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06 June 2022

NATIONAL OFFICE MEMORANDUM
Number 32 Series 2022

TO : EMPLOYEES AT NATIONAL OFFICE, REGIONAL OFFICES,
AND THE LOCAL COUNCILS

SUBJECT : ORIENTATION ON GOOGLE WORKSPACE

In line with Vision 2025 and the Strategic Objective to Enhance the Business processes in the
BSP through digital technology, we have initially contracted a one year subscription for Google
Workspace to jump-start BSP's digital transformation.

In this connection, selected employees of the BSP at National Office, the Regional Offices,
camps and at the Local Councils are invited to attend, via Google Meet, the orientation training
to enhance their knowledge and skills on the Google Workspace on the following dates:

08 June 2022 (8:00 AM — 11:00 AM) for Admin Technical Staff only
15 June 2022 (2:30 PM - 4:30 PM) National Office, Regional Offices,
and Camps
16 June 2022 (2:30 PM — 4:30 PM) Local Council Scout Executives and staff

This training is also in line with the 8 Point Key Agenda of the National President to capacitate
employees on digital technology to ehnance productivity and efficiency.

The invite link will be sent to the individual email addresses provided by the participants.

For information, guidance and compliance.

ROGELIO S. VIL
cretary General

FBA/jcm




BOY SCOUTS OF THE PHILIPPINES
National Office

Manila
ACTIVITY DESIGN
TITLE OF THE EVENT E GOOGLE WORKSPACE TRAINING FOR BSP EMPLOYEES
DATE : 1. Admin Training

08 June 2022, Wednesday, 08:00 AM-11:00 AM

2. End-User Training
15 & 16 June 2022, Wednesday & Thursday, 2:30PM - 4:30 PM

Venue - Via Google Meet Platform

RATIONALE:

Government agencies use digital technology to enhance productivity, provide greater access to
certain types of information, and as a preservation option and to enhance transparency and efficiency in
the operations.

The NEB Information Technology (IT) Committee, in its meeting on 30 September 2021,
emphasized the serious need for the Boy Scouts of the Philippines to upgrade its information technology
capabilities, services, and human capital across in the BSP to keep up with the fast-changing work
environment as an offshoot of pandemic-induced lockdowns and disruptions, including the government-
sanctioned Alternative Work Arrangements for civil servants which makes the use of Google Workspace. of
online workstations very necessary in the Google Workspace.

OBJECTIVE:

1. To strengthen operational efficiency and transparency of Boy Scouts of the Philippines through
digital technology.

2. To capacitate the women and men employees of the BSP National Office, Regional Offices and
Local Councils on the proper use of the Google Workspace Applications.

METHODOLOGY:

The MaroonStudios, Inc., was contracted provider to the BSP with Email Services which
include but are not limited to the following tools: Gmail, Google Drive, Google Meet, Google Classroom,
Google Chat, Google Docs, Google Sheets, Google Slides; It provides everything that business organizations
and government agencies need in one place to create, communicate, and collaborate for work in order to
ensure the effective use of the Google Workspace, selected NEB Members, and all permanent employees
at National Office, Regional Offices and Local Councils will be trained in the Google Workspace Application.

Schedule of Training:
The Google Workspace Training shall be held on the following schedules: (See attached list)
1. June 8, 2022, 8:00 A.M. to 11:00 A.M. - Admin Training (Admin Team)
2. June 15, 2022, 2:30 P.M. to 4:30 P.M. - End-User Training (National Office,
Regional Offices and Camps
3. June 16, 2022, 2:30 PM - 4:30 PM - 125 Local Councils (Council Scout Executives)

ZOZGoogIe Workspace Training




The following are topics to be discussed during the training:
1. Google Drive Management for End-User and:
2. Google Administration, Admin Console and Policy Making for the Admin User.

