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1. Microsoft Packages

2. How to Use the Observatory
3. Web Browsers

4. Collaborative communication tools
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Office Application

Microsoft word

* Allows for the creation of
both simple and complex
documents.
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Office Application

Creating a word doc

WO rd Sign in to get the most out of Office

Learn more

Recent -

Today

s COURSE OUTLINE FINAL
D: = Eight Tech » Prajects » DIGITA...

Yesterday

8 ICTAFARMERS AT THE FIRS.. -
D: Elght Tech = Projecﬁ = [CT4F.. SEmmInE

5 ICTAFARMERS ONLINE DIG...

e LA TR o b SR Blank document Adjacency letter

5 MNEEDS ASSESSMENT for s...
[ = Eight Tech = Projects » DIGITA...

A00000000M

[@¥ Open Other Documents
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Office Application

Word doc Menu

Table Tools COURSE OUTLIME FINAL - Ward (Preduct Activation Failed)
Design Layout References ETIT T Review View Design Layout Sign in }:_’,_ Share
b Cut : - to M= .=, |e=3=|5 L Find ~
K o Combria  -|12 -| A" A Aa- | R0 GZei=-Sne E3E 2T | papneenc asbeene AaBbC( AsBbcc AQD asebcer acbeoc assbeen o e
3 Copy v | | hac Replace
Paste - g LWL A . E=E== = - i i i i =
§ ~ Format Painter I U -~aex, ¥ [A-W A = === = TMaermal  TMoSpac.. Headingl Heading 2 Title Subtitle  Subtle Em... Emphasis |5 [}g Select ~
Clipboard ] Font la Paragraph la Styles la Editing -~
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Save doc

People . Innovation . Technology . Services
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Account

Options

Office Application

Save As

OneDrive

This PC

Add a Place

Browse
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Today

Training Content
D: » Eight Tech = Projects » DIGITAL SKILLING » Training Content

Yesterday

Activity Report
D: = Eight Tech » Projects » [CTAFARMERS » Phase 3 » Activity Report

ACTIVITY REPORTS
D: = Eight Tech = Projects » DIGITAL SKILLING = ACTIVITY REPORTS

ACCOUNTABILITIES
D: = Eight Tech = Projects » DIGITAL SKILLING » ACCOUMTAEILITL..

This Week

Downloads
2 » Users » Zac » Downloads

DIGITAL SKILLING
D: = Eight Tech » Projects » DIGITAL SKILLING




Office Application

Microsoft PowerPoint

* Designed to make
graphical presentations
in the form of individual
pages also known as
slides.
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Office Application

Creating a PPT

POWerPOi nt Search for online templates and themes yol Sign into get the most out of Offic

Suggested searches:  Presentations Themes Education Charts Diagrams Business Leamn morn
Infographics
Recent
Today
s TOPIC 2 GALLERY
D: » Eight Tech = Projects » DIGITAL SKILLING = Traini...
4 E-GOVERNMENT PLATFORM SERVICES
D: » Eight Tech = Projects » DIGITAL SKILLING = Traini...
Blank Presentation Welcome to PowerPoint Bring your presentations to life... Gallery

Yesterday

s TOPIC 1
D: » Eight Tech = Projects » DIGITAL SKILLING = Traini...

h USING BASIC DIGITAL APPLICATIONS EMA...
D: » Eight Tech = Projects » DIGITAL SKILLING = Traini...

WOO0D TYPE d Quotable

This Week
 INTRODUCTION TO DIGITAL DEVICES Pareet e 1om Boardroom Ouotble
D: » Eight Tech = Projects » DIGITAL SKILLING = Traini...
Last Week
4 COMMUNICATION USING INTERNET DIVIDEND
D: » Eight Tech =» Prajects » DIGITAL SKILLING = Traini...
ight Tec rajec raini
& Viazi ICT platform Presentation 2021
D: = Eight Tech = Projects » Maro GroundMNut e —
Savon Dividend Frame Organic

