sites in all open tabs.
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Tip 11
Glenn 4
We often forget how many keyboard shortcuts there are. Here are three that apply to web browsing. But there are dozens more. 

Ctrl+shift+T – opens the last browser you opened



MS PPT: 
Automatic 
Slides 
Based on 
Agenda
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Tip 12
David Tip 4 – Slide 1 or 2 – Automatic Slides Based on an Agenda

The Designer Feature in PowerPoint Online now has a feature where it will automatically recognize if you’re preparing an agenda and create intro slides for each agenda item. You can see here that I’ve created a (completely fake) agenda for my (completely fake) session focused on the past two decades of 50 Tech Tips presentations. My first option in designer allows me to add these slides automatically.  




MS PPT: Automatic Slides Based on Agenda
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David Tip 4 – Slide 2 or 2 – Automatic Slides Based on an Agenda

You can choose from a variety of themes when PowerPoint Online creates the slides. I chose this one because it makes the “Glenn’s Reflections” session look like the old Deep Thoughts by Jack Handy SNL segments. 

Right now, this is only available in PowerPoint Online, which many folks have if they use Office 365. There’s a good chance it gets introduced in desktop PowerPoint later this year.

Don’t know where the Designer tool is? Open the Design tab and you should be able to find it.




Read Aloud in Edge
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Tip 13
David Tip 5 Slide 1 of 1

Edge is built on the Chromium engine and shares a lot in common with Google Chrome, which is the most popular browser by a large margin. While the two use the same underlying technology, Microsoft has added some additional features to Edge that make it worth a look. One of those is their Read Aloud tool, which is a text-to-speech application that reads you a webpage. Microsoft uses its AI-powered text-to-speech voices to provide a more natural sounding reading of the page. I love the Read Aloud tool and use it all of the time in Outlook and MS Word.

A similar extension in Chrome, called Speechify, costs about $100/year. The Read Aloud tool is free in Edge (and Microsoft’s record on privacy is perhaps stronger than others in the space).

 



More
Quick 
Keyboard 
Shortcuts

CTRL + Mouse Scroll Wheel: To 
quickly Zoom in and out

ALT + Tab: To move between 
open apps and windows

Windows Logo Key + Shift + S: 
Screenshot Snipping to Clipboard

Presenter
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Tip 14
JANE TIP 6 - Slide 1 of 1

CTRL + Mouse Scroll Wheel: To quickly Zoom in and out
PRESS ALT + Tab: Then click on the Tab key while holding down the ALT key to move quickly between open apps and windows
Windows Logo Key + Shift + S: Screenshot Snipping to Clipboard – to cancel, just hit Escape. Once you’ve selected what you want to clip, it’s on your clipboard available to paste using CTRL V, or the Windows Key + V to open your clipboard history




Zoom
Reports
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Tip 15
LaDierdre – Tip #6: Account owners and admins can access data related to your Zoom account and usage through the Report section of the Zoom web portal. You can view meeting registration and polling reports. You also have the option to add a survey to your meeting that will show up just as people close the meeting window. You can view survey results in the Report section as well. 

https://support.zoom.us/hc/en-us/sections/201728923-Reporting



Zoom Transcripts
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Tip 16

LaDierdre – Tip #7: Zoom automatically transcribes the audio of a meeting or webinar that you record to the cloud. This feature must be enabled!! After this transcript is processed, it appears as a separate VTT file in the list of recorded meetings. In addition, you have the option to display the transcript text within the video itself, similar to a closed caption display. MAP staff may have seen this feature in many of our JusticeServer recordings. IS not perfect! 

https://support.zoom.us/hc/en-us/articles/115004794983-Audio-transcription-for-cloud-recordings



Find Stored Wi-Fi Passwords in Windows
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Tip 17

Glenn 7
You’ve been to an office or home where you’ve connected to the wireless network before and you want to connect another device but don’t remember the password. No problem. Just connect your computer to it again with the stored password and here’s how to see it. 

1. Click the Start button and then go to Control Panel > Network and Internet > Network and Sharing Center (Windows 11) or Settings > Network & Internet > Status > Network and Sharing Center (Windows 10).

2. Next to Connections, click your Wi-Fi network name highlighted in blue.

3. In the Wi-Fi Status page that opens, click Wireless Properties and then on the Security tab.

4. Finally, check the box next to Show characters to display your Wi-Fi network password above it.





AffectTheVerb.com / Disabled and Here 
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Tip 18

Liz Tip 5
�AffectTheVerb.com (Affect) is a “disability-led effort to create resources that amplify multiply marginalized folx and embody disability justice.” Disabled and Here is a free “disability-led stock image and interview series celebrating disabled Black, Indigeneous, people of color)” It uses Creative Commons attribution licensing, which means you can use, share, and adapt the images for free with appropriate credit. It also includes great interviews with the project participants, and a combo of photos and original illustrations.