EXPECTED OUTPUTS:

At the end of the program, the participants shall have:

1. Women and Men employees of the BSP shall be equipped with sufficient knowledge and skills in
Google Workspace and Email Services;
2. The BSP will be able to Streamline Business Process
o By enabling women and men employees of the BSP to digitally manage all incoming and
outgoing transactions.
3. Efficiently Save Space
e By reducing the need to store hardcopy records
4. Provide Ready Access
« Digitized records are easier to file and store, search, retrieve, and share in the preparation of
reports, reference for policy review, budgeting, planning, and in response to access requests.
5. Enable greater Sharing of Information (When appropriate)
6. Save Time
« Women and men employees shall be able to efficiently retrieve digitized records, locate paper
trail, digital and other formats together
7. Store Records
« Women and men employees shall have a centralized records keeping system or another
system
8. Preserve FRAGILE Originals
e By providing access copies to reduce handling
9. Create a back-up copy
e Vital records shall be secured for disaster recovery and business continuity purposes.

PARTICIPANTS: 1. BSP National Office = 81
2. Regional Offices= 30
3. Local Councils = 125
4. NEB & EXCOM = 40

FACILITATORS: Administration Division- Information and Communications Technology Unit
Human Resource Management Office

ACTIVITY STAFF:
Project Adviser = Florencio B. Atinyao, Director for Administration
Project Officer - Charlie M. Cameros, MIS Executive
Assistant Project Officer/SDO - Jonnifer C. Mandigma, Computer Maintenance Technologist
Technical Assistant - Jonel P. Quidip. IT StaffF

Frederick E. Bonifacio, HMR Officer
Arvina S. Vinuya, Administrative Assistant
Patrick John S. Laxamana, Administrative Assistant

2022 Google Workspace Training




BUDGETARY REQUIREMENTS : # 2, 100.00

Expenses

Particulars Qty. | Unit | U-Cost Amount
1. Admin Training, 08 June 2022 (Activity Staff)

Food for 1 day
(A.M. Snacks) 7 | pax 150.00 1,050.00

2. End- User Training, 15-16 June 2022b(Activity Staff)

Food for 1 day
(P.M. Snacks) 7 | pax 150.00 1,050.00

TOTAL $#2,100.00

Funds Available:

Prepared by:
/&
CHARLIE M. CAMEROS ERMIN R. DELIM
Project Officer Acting Budget Officer
Recommending Approval: Approved by:

Attachments: Training Flow for Admin & End-User Training
List of Participants
Approved Budget for 2022

2022 Google Workspace Training Page 3




END-USER TRAINING (GOOGLE WORKSPACE TRAINING)
LIST OF PARTICIPANTS
16 JUNE 2022 (2:30 PM - 4:30 PM)

LOCAL COUNCIL

Mary Jean D. Yaranon

NAME EMAIL ADDRESS Council
Evelyn A. Tamayo evelyntamayo57@gmail.com Dagupan City
Elisa R. Santos erayra.48@gmail.com Eastern Pangasinan
Princess Alelou C. Leano princessleano28@gmail.com Ilocos Norte-Laoag City
Carl Cristopher B. Concepcion |kccarlconcepcion@gmail.com Tlocos Sur
midyaranon356@gmail.com La Union

Vivencio C. Vinluan

vivencio.vinluan001@gmail.com.com

Pangasinan-San Carlos City

Wilfredo L. Gascon

wilfredo.gascon1970@gmail.com

Abra

Ramon E. Jacinto rjjacinto58@gmail.com Baguio City

Marcial Y. Noguera marcial.noguera@deped.gov.ph Batanes

Marie Glo R. Dawagui mariglord@yahoo.com Benguet

Alfredo F. Javier, Jr. pringafjjr@gmail.com Cagayan North-Tuguegarao City
Juan M. Gamad Jr. Cauayan City Associate
Joel M. Gulgulway joel.gulgulway@deped.gov.ph Ifugao

Derico G. Lagua Isabela

Ruben D. Torres rubentorresbsp@gmail.com Kalinga-Apayao
Rosendo B. Cacap rosendo.cacap@deped.gov.ph Mt. Province

