Hutchison’s Technology Manual
for Families

This manual is available in other languages. Please call the office to
ask for a different language.
Este manual estd disponible en otros idiomas.
Llame a la oficina 703-925-8300 para solicitar otro idioma.

Hutchison Elementary School
13209 Parcher Avenue
Herndon, VA 20170

703-925-8300


https://docs.google.com/document/d/1mCQHLCi2phtv85VFP7h-qedjFQBshAA_JiPnOnGMuwY/edit?usp=sharing
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Intro to Laptops
Turning Your Computer On and Off

TURN ON THE COMPUTER

1. Plug in your power cord to the back
of the laptop and into the wall

2. Push the power button. The light will
turn on

3. Wait for the computer to turn on

TURN OFF THE COMPUTER

S |

. _ﬁ_,..—""

£ Type here to search

1. Click the Window (Start) button:

|#-] Adobe Acrobat Distiller DC

Ae Adohe Aftar Fifactc O 2018

2. Click Power button:

3. Click on Shut down

g

4. Wait for the light to turn off and close
the laptop



https://youtu.be/jwrUAP3UMtI

Logging on to a Computer

1. Turn on the Computer

2. After the computer turns on, click “OK”

WARNING! If the screen is blue with a white

is system is the prope: airfax County P Schools (FCPS). .
;rr‘w a:::mpuc:hbr:alupﬂl s CO e ully copy snf‘tware or unlawfully “Updatlng .. .” message, please |eave the

use a Local Area Network (LAN) or the Wide Area network (WAN) will be t l
state and federal statutes regarding unauthorized . _
il 22 o computer alone and come back in 15-30
All systems and netw onitored by FCPS data security .
personnel for unauthoriz 5 icious access and attacks. m | n utes .
Violations will be reported to th x County Police, the Virginia State
Police, the FBI and other appropriate organizations and legal authorities
for investigation and prosecution.

e

3. Type in the student username and
password
4. Click arrow to sign in

'-'rrh

. Qther u.s-_er-"‘- v



https://youtu.be/jwrUAP3UMtI

Navigating Laptop Screen

P

Nl Network

LEElanc
GaléndaneUe

Type here to search

DESKTOP

VOLUME/volumen

=5

1his PC




Using the Trackpad and/or Mouse

ight-click




Connecting to Wifi

To follow these steps, you will need to know the name of your WiFi
service. Directions for a Mifi device from school are in the mifi case.

1. Turn on your computer.
2. Go to the login screen.

3. Look at the bottom right of your
computer screen and click
internet button

4. Find your Wifi. Click the Connect

ffi CAMS222 o
i automatically box

@ letsbefriends
b If you do not know the name of your
B Connect automatically

x | wifi, look on the side of the router. The
| router is a black rectangular object
t /72 mikandcookies plugged into the wall.

® -
Secured

MO
r@ b TO78EE
Secured

5. Click Connect:




Airplane Mode Fix

If your internet is not
¥ working and you see
- this screen...

Unable to connect to the Internet

Google Chrome can't display the web page because your computer isn't connected to the
Internet.

Details

If you see this icon,
you are in airplane
mode

316 PM
8/7/2020

To fix it:

Wi-Fi 1. Click on the
Turned off airplane
2. Click on airplane
mode

You should see this
sign and the internet
will start working.



https://youtu.be/NLNe_VO0sv8

Opening a Chrome Browser

H £ Type here to search

1. Look at the task bar at the bottom
of the screen. Click on the chrome
icon

If you do not see the Chrome icon in the task bar...

B Fairfax County Public Schools
Dell

Drive File Stream

e

W~ {7C5A40EF-

¥4

AOFB-4BFC-8... Microsoft Edge  Google Chrome

exacq¥ision Client (x86)

¥ * o

Tips Microsoft Store
) Froiox

E Fresh Paint

0 Microsoft Office

Google Chrome

¥ Google Earth Pro

Publisher

iMazing HEIC Converter

IPEVO Visualizer

ype here to search

aa

PowerPoint

1. Click on the windows icon at
the bottom-right

2. Scroll down until you find
Google Chrome under G

Design newsletters to spread the word...
Bb Collaborate Sessions
Google Drive
FCPS SBTS - Currents
Blackboard Learn
|

Google Translate

Using WiFi - English - Google Docs

Parent Tech Meeting Notes - Google S...

New window

Google Chrome
Pin to taskbar

Close all windows

3. Right-click on the Chrome icon
4. Click on Pin to taskbar




Using the Chrome Browser

Google Drive x B I3 rd Grade Distance Learning 20 IX
& drive.go 5 y e/ my-drive 2

-ﬁ:’ Internet Resources | Hernda

3

& | g Sign In- myON®

als

1. The white tab is
the tab that is
open on your
screen.

2. To see a different
tab, click on the
words.

3. To close a tab,
click on the "X".

4. Toopen a
new tab,
click "+".

Move Between Screens
The teacher might ask the student to open a new link or program during the video chat.
When the student clicks on the link, it will cover up the video chat with the teacher.