Google
Calendar 
Appointment 
Slots 
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TIP 19

LaDierdre – Tip #8: Google Calendar now has appointment slots available for school and work accounts. You can set up a block of appointments on your calendar that other people can reserve. Appointment slots are useful when you don't know who needs to meet with you, but you want to make yourself available. You can offer people a block of time on your calendar that they can book time slots within. For example, you can set aside 2 hours that you're available to meet with people in 30-minute slots. 

https://support.google.com/calendar/answer/190998?hl=en&co=GENIE.Platform%3DDesktop



Smartwatch 
Tips
Multi-factor Authentication 
Find My Phone
Theater mode
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Tip 20

David Tip 8 Slide 1 of 2

I finally bought a smartwatch this year. (I know – I’ve become a super early-adopter of technology at this point of my life, buying an Apple Watch only eight years after the technology first came out!)

I thought I’d love the fitness and sleep-tracking apps, which are nice. However, my favorite two features are much simpler.






https://acpbenefit.org
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Tip 21

JANE TIP 9 – SLIDE 1 of 1

What is the Affordable Connectivity Program? 
The Affordable Connectivity Program (ACP) is a U.S. government program run by the Federal Communications Commission (FCC) program to help low-income households pay for internet service and connected devices like a laptop or tablet.

 Up to a $30/month discount on internet service 
 Up to a $75/month discount if the household is on qualifying Tribal lands
 A one-time discount of up to $100 for a laptop, tablet, or desktop computer (with a co-payment of more than $10 but less than $50)

During COVID, a program called the Emergency Broadband Benefit Program was created to help families and households struggling to afford internet service during the COVID-19 pandemic to connect eligible households to jobs, critical healthcare services, virtual classrooms, etc.

As of December 31, 2021, the Affordable Connectivity Program replaced the Emergency Broadband Benefit Program. Some changes – the benefit was reduced to $30/month instead of $50/month (tribal lands still $75/month). But they’ve expanded eligibility from 135% of the Federal Poverty Line to 200%.

People are also eligible if they or someone they live with receives a government benefit like SNAP, Medicaid, SSI, WIC, Pell Grant, or Free and Reduced-Price Lunch.

Only one monthly service discount and one device discount is allowed per household. To receive the connected device discount, consumers need to enroll in the ACP with a participating provider that offers connected devices (Note: not all internet company offer device discounts.) The internet company will provide the discount to the consumer.




Professional development 
resources to support tech (or 
accidental tech) staff growth

• NTEN (Nonprofit Technology Enterprise 
Network) courses and certifications -
$125 - $250

https://www.nten.org/education/courses

• A11Y Collective Courses on Accessible 
Design and Content ($150 - $275) 
https://www.a11y-
collective.com/courses-overview

• Fast Forward Academy - free (great for 
staff interested in digital product design 
and management) 
https://www.ffwd.org/academy
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Tip 22
Liz Tip 9

https://www.nten.org/education/courses
https://www.a11y-collective.com/courses-overview
https://www.ffwd.org/academy


Emoji Keyboard:
Windows Key + Period.

+  .
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Tip 23
JANE TIP 10 – SLIDE 1 of 1

You are probably used to using emoji's from your phone’s keyboard, but how do you add them from your computer? 

If you use hit both the Windows Key and the Period Key, you’ll get an Emoji pop-up window. You can scroll through the emojis listed or start typing to search for something relevant.





Stanford’s d.school
ACTIVE & 
REFLECTIVE 
Playlists

https://dschool.stanford.edu/resources/two-playlists-for-
classroom-use
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Tip 24

LaDierdre – Tip #10: Stanford’s d.school have to readymade playlists via Spotify. The “active” playlist is a bit more upbeat because it was designed for making and physical activity. The “reflective” playlist is quieter that serves as good working or background music. 

https://dschool.stanford.edu/resources/two-playlists-for-classroom-use



Chrome 
Safety 
Check
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Tip 25
Glenn 10
This will check five areas for you, Updates, Passwords, Safe Browsing, Extensions, and Device Software. Passwords will tell you if any have been compromised and are weak. 




Thank you!

Angela Tripp, MPLP IT trippa@mplp.org
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