Edwin Mutug edwin.mutug09@gmail.com Nueva Vizcaya

Delio B. Montemayor delio.montenayor001@deped.gov.ph Quirino

Joseph E. Aggabao Santiago City

Jing C. Malig jing_mig27 @yahoo.com Angeles City

David B. Bannawi david.bannawi@deped.gov.ph Aurora

Modesto D. Ancheta modestodizonancheta@gmail.com Bataan

Chester N. Hilario chester.hilario.ch@gmail.com Bulacan

Lilibeth V. Guevarra

cabanatuancity.bsp@scouts.org.ph

Cabanatuan City

Doroteo L. Rogue Jr.

droquejr@gmail.com

James L. Gordon

Maria Fe A. Dela Cruz delacruzmariafe38@gmail.com Nueva Ecija

Alicia P. De Leon aliciadeleon0603@gmail.com Pampanga

Joruel L. Adlao bspzambales1947 @gmail.com Ramon Magsaysay
Salve Z. Aguilar tarlac.council@gmail.com Tarlac

John D. De Guzman gumadeguzman@gmail.com City of Mandaluyong
Emelando R. Arevalo kirkdaddyme@gmail.com Kalookan City

Aldrin G. Corpin corpinaldrin@yahoo.com Las Pinas City Associate
Rita E. Riddle makaticouncilbsp@gmail.com Makati City

Jose Jermie J. Trasga jermiejosetrasga@gmail.com Manila

Joseph T. Santos

joseph.santos@deped.gov.ph

Metro Manila East

irma E. San Pedro

irma.sanpedro001@deped.gov.ph

Metro Manila South-Pateros

Ronaldo P. Abadies

ronaldo.abadies001@deped.gov.ph

Metro Manila West

Rafael P. Artista

muntinlupacity. bsp@gmail.com

Muntinlupa City Associate

Adreline M. Datos

datosadreline@gmail.com

Navotas City

Hyde S. Ofracio hydeofracio124@gmail.com Paranaque City
Arwyn Y. Fabellon fabellonarwyn1972@gmil.com Pasay City
Jovendo S. Parra jovendoparra0@gmail.com Pasig City
Antonio C. Merino ac.merino@yahoo.com Quezon City

Raymundo Marcelo Jr.

junior_8372@yahoo.com.ph

Taguig City Associate

Cedrick P. Dantes

bspvalenzuela@yahoo.com

Valenzuela City




Eric G. Gadon eric.gadon@deped.gov.ph Antipolo City
Edgar Allan H. Baleros iheigh3@yahoo.com Batangas
Guilberto B. Alea guilbertoalea@yahoo.com Batangas City
Rogelio A. Banua Jr. rogelio.banua001@deped.gov.ph Calamba City
Walry E. Herradura herradurawalry@gmail.com Cavite

Walry E. Herradura Cavite City
Allan Geofrey D. Dona donageoffrey@gmail.com City of Santa Rosa
Cecille A. Manicad cecillemanicad@yahoo.com Laguna

Aljon O. Oliva aljon.oliva24@gmail.com Lipa City
Emmanuel R. Manga nolimanga1@yahoo.com Lucena City
Romelito M. Nepomuceno nepomucenorommel1970@gmail.com Marinduque

Rizalde R. Faller

rizaldefaller@gmail.com

Occidental Mindoro

Babylyn M. Pomarejos

babalyn.pomerejos001@deped.gov.ph

Oriental Mindoro

Romnnie G. Caralipio

ronnie.caralipio30@gmail.com

Palawan-Puerto Princesa City

Joel R. Avilledo cseavilledo@gmail.com Quezon
Agapito M. Caritativo agacaritativo6@gmail.com Rizal

Noel Joseph M. Machon njmm40_deped_romblon@yahoo.com Romblon
Victoria C. De Vera vickydevera21.vdv@gmail.com San Pablo City

