
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

C O L C H E S T E R  I N F O R M A T I O N  T E C H N O L O G Y  D E P A R T M E N T  

We know that many educators would like to 

take their device home for the summer.  If you 

are an educator who will be returning next year, 

you are allowed to take a device home over the 

summer.  The device will need to be updated 

before you can take it home.  You can either 

submit a ticket or drop the device off at the 

Technology Office. 

 
Please follow these rules for summer use: 

 Sign out the device before you leave 

 Do all the automatic updates on devices when 

the operating system notifies you. 

 All iPads need to be password protected. 

 If a device is lost during the summer, you will 

notify IT department immediately.  You may be 
held accountable for replacing the lost device. 

 

Please be aware laptops and desktops 

will require a major update this 

summer.  Please make sure you have 

saved any files on your computer to an 

alterative location. 

 

If you are planning to take a device 

home over the summer, please fill out 

the following Google form: 

https://goo.gl/forms/MsDA0zmGAeg6

AKmB3  

 

It is important you fill out this form 

and record any device you are taking 

home.   

 

Thank you and enjoy your summer. 
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Custodians have to move equipment to 

clean your rooms. Please make sure 

you store small devices, like remotes, 

interactive pens, iPad cords, etc in a 

place where they will not get lost. Once 

the rooms are cleaned, we setup all the 

technology.   

In the K-5 schools, please store all of 

your student devices in boxes and put 

these boxes on or near your desk.  This 

will make it easier for us to find and 

update them.  All student devices will 

be updated before the start of the 

school year.  If you have power cords 

nicely attached to a system, check 

with your custodians to see if you can 

leave those as is.  We do not need 

power cords for any devices. 

We will need access to your document 

cameras to set them back up.  If you 

plan to store your document camera 

please let us know where it is.  

If you know you have a problem with 

a piece of technology, please submit a 

Helpdesk ticket before you leave so 

we can ensure the issue is resolved 

over the summer. 

 

https://goo.gl/forms/MsDA0zmGAeg6AKmB3
https://goo.gl/forms/MsDA0zmGAeg6AKmB3
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Where did I print that document?  Why are the print jobs stuck? 

  

So many applications like Microsoft Word and Excel, Google Docs, Sheets and Email! 

So many printers available like recent, local and cloud! 

  

Key factors to choose a printer: 

  

1.      What device am I using?  

  

a. ONLY if using a Chromebook or iPad choose a Google cloud printer with a 

blue head icon like this: 

 
  

Size matters!  Google cloud printers have a file size limit of 40mb.  Larger files 

will get stuck in the print queue and stop all subsequent print jobs!  
 

b. If using a Windows desktop or laptop, choose a network or local destination 

printer with a grey or green icon like these: 

 
  

2.      Ok, but can’t I just go with the “Default” printer or “Recent Destinations”?  Sure if 

you have made the correct printer choice the last time you printed!  

  

3.      What about the options on copiers like staple and hole punch?  

 Windows grey or green icon, Yes!  (Print using system dialog…) 

 Google cloud blue head, No options! 

 

 We hope this helps clear up some tricky printing! 

 

 

Just Print it! – How to choose a printer 
By Kathy Couillard 

 

 

 

 

New Helpdesk  
By Pam Lowe 

 
Please welcome our new Helpdesk employee, Emily 

Colby.  Emily is the one on the other end of the 

phone when you call.  Emily joined our team in May 

after graduating from Vermont Technical Center. 

Emily has a degree in computer science and is 

excited to be working for the district.   
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 How to get photos off  
your iPad to Google Drive. 

1. Download Google Photos to your iPad 

2. Sign in 

3. Leave “Back up & Sync” ON  

 

Google Photos 
Tammi Tandy 
 

 

4. Select Original  

5. Log in to photos.google.com to view 

your photos 

 

Summer Windows Updates 
By Chris Whittaker 
 

 

Over the summer there will be a few 

updates to Windows. For computers 

running Windows 7, your computers will 

be wiped and reimaged to Windows 10. 

Emails have been sent out to those still 

running Windows 7, informing you to 

move any local files to one of your online 

cloud drives. If you would like help with 

moving files, please submit a helpdesk 

ticket. Ideally, this should be done before 

the summer vacation, as we would like to 

upgrade these over the summer.  

With each Windows 10 upgrade there is the 

possibility certain older programs may no 

longer work or be compatible with this 

version. If this happens, please submit a 

help desk ticket.  

For Windows devices being taken home over 

the summer, you must get the updated 

completed before you leave.  Please submit a 

helpdesk ticket or drop if off at the Helpdesk. 

If you do not get your computer updated 

before taking it home,  your computer may 

stop working. 
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Is it legal to show my movie? 
By Richard Bird 

 

 
As you may know, copyright law can be a scary and intimidating thing. These laws protect the 

majority of movies you may want to show in your classroom or on district grounds. The district, 

through a company called Swank, has a license agreement to be able to show movies on district 

grounds.  

 

https://www.swank.com/k-12-schools/faq#howCanIConfirm   

 

You can check to see if the movie you want to show is covered with our movie search tool. If the 

film appears with “single event license” listed underneath it, it is NOT covered by the annual 

license and an additional Single Event Public Performance License needs to be acquired. If this is 

the case, please contact us for more information. However, if the film title appears without this 

label, it is covered under the annual license.  

 

To search for a movie you have on DVD go to https://www.swank.com/k-12-schools/ and use the 

search button in the top right corner. For a streaming movie on Netflix or Amazon video go 

to https://www.swank.com/k-12-streaming/. If the movie you want to show is in the results and 

shows as “Available Now” then you are good to go.   

 

 
  

If a movie has a release date under it then it will be available to show after that date.   

  

 

 

https://www.swank.com/k-12-schools/faq#howCanIConfirm
https://www.swank.com/k-12-schools/
https://www.swank.com/k-12-streaming/
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Gmail has a new look! 
Kathy Couillard 
By Author 

 

 

How to get the new Gmail look? 

On your computer, go to Gmail. 

In the top right, click Settings  Try the new Colchester School District Mail  

If you change your mind, you can click Settings  Go back to classic Colchester 

School District Mail  

Where are My Contacts? 

In Gmail top right, click the Google Apps 9-dot square and look for Contacts in this 

list. Select Contacts and it will open in a new tab.  

  

Learn what is new in Gmail! 

 When you point to messages in your inbox, you can quickly take action without 

opening them. 

 Postpone emails to a future date or time that's more convenient for you. Learn how 

to snooze emails. 

 Quickly reply to emails using phrases that'll show up based on the message you've 

received. Learn how to use Smart Reply. 

 You might see also old emails at the top of your inbox with a suggestion to reply or 

follow up. Learn how to show or hide these reminders to follow up.  

 Change how spacious or compact you want your inbox view. In the top right,  

click Settings  Display density.  Tip: If you choose Default, you'll get a preview of 

your attachments from your inbox. 

 To make room for previewing your email, you can expand or shrink your inbox view 

by clicking Menu . 

 You can now use Google Calendar, Keep, Tasks, and Add-ons while in Gmail 

At the right, choose: 

Calendar : Check your schedule and add or edit events 

Keep : Create a note or list 

Tasks : Add to-do items and deadlines 

To close the side panel, at the top right, click Close  

Note: These options are not available in the old Gmail! 

 

 

https://mail.google.com/
https://support.google.com/mail/answer/7622010
https://support.google.com/mail/answer/6585#smartreply
https://support.google.com/mail/answer/6585#smartreply
https://support.google.com/mail/answer/6585
https://support.google.com/mail/answer/106237
https://support.google.com/mail/answer/106237