[ Open Other Presentations

-« e | [

7 EIGHT TECH
CONSULTS

People . Innovation . Technology . Services




C é"" UGANDA
=] COMMUNICATIONS
ucc« comMONCATIONS UCUSAFNI| suees
COMMISSION 3| A | Access
[ ] [ ] W FUND

Office Application

PowerPoint Menu

1;_1' :E T T Presentation - PowerPaint (Froduct Activation Failed)
Insert Design Transitions Animations Slide Show Review View @ Tell me what you want to do... Sign in }:_’i_ Share
oy MOt ﬂ [l Layout - L e = R ||f} Text Direction S NOOoO |:||:| "% Shape Fill A Find
. E@ Copy Rset B I U &a- Ao . . [:]Align Text & —|_—|_,E> 4} &~ Arange Q;ck L# Shape Outline »ar_ Replace -
- ¥ Format Painter 5||de' = Section ~ - o I [5] Convert to SmartArt ARVANE SR + 45 " Styles L# Shape Effects [} Select -
Clipboard a Slides Font Paragraph Drawing Editing A
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Office Application

Save doc

Save As

OneDrive ngay

_ Training Content
ED This PC D: = Eight Tech = Projects » DIGITAL SKILLING = Training Content

+ Last Week

Add a Place
Naro GroundMut
D: = Eight Tech = Projects » Maro GroundMut

Older

STTS Sahel
D: » Eight Tech = Projects = 1550 » STTS Sahel

Prof Jude
D: = Eight Tech = Projects » DIGITAL SKILLING = Prof Jude

ICT FOR PERSONS WITH DISABILITIES
Account D: » Eight Tech » Projects » |CT FOR PERSONS WITH DISABILITIES

Browse

Downloads
C: » Users » Zac » Downloads

Options
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Office Application

Microsoft excel

» Spreadsheets to organize
numbers and data with
formulas and functions
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Office Application

Creating an excel

Sign in to get the most out of Office

Learn mare

Search for online templates pel
Excel

Suggested searches: Business  Personal  Planners and Trackers  Lists  Budgets Charts
Calendars

Recent

Yesterday

b UCC preferred training areas for 8Tech

C: » Users » Zac » Downloads
I:l Get started with

This Week

b Team 2

Take a tour

Formulas

Make your first
PivotTable

C: » Users » Zac » Downloads

i b Team 4 (1) 7

C: » Users » Zac » Downloads Blank workbook Welcome to Excel Formula tutorial PivotTable tutorial

b MNorthern_Bunyoro Region Contacts_share...
C: » Users » Zac » Downloads

b DIGITAL SKILLING BUDGET
D: » Eight Tech » Projects » DIGITAL SKILLING Al 20XX B i

b DIGITAL SKILLING BUDGET PLAN B Get to know Get more out of Gcfung beyond '
Power Query PivotTables Pie charts

BN~ EEN- EENO

Beyond pie charts tutorial

C: » Users » Zac » Downloads

b DIGITAL SKILLING BUDGET PLAN B
D: » Eight Tech = Projects » REQUEST LETTER & BUDGET

b DCO 2 contact list_ammended_ska shared

C: » Users » Zac » Downloads

Power Query tutorial Get more out of PivotTables Seasonal photo calendar

Ii Open Other Workbooks
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Office Application

Exel Menu

1 T Bookl - Excel (Product Activation Failed)
Insert Page Layout Formulas Data i View Q Tell me what you want to do... Sign in .r“+ Share

alln & - — = -

M db Cut Calibri 1 AN == - EWapTet General - .'- Q } EX 1 2. AutoSum AY p
P E@Cop}r* Conditional F Cell | Delete F mFi”T Sort & Find &

aste B I U- _ - M. === E E Merge & Center = L A c-ug l:u:u onditional Format as £ nsert Delete Format ort n

- ¥ Format Painter = ? o Formatting~ Tablew Styles~ - - - & Clear~ Filter = Select -

Clipboard Ta Font I Alignment I MNumber Ia Styles Cells Editing A

Al & Je v

| A | B C D E F G H ] K L I M 0 P o] R 5 T U |«
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Office Application