Pedro B. Navarra

pedronavarra@gmail.com

Camarines Norte

Ma. Concepcion R. Besenio

mariaconbesenio@gmail.com

Camarines Sur

Linda V. Lofiosa lindalonosa@gmail.com Catanduanes
Alvin San Joaquin alvinsanjoaguin@yahoo.com.ph Iriga City
Antonio P. Reyes Jr. tonyboyreyes88jr88@gmail.com Legazpi City
Mark Anthony D. Dela Torre  |markanthonydelatorre1 7@gmail.com Ligao City Associate
Domingo B. Maggay II duke.3002@gmail.com Masbate

Rosie P. Lladoc rplladoc@yahoo.com Mayon

Ernani B. Suron ernanisuron1@gmail.com Naga City
Nicanor R. Bonos nicbonos1846@gmail.com Sorsogon

Alex B. Pamati-an Jr. pamatianalexjr@gmail.com Aklan

Dominic P. Bangcaya bspantique@gmail.com Antique

Garry D. Sugaron gary.sugaron@gmail.com Bacolod City
Rodil F. Estrellan rodilbsp@yahoo.com Capiz

Kileen B. Penalber killeenpenalber1961@gmail.com Guimaras

Eric U. Dumdumaya bspiloilo75.confesor@gmail.com Tloilo

Roberto P. Maguad bertprovidomaguad@gmail.com Negros Occidental
John Anthony D. Romagos deanjdromagos@gmail.com Biliran

Hermes T. Angoy hermes.angoy65@gmail.com Bohol

Crisanto T. Pacho crisantopacho1973@gmail.com Calbayog City
Crislin K. Ilustrisimo crislinilustrisimo.bsp@gmail.com Cebu

Alvin G. Jocosol Jr. alvin.jocosol@yahoo.com.ph Eastern Samar
Luisito L. Morante chito.i.morante@gmail.com Leyte

Queen Marie T. Ferraren

bspnegor@gmail.com

Negros Oriental-Siquijor

Joel A. Orendain

seorendain@gmail.com

Northern Samar

Jonnel M Jandoc bsps.ocac@mail.com Ormoc City
Arlita M. Rodriguez bspsamarcouncil@gmail.com Samar
Cristopher F. Roa christopher.roa@deped.gov.ph Southern Leyte
jaime Dennis V. Dulosa dulosajaimedennis@gmail.com Tacloban City
Gomeraldo Dela Rama Basilan

Mark Vincent R. Esquierdo markesquierdo21@gmail.com Iligan City

Ariel V. Sayre

avs.ldn@gmail.com

Lanao del Norte

Daud A. Mandia

minemags@gmail.com

Lanao Sur-Marawi City

Ernesto M. Bernardo ernestobernardo123@gmail.com Maguindanao-Cotabato City
Alfad M. Kadong alfadkadong@gmail.com MG Sulu

Sarah M. Paraguya bsp.misamisoccidental@gmail.com Misamis Occidental

Bashir Jaafar Wagas wagasmohbashir@gmail.com Tawi-Tawi

Joselito I. Alejabo bspzamboangacitycouncil@gmail.com Zamboanga City

Roy G.Garbonera dv8bgi@yahoo.com ZanDiDap




Manny C. Ellunado

mannyellunado102579@gmail.com

Zambo del Sur-Pagadian City

Robert Andrew P. Olegario axgpitbull@gmail.com Zamboanga Sibugay
Cherry Ann D. Estrada agusancouncil.bsp@gmail.com Agusan

Arlon E. Estillore arlonestillore24@gmail.com Agusan del Sur
Glenda Perla A. Berse adecerglenda@gmail.com Bukidnon

Honie A. Ranario honieranario@gmail.com Cagayan de Oro City
Ruel A. Uayan Camiguin

Cesar Q. Paguican Jr. cesarpaguican@yahoo.com Cotabato
Dominador A. Lopez dominador0518@gmail.com Davao City

Mark Vincent Tenio

mvtenio1219@gmail.com

Davao De Oro

Teofilo S. Pafia

teofilopana960@gmail.com

Davao del Norte

Rezelle Anthony V. Donga

rezeileanthony@gmail.com

Davao del Sur

Ferdinand D. Gagabe Jr.