Students need to know how to move between the screens.

{ Everyone

e Ms. Le Blanc
a Please click on this link:

docs.google.com/presentation/d/1QNCxP
oD pxAUOL |blzx382i1AF|Ocwiakx

4:37PM

WRQI/edit?usp=sharing

the chat.

If the teacher has posted a link...
1. Click on the link from the teacher in

tab key

o
Tah
—

2. Hold the Alt key

3. While holding the Alt key, press the

4. Keeping holding the Alt key

Im e e

B W B M e

5. Click on the box you want to see.

Use the Alt and Tab keys to move between
programs on the computer.

10




Camera and Microphone

£ Home | Fairfax County Public 5¢- X -+

— c 0O ﬂ.. cps.edu

© s =11 ™ i ] 0 e = LANGUAGE &, SEARCH

f Apps ¢ FCPSnet [ KOO " Leaming & FCPS Google Apps

1. Click on the Lock:

Connection is secure

n Your information (for example, passwords or credit

/ card numbers) is private when it is sent to this site.

OO

Micraphone Allow

=

W Flash | Aflow

B Certificate (Valid)

@& Cookies (43 in use)
’/é’:ite settings
I.

—'-,_____P_ __‘_-__..-'—

2. Click Site Settings

11




Usage

3.3 GB - 8 cookies

Permissions

Location

Q

Blocked by your administra

B Camera

& Microphone

Clear data

Reset permissions

Allow v

Ask (default)

3. Click Allow for Camera and
Microphone:

= g

Block
It should look like this

& docs.google.com
Usage

3.3 GB - 8 cookies Clear data
Permissions Reset permissions

Location

¢ Blocked by your administrator

B Camera Allow -

& Microphone Allow -

12



Hutchison Website
Finding the Hutchison Website

& Google x +

< C ) | & hutchisones.feps.edul

H! Apps 4. FCPSnet [D FCPS 24-Tleaming & FCPS Goog

About  Store URL Bdr‘
Search g
Buscar
Hutchison
Google Search I'm Feeling Lucky

1. Go to the URL bar and type in hutchisones.fcps.edu
a. Or you can type Hutchison into the search

utchison Elementary
School

Employee Resources

2. If you see “Hutchison Elementary School” in the top-right corner, you are on the right
site.

FCPS 24-7 Learning G Suite Lunch Menus MySchoolBucks

3. If you want to change the language, click on the flags
4. Click on the down arrow to see a list of

languages
& = WA= i) @ = = [Select Language @ 5. Click on your language

*parent help “Learning at Home” site

Find student links on the next page

13



Student Links
Finding links and logins to student learning games

1. Go to the Hutchison website (Look on
page 8 for directions)

:;_._1'/

FCPS 24-7 Learning

G Suite

Lunch Men

2. Click on Full Menu at the top-Lleft.

Homepage
About
Academics
Activities
Announcements
Attendance Form
Events

Features

Get Involved
Library
Resources

Staff Directory

o ————

(c,r :-.\_
£ Student Links }
'-a.,!_\?-_. _f

o

Student Services

Contact

Hutchison Elementary School %

3. Click on Student Links

Imagine
g Reading

V English
Lectura
Ingles

Learning

Math
matematicas

4,

5.

Click on the learning program the child
wants to play

If the child doesn’t know their student
ID or password, please contact the
teacher or the school 703-925-8300

14




Logging into Google Classroom

S M

&= & O & fepaedu
EL Feet [ FOFS 24

SESUm eI

= FULLMENU  ABDUT

FCPS 34-7 Learning

*_________._ Go to fcps.edu
—
Tiwwrargy o FOPS Googhe dpps i) SE7S. Googlen ] BeColebormteSrin. == SETS Opick Ltk G (G Sl Stntes Dash
O seamc i) aEETs

FCPE  SCHOOLE  ACADEMICE  CONTACTUS  SCHOOL BOWRD  COMID-19

MySchoolBucks

1. Log into your
Google account

Godden AM 2nd Grade

Meet link htips:/meet.google.com/lookup/cobShzveen Q

®

Upasmi @ Q;: AGMudden posted a new material: Tuesday, May 19, Assignments

‘Woohoo, no work due soon!

View all

@ Ann Godden posted a new material: BrainPop Instructions
May 18

\

‘ Drive Q_ Searchin Drive 2- C||Ck on the gray
waffle at the
Priori .
b id 1 top-right
3. Click on
e T Classroom
» [2]  shared drives
2, shared withme
@©  Recent
Yy  Starred
[ Trash