Save doc
©

Save As

MNew
Open @ OneDrive Yesterday
_ Downloads
Save EI;' This PC C: » Users » Zac » Downloads
Save As + Add 4 Pl Last Week
a Place
_ DIGITAL SKILLING
Print D: » Eight Tech » Projects » DIGITAL SKILLING
Share Browse REQUEST LETTER & BUDGET
D: » Eight Tech = Projects » REQUEST LETTER & BUDGET
Export
i Older
Close FINAL DATA
D: » Eight Tech = Projects » Wildlife Conservation Society Project » DATA MIGRATION = Fl...
DATA MIGRATION
Account D: » Eight Tech » Projects » Wildlife Conservation Society Praject » DATA MIGRATION
Options DATA
E: » DATA

People . Innovation . Technology . Services

7 EIGHT TECH
"/ CONSULTS



s W P | Commmicanons
ucc, COMMUNICATIONS UCUSAF oA
g/ COMMissioN XL | fcess

Web Browsers

*Web browsers are the software used on smartphones and
computers to search the internet

Google Chrome Mozilla Firefox Microsoft edge Opera Mini
3.22 Million users 362 Million users 285 Millionusers 261 Million users
Recommendable
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ICT FOR PERSONS . ’
{&/ WITH DISABILITIES HOME  ABOUTPROGRAM v  SERVICES v  NEWS & EVENTS 3h EXPLORE OBSERVATORY Light C’ Dark Q
Dgra Iacusineren tor porrees win Doobdites

Welcome!

ICT FOR PERSONS
WITH DISABILITIES

NUDIPU in collaboration with UCC, 8Tech Consults and

other stakeholders.! join hands together to put in place
for you this System that will help you, Enhance your
Knowledge Management, ICT Adoption, Digital Skills,

And Access To E-Services For Persons With Disabilities.!

g%ﬁs%{%?‘ http://ict4personswithdisabilities.org
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The digital observatory

* One can register in the
observatory as an
individual person with
disabilities or through an
OPD or District Union.

* For proper view of the web
system please turn your
phone orientation to
landscape.
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* To click explore observatory button

Hello, Welcome! -

Don't have an account yet? Register here.

Email

Password

(] Remember me

SIGN IN

=7/ EIGHT TECH




The digital observatory

Click the link Heaister here.

Full name Email address

Password

Confirm password

EIGHT TECH




* NOTE:

* This Registration is to create
a users account not
registration for persons with
disabilities.

* District Unions are registered
by NUDIPU and then they can
have access to the system to
register their individual
members or OPDs
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Registered district unions can register their individual members.
[t is the responsibility of NUDIPU to register DUs. The training
team takes responsivity of registering districts.

STEP 1: Creating email addresses for districts without email
addresses.

Structure: district.du@gmail.com

Example: arua.du@gmail.com

Y
oK
%
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mailto:district.du@gmail.com

(‘Zj@ == How to create your account. @ =

* To create an account as a user you need to have an email address, 1f you don’t
have an email address let’s create one.

* https://accounts.google.com/signup

Phone number (cptional)

Google = - ||
We'll use your number for account security. It won't be visible to
Create your Google Account e !

First name

[ | | Last name

Username @gmail.com

Recovery email address (optional) - F

We'll use it to keep your account secure

Month  +  Day Year Your personal info is private & safe
Your birthday

‘You can use letters, numbers & periods

Use my current email address instead

o R

Password Confirm Gender -
Use 8 or more characters with a mix of letters, numbers & One account. All of GOOg‘e
symbols working for you.

sh d
[0 show passwor Why we ask for this information

Sign in instead m Back m

I~ o
g CONSULTS E“_oﬁ“'d_" S
et il NUDIPU


https://accounts.google.com/signup
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How DU/OPD register their members

STEP 1: Type https://ict4personswithdisabilities.org/ in a web
browsers and click enter.

-

? ICT P N . .
(R/ wc|T|-F|<>DR|SAEBR|Eﬁ|ESS HOME  ABOUT PROGRAM v  SERVICES v  NEWS & EVENTS & EXPLORE OBSERVATORY Light O Dark Q
( 75 Dt e e« Dbl

Welcome!