gabzbsp@gmail.com

Davao Oriental

Ruben H. Lumanta Jr.

rubenlumantajr@gmail.com

General Santos City

Jaye Jowelle V. Agbu

misor.bsp@gmail.com

Misamis Oriental

Karen Ann B. Lacheca KarenLacheca89@gmail.com Sarangani
Ferdinand V. Huerta ferdzhuerta@bagtikmoserbisyo.ph Siargao
John F. Tobeza jan_knights@yahoo.com.ph South Cotabato

Dollente S. Abas Sultan Kudarat
josefina G. Gumato surigaonorte.bsp@mail.com Surigao del Norte
Dario D. toral dario.toral001@deped.gov.ph Surigao del Sur

Roschelle John Benedict O. Meq

ribmedellind@gmail.com

Tagum City

pared by:

JONNIFER % MANDIGMA

Computer Maintenance Technologist/Assistant Project Officer

Bréakdown:
Local Council: 124




END-USER TRAINING (GOOGLE WORKSPACE TRAINING)
LIST OF PARTICIPANTS

15 JUNE 2022 (2:30 PM - 4:30 PM)

NATIONAL OFFICE

NAME (Lname, Fname, Mname) EMAIL ADDRESS OFFICE/REGION
Villa, Rogelio Jr. S. roger.villa826 @yahoo.com.ph OSG/ONP
Francia, Carmelo B. boyet.francia@yahoo.com OSG/ONP
Reyes, Victor C. vic_chartpak@yahoo.com OSG/ONP
Santos, Kimberly Joy S. bsp.kimsantos@gmail.com OSG/ONP
Orozco, Florecita M. florecita_orozco@yahoo.com OSG/ONP

De Leon, Jose Patrick R.

iprdeleon@yahoo.com

Office of the Internal Auditor

Dela Cruz, Christian Patrick V.

ccp.delacruz@gmail.com

Office of the Internal Auditor

Manic, Maria Corazon O.

curaray manic@yahoo.com

Office of the Internal Auditor

Pare, Ellaine H.

elainnepare@gmail.com

PRCO

Hontanosas, Sofronio D. ron.hontanosas@gmail.com FOD
Arquero, Emerito R. emerbsp@gmail.com FOD
Asuncion, Janne Mari D. janne.bsp@gmail.com FOD
Buensuceso, Juieta C. julieta_buensuceso@yahoo.com FOD
Cartago, Janice Q. pretty.fraulein@gmail.com FOD
Castillo, Sophia U. sophiecastillo@gmail.com FOD
Olleres, Ma. Lea F. lea_fungo2009@yahoo.com FOD
Palma, Marilou O. maloupalma07@gmail.com FOD
Sarona, Yasser F. yazsarona@gmail.com FOD
Valdez, Zeon L. zeonvaldez100781@gmail.com FOD
Ducay, Jeremy Jorgencio B. jeremyjorgencio@outlook.com EED
Morales, Natividad T. ntmorales.boyscouts @gmail.com EED
Caban, Eden Joy S. edencaban.bsp@gmail.com EED
Palomillo, Bengie P. edencaban.bsp@gmail.com EED
Bibas, Alona Grace P. alonabibas@yahoo.com NSS
Isurifia, Noel N. alonabibas@yahoo.com NSS
Melodias, Myle Edna B. mylesmelodias.nss@gmail.com NSS
Pingol, Marion B. marlonpingol1079 @gmail.com NSS
Atinyao, Florencio B. flor.atinyao@gmail.com ADMIN
Aguinaldo, Leonido S.III leonido.aguinaldo@yahoo.com ADMIN
Alanis, Je L. jealanisSZA@vahchom ADMIN
Bajora, Servillano J. servillano.bajora@gmail.com ADMIN
Bonifacio, Frederick E. derekbonifacio0166@gmail.com ADMIN
Borja, Evelyn A. elevenborja66@gmail.com ADMIN
Cameros, Charlie M. charliecameros@gmail.com ADMIN
Laxamana, Patrick John S. pslaxamana0508@gmail.com ADMIN
Mandigma, Jonnifer C. jonnifermandigma.bsp@gmail.com ADMIN
Rubrico, Jerry B. jerrybrubrico@yahoo.com ADMIN
Vinuya, Arvina S. arvinavinuya8 @gmail.com ADMIN
Alvaro, Joeph Florante C. josephflorante_alvaro@yahoo.com FINANCE
Abella, Sixto S. bong.abella@scouts.org.ph FINANCE
Bariez, Dianara R. daphne iana@yahoo.com FINANCE
Bautista, Teresita A. tessandrada27@gmail.com FINANCE
Calamba, Elsita A. elsiecalamba1968 @gmail.com FINANCE
Chumacera, Marites E. chuchummy70@gmail.com FINANCE
buzchdelim@gmail.com FINANCE

Delim, Ermin R.




Lacaba, Alyanna Mae. S. alyannamaelacaba@gmail.com FINANCE

Palomillo, Mary Grace D. palomillomarygrace @yahoo.com FINANCE

Wagayen, Maila C. wagayenm@gmail.com FINANCE

Yadao, John Roland C. johnroland.vadao@gmail.com FINANCE
REGIONAL OFFICES AND CAMPS

Samson, Imelda S. imeesamson1967 @gmail.com Ilocos Region

Neverida, Wilma M. kafferstorm05@gmail.com Ilocos Region

Balag-ey, Rizza Donna A. rizzabalagey@gmail.com NELR

Bugasto, Johnny M. bugastojohn @gmail.com NELR

Pascual, Maricel E. pascual.maricel71@gmail.com NELR

Salmon, Zaldy A. zaldysalmon292 @yahoo.com NELR

Isidoro, Manuel Il G. butz.isidoro@gmail.com CLR

Alisaca, Jameboy D. jam.montealto@gmail.com CLR

Arlantico, David T. davidtanarlanticol5@gmail.com CLR

Florendo, Samantha Kathrina D. florendosamanthakathrina@gmail.com CLR

Borbon, Ramil S. rsbourbon@yahoo.com NCR

Landingin, Lorena G. lorenalandingin@gmail.com NCR

Adarlo, Jay Ar P. adargjayar@yahoo.com NCR

Pangilinan, Rodolfo C. rsdricpangilinan@gmail.com STR

Abellanosa, Wilfredo G. willie.abellanosa@gmail.com STR

Hernandez, Jomel A. baruru40@yahoo.com STR

Torres,Patrixia Gliezel M. pgmt07 @gmail.com STR

Besenio, Enrique H. king.besenio@yahoo.com.ph BR

Quicho, Salvio B. salvio.quicho0626@gmail.com EVR

Balili, Jon Oliver R. jonoliverbalili@gmail.com EVR

Chua, Ernann K. erns.bsp2016 @gmail.com EVR

Indoma, Michael A. rsdmichael.indoma@gmail.com WVR

Titular, Ma. Cendy T. ctadifa@rocketmail.com WVR

De Asis, Ryan S. recnac.ex@gmail.com WVR

Delute, Arnel C. arneldelute05@gmail.com EMR

Mangrobang, Dioniffer dionmangrobang @gmail.com EMR

Moring, Ephraim P. moring.ephraim@gmail.com EMR

Peleglorio, Cecilia T. ceciliapeleglorio@gmail.com WMR

Candido, Kristel Jamie C. kristeljamiecanizares @gmail.com WMR

Torres, Aaron-Nive . aaronnivetorres19@gmail.com WMR

Drilon, Eduardo Jaime L. edjaimedrilon@gmail.com Makiling Camp

Abellanosa, Maria A.. mariaabellaanosa20@gmail.com Makiling Camp

Balderian, Arnie M. arniebalderian@yahoo.com Makiling Camp

De Mesa, Eddie C. libra3448 @yahoo.com Makiling Camp

Diapana, Ryan Niel S. ceyandiapana20@gmail.com CHSC- Cebu

Sayco, Lorwin B. slorwin@yahoo.com CHSC - Cebu

Amoncio, Fabiocito B. fbamoncio@gmail.com RDC-CDO

Escudero, Gil C. tonix.bs@nail.com RDC-CDO

Prepared b

JONNIFER C. lZANDIGMA

Computer Maintenance Technologist/Assistant Project Officer

Breakdown

National Office - 49

Regional Offices & Camps - 49
Total = 98
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M G ma || Jonnifer Mandigma <jonnifermandigma.bsp@gmail.com>

Training Schedule and Training Flow of topics
1 message

Rachel Casis <rachel.casis@maroonstudios.com>
To: Jonnifer Mandigma <jonnifermandigma.bsp@gmail.com>

Wed, Jun 1, 2022 at 11:08 AM

Hi Sir Jonnifer,

Sending to you the Admin and End-user training flow for your reference. Please also be advised that
here are our available dates for the ff training.

Admin Training June 8, 2022, from 8am to 11 am