ICT FOR PERSONS
WITH DISABILITIES

NUDIPU in collaboration with UCC, 8Tech Consults and

other stakeholders.! join hands together to put in place
for you this System that will help you, Enhance your

Knowledge Management, ICT Adoption, Digital Skills,

And Access To E-Services For Persons With Disabilities.!

EIGHT TECH
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The digital observatory

STEP 2: Enter Email and Password.

Hello, Welcome! i 4

Don't have an account yet? Register here,

Email

Password

Remember me

SIGN IN

=7/ EIGHT TECH
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STEP 3: The system will display the dashboard

7

The digital observatory
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Observatory = &) NUDIPU ORG
f’?} NUDIPU ORG ICT for Persons With Disabilities - Dashboard Heio NUDIPU ORGI @ Home
NUDIPL @ Online
e Number Of DUs Number Of NOPDs Service providers Persons with
| @ Dashboard 59 - 164 | | Disability
Registration forms < dus nopd service providers 42412
pwd
District Unions

&+ Person with disability

1. NOPDs Percentage Of PWDs By Gender

All Districts v

B Femele [N Male

™ Service Providers

= Guidance and Counseling

= Jobs

& Products & Services

V¥ Innovations
https://app.ictd personswithdisabilities.org/admin

EIGHT TECH
CONSULTS

rechnology . Services

Number Of PWDs By Age-group and
Gender

B Female [N Male

65+ [
46-65 | [N .
31-45 |
19-30 [
13-18 m
6-12 .
0-5 I
100 50 0 50 100

150

Count Of PWDs by Disability Category

All Districts v

I Number of Persons by Disability Category

10000
1000
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STEP 1: Click Registration form and chose person with disabilities

Menu

Create & List
nl Dashboard

L Bio Academics Skills and Experience Employment Memberships Next of Kin Aspirations & Areas of Interest Address & Contacts
E Registration forms v

B Organisations Photo Select image
&+ Person with disability
* Surname d fnput Surmame

B Service provider

B oOrganisations * Other Names d input Other Names

District Unions * 1D Number & Input ID Number

&+ Person with disability O NIN, Passport Number, Driving Permit Number
4 Organisations Of PWDs Date of Birth 8 | Input Date of

&3 Service Providers * Gender Male Female

& Products & Services * Marital Status Single Married Divorced Widowed
Events * Ethnicity rd Input Ethnicity

=77 EIGHT TECH
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The digital observatory

STEP 2: Click academic tab to add academic information.

Persons with disabilities create @ Home - People - Create
Create i List
Bio Academics Skills and Experience Employment Memberships Mext of Kin Aspirations & Areas of Interest Address & Contacts
* Attended Formal e Yes Mo
Education

Start with highest
Qualification

New

NOTE: Click the New green button to add academic information.

=7 EIGHT TECH
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The digital observatory

Create i= List

Bio Academics Skills and Experience Employment Memberships Next of Kin Aspirations & Areas of Interest Address & Contacts

* Attended Formal s Yes Mo
Education

Start with highest

Qualification
Institution # Input Institution
Qualification # Input Qualification
Year Of Completion # | Input Year Of Completion

EIGHT TECH
CONSULTS

ople . Innevation . Technology . Services



Sz UGANDA
@ COMMISSION
ey

The digital observatory

STEP 3: Click skills tab to add skills information.

Create

Bio Academics Skills and Experience Employment Memberships Next of Kin Aspirations & Areas of Interest

= Skills knitting, dancing, teamwork, efc

EIGHT TECH

i= List

Address & Contacts
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The digital observatory

STEP 4: Click employment tab to add employment 1nformat10n

Persons with disabilities create @& Home  People  Create
Create = List
Bio Academics Skills and Experience Employment Memberships Next of Kin Aspirations & Areas of Interest Address & Contacts
“ Employment e Yes No

© Are you currently employed? or have you ever been employed?

* Current Employer 4 Input Current Employer Name
Name
Current Position ' Manager
Current Period of ' 2022 - 2023
service
* Employment History Yes e No

© Are you formerly employed anywhere?