End-User training June 15 and 16, both from 2:30 pm to 4:30 pm.

Best Regards,

Rachel Casis "RC"
Subscription Manager

CONFIDENTIAL: This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity
to whom they are addressed. If you have received this email in error please notify the system manager. This message contains
confidential information and is intended only for the individual named. If you are not the named addressee you should not
disseminate, distribute or copy this e-mail. Please notify the sender immediately by e-mail if you have received this e-mail by
mistake and delete this e-mail from your system. If you are not the intended recipient you are notified that disclosing, copying,
distributing or taking any action in reliance on the contents of this information is strictly prohibited.

2 attachments

Admin Console Program Flow.pdf
2
75K

@ End-User Program Flow.pdf
63K



Training Flow
Google Workspace End-user Training

. GMAIL
a. Inbox management .
b. Advanced Gmail settings
c. Setting user groups in Gmail |

ll. GOOGLE MEET
a. Fundamentals of Gmeet
b. Sharing content via Gmeet
c. Settings of Gmeet for optimized video calls
d. Gmeet Integration in Google Workspace

lll. GOOGLE CALENDAR
a. Management of Multiple Calendars
b. Sharing calendars for collaboration
c. Creating events and appointment slots

IV. Google Drive Management

V. OPEN FORUM

:t?j'&%g £Y Google Cloud




Training Flow
Google Admin Console Training

Google Administration

1. User Accounts Management (Individual and Bulk)
a. Adding new users/email
b. Deleting accounts
c. Account suspension
d. Changes and updates of emails
e. Password Recovery
f. Secondary Email

2. Strategies in Implementing a Proper Email Administration
a. Classifying your users
b. Creating a naming convention
c. Creating Delegated Emails
d. Drafting your Basic Email Policy and Procedure

3. Groups and Group Membership
a. Creating a group
b. Adding members (individually and in
bulk)
c. Setting Group Administrator
d. Setting Group Capabilities
e. Group Announcements and emails

4. Basic Audit Trails
a. Audit Trails on sending emails/ receiving emails

b. Google Drive Usage and other statistics
c. Setting Permission on Apps
d. Email Log Search




Policy Making

1. Drafting your policies
a. User-End Policies

i. Comprehensive Policy Making
ii. User Acceptance
iii. Accessibility to Policies for Transparency
iv. User concerns Procedures and Steps
v. Fair Use Policy
vi. Data Protection Policy

b. Admin-End Policies
i. Comprehensive Policy Manual for Users
1. Rules and Regulations
2. Violations and Sanctions
3. Procedure of Investigation

ii. Service Level Agreement
1. Data Disclosure Policy and Procedure

2. Request Policy and Procedure
3. Changes Policy and Procedure
4. User Reports and Management

iii. User Communication
1. Service Outages and Interruptions

2. Policy Changes
3. Other Announcements

‘ Studioe &) Google Cloud @) outsystems