=7/ EIGHT TECH



RN @ canDa

uc COMMUNICATIONS
¥ coMMISSION
N,

The digital observatory

optional. If Yes click the new button.

* Employment History

Previous
Employment

* Employer Name
* Position

* Period of service

=7/ EIGHT TECH

e Yes No

© Are you formerly employed anywhere?

’ Input E[“‘ipi(:we( Name
# | Manager
s | 2022-2 023

o Remove

NOTE: To add your employment history yes, else click no. This is
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The digital observatory

STEP 5: Click employment tab to add employment information

Create = List

Bio Academics Skills and Experience Employment Memberships Next of Kin Aspirations & Areas of Interest Address & Contacts

* Membership Yes e NO

© Are you currently @ member of any association? or have you ever been a member of any association?

=7/ EIGHT TECH
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The digital observatory

NOTE: To add membership record click yes, else click no. If Yes
select whether you belong to an OPD or DU.

Create = List

Bio Academics SKills Employment Memberships Next of Kin Aspirations Address & Contacts

* Membership e Yes No

@ Are you currently a member of any association? or have you ever been a member of any association?

Select OPD e DU

© Are you a member of an OPD or DU?

* Select District Napak X v

© Select the District where your DU is located

=7/ EIGHT TECH



The digital observatory
STEP 7: Click Next of kin tab to add thelr 1nf0rmat10n
Create = List
Bio Academics Skills and Experience Employment Memberships Next of Kin Aspirations & Areas of Interest Address & Contacts
* Surname d Input Surname
* Other Names s Input Other Names
* Gender Male Female
* Phone Number < Input Phone Numbe
Alternative Phone (" Input Alternative Pht
Number
Email = Input Email
* Relationship d Input Relationship
* Address d Input Address

L1Url 1eurn
CONSULTS




The digital observatory
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STEP 8: Click Aspiration tab to add information on aspirations

Persons with disabilities create & Home  People  Create
Create = List
Bio Academics Skills and Experience Employment Memberships Next of Kin Aspirations & Areas of Interest Address & Contacts

Aspirations Nomal ¢ Normal $ B I U & x* X; A 7 99 «» = = & = » =
® B H LA K

Areas of Interest Normal ¢ Normal & B I U S X* X, A 7 9 & = = & = »] =
® B H L K

NS




The digital observatory

COMMUNI ICATION
UNIVERSAL
SERVICE &

C é"" UGANDA
UCUSAF
ﬁ-a )g ! /

ACCESS

FUND

STEP 8: Click Aspiration tab to add information on aspirations

Persons with disabilities create & Home  People  Create
Create = List
Bio Academics Skills and Experience Employment Memberships Next of Kin Aspirations & Areas of Interest Address & Contacts

Aspirations Nomal ¢ Normal $ B I U & x* X; A 7 99 «» = = & = » =
® B H LA K

Areas of Interest Normal ¢ Normal & B I U S X* X, A 7 9 & = = & = »] =
® B H L K

NS
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The digital observatory =
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STEP 9: Click Address & Contacts tab to add the information

Create i List
Bio Academics Skills and Experience Employment Memberships Next of Kin Aspirations & Areas of Interest Address & Contacts
*Is the same as next Yes e NO
of kin?
Address ' Input Address

Phone Number A Input Phone Numbe

Other Phone Number . Input Other Phone h
Email d Input Email

EIGHT TECH
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The digital observatory

NOTE: If the Address & Contacts information is the same as the
one for the next of kin, click yes and do have to enter them again.

Create &= List
Academics Skills and Experience Employment Memberships Next of Kin Aspirations & Areas of Interest Address & Contacts
* Is the same as next e Yes No
of kin?

NB: Click submit button to submit the data.
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UGANDA
COMMUNICATIONS
UNIVERSAL

P . . S .
{4} NUDIPUORG Persons with disabilities vist @ Home - People
wipim' @ Online
Ll Dashboard Registered Other Names  Gender  Attached District

= Name = = - - Profiler Disabilities Approval Action
Registration forms <

97 Jun, 2024  Kaboto John Male Kapchorwa Naigaga Physical Disability Yes
District Unions Justine

27 Jun, 2024 Abdulazil Abu samson Male Kapchorwa Edwine ckothi  Mental Disability, Physical Disability, Speech :

&+ Person with disability Impairment
1. NOPDs 27 Jun. 2024  Soyekwo Badru Male Kapchorwa Naigaga Physical Disability Yes i
justine

™ Service Providers

27 Jun, 2024 Mworyem Siya Male Kapchorwa Edwine okothi  Physical Disability H
= Guidance and Counseling 27 Jun, 2024  Chemagat  Isara IMale Kapchorwa Naigaga Epilepsy

justine

@1 Jobs

27 Jun, 2024  Kissa Clinton IMale Kapchorwa Edwine okothi  Physical Disability Speech Impairment Yes
& Products & Services

27 Jun, 2024 Patrick Odira Male Kapchorwa Edwine okothi  Visual Impairment
¥ Innovations 27 Jun, 2024  Chebet Knhadija Female  Kapchorwa Iga fred Physical Disability, Visual Impairment Yes ]

EIGHT TECH
CONSULTS
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{4 NupIPUORG Persons with disabilities s & tome - People

ey .
wome' @ Online

Menu Y Filter Search by name Q & Expoit ~

Lol Dashboard Registered Other Names  Gender  Aftached District
= Name = = = s Profiler Disabhilities Approval Action
Registration forms ¢
27 Jun, 2024  Kaboto John Male Kapchorwa Naigaga Physical Disability Yes :
District Unions Justine
3 o 27 Jun, 2024  Abdulazil Abu samson IMale Kapchorwa Edwine okothi  Mental Disability, Physical Disability. Speech Yes
&+ Person with disability impairment
4. NOPDs 27 Jun, 2024 Soyekwo Badru Male Kapchorwa Naigaga Physical Disability Yes
justine
™ Service Providers
27 Jun, 2024  Mworyem Siya Male Kapchorwa Edwine okotni  Physical Disability
= Guidance and Counseling 27 Jun, 2024  Chemagat  Isara Male Kapchorwa Naigaga Epilepsy
justine
[2] Jobs
27 Jun, 2024  Kissa Clinton Male Kapchorwa Edwine okothi  Physical Disability, Speech Impairment
& Products & Services
27 Jun, 2024 Patrick Qdira Male Kapchorwa Edwine okothi  Visual Impairment H
¥ Innovations 27 Jun, 2024  Chebet Khadija Female  Kapchorwa Iga fred Physical Disability, Visual Impairment Yes :

EIGHT TECH
CONSULTS
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The digital observatory

Working with filters.

Filter by registered £ | Filter by registered - | Filter by registered
Filter by Disability # | Filier by Disability
Filter by Gender Choose v
Filter by date of birth 8 1980-01-01 - 1990-01-01
range

Regisetered = Name < Other Names < Gender = D.O.B Disabilities = Action
20 May, 2023 Ava Sauda Female 1989 :
20 May, 2023 Afisa Anderu Female 1987 g
20 May, 2023 Ondo Maimuna Female 1988 -

EIGHT TECH
CONSULTS

People . Innovation . Technology . Services




= Collaborative Communication Tools

e ZOOM

*Is a popular cloud-based
video conferencing and
collaboration platform that
allows people to
communicate, collaborate,
and meet virtually through
video, audio, chat, and
screen sharing.

=7 EIGHT TECH
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 Zoom Meeting Setup

* Go to https://zoom.us or open the Zoom app

* On the Zoom dashboard, click “Schedule a Meeting” (web) or tap
“Schedule” (in the app)

* Fill in the meeting information
* After filling the details, click “Save”.
* Click “Copy Invitation” and send it via email or social media

»
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Zoom Video Conferencing G

* Launch the zoom app on your device

Meeting

Schedule Share Scre

Find People and Start Chatting!

Add Contacts
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Zoom Video Conferencing s

* Launch the zoom app on your device

Meeting

Schedule Share Scre

Find People and Start Chatting!

Add Contacts
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Zoom Video Conferencing

* To join a zoom meeting click on the shared zoom link

e« Join Zoom
Meetinghttps://us02web.zoom.us/1/87893840758?pwd=WI
IRAdNdoSWZKkVVR5Y1FENEswUTZXUTO9Meeting

e ID: 878 9384 0758
e Passcode: 677543

» Altenatively click the join button on the app and enter
the zoom ID and Password

=7 EIGHT TECH



* When joining a zoom
meeting you need to join
with computer audio, this
will allow you to hear from
other participants.

 Click Join with Computer
audio button to able audio
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Phaone Call Computer Audio

Join with Computer Audio

Test Speaker and Microphone

(] Automatically join audio by computer when joining
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Zoom Video Conferencing

* Mute and Unmute your Mic.
* When your Mic has a red line it means it’s Mute m

* To Unmute your Mic click on it and the line will
disappear |

 NOTE: Always have your mic mute whenever you are
not speaking to avoid noise.
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* Turning on video

* Turning one video allows participants to see each other
on a zoom call.

 To turn on video click the start video icon e

 To turn off video click the start video icon and ensure
that it has a red line fo®

* NOTE: It’s recommended that you allows turn off your
video to save your data unless you must have it on.
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* Other features:-

* To view participants click the participants icon s

* To chat with all participants or directly to just a
particular participant click the chat icon

» Share screen helps you to share a presentation or any
other content, click share scree icon -

* Reaction helps you to raise a hand, applause etc. Click
the reaction icon [

* You can exit a zoom meeting by clicking leave button
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10:28 RO ®m4°40
Cancel Schedule Meeting Done

Your scheduling settings have been synced from your
Zoom web portal

* To schedule a zoom Te——
meeting schedule button

a form will be displayed

To 11:30

fill the form and click |
Done at the top right
C O rn e r Enable Continuous Meeting Chat C

Use Personal Meeting ID (PMI)
568 465 2844

If this option is enabled, any meeting options that you change
here will be applied to all meetings that use your personal
meeting ID.

SECURITY

Require Meeting Passcode
Only users who have the invite link or
passcode can join the meeting

Passcode mW3h7F
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“"Collaborative Communication Tools

* Microsoft Teams

* Microsoft Teams is a
collaboration and
communication  platform
developed by Microsoft,
designed for chat, meetings,
file sharing, and teamwork
in both business and
educational environments.
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"Collaborative Communication Tools

* Mic
* Sign in at https://teams.microsoft.com or open the Teams

des!
e Clic]

rosoft Teams Setup

ktop app
 the "Calendar"” tab on the left-hand menu

e Clicl

K the “New meeting” button (usually in the top-right corner).

* Fill in the Meeting Details
* Click “Save”.
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=) Collaborative Communication Tools

* Google Meet

* Google Meet is a video
conferencing tool
developed by Google, used
for virtual meetings,
webinars, online classes,
and team collaboration. It’s
easy to use, secure, and
accessible across devices.
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~= Collaborative Communication Tools

* Google Meet Setup

* Open your web browser and visit: https://meet.google.com

* Click “New Meeting”

* Google Calendar will automatically include the Google Meet link.
* Copy the meeting URL or invite guests directly via email.

* Go to meet.google.com - New Meeting — Choose option — Share
link = Join at meeting time.

»
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Advantages “
Feature / Benefit Google Meet
: . Injcegrated with Very straightforward,
Simple, intuitive Microsoft 365; may
Ease of Use . : : browser-based,
interface, quick setup have steeper learning . .
minimal setup
curve
Meeting Capacity Up to 100 participants Up to 100 participants Up to 100 participants
(Free Plan) p p p p p p p p p
Meeting Duration 40 minutes for group 60 minutes for group 60 minutes for group
(Free Plan) meetings meetings meetings
. Included with Free with Google
. Free plan + paid plans . account, more
Pricing . Microsoft 365 :
starting lower . features in Workspace
subscriptions
plans
SR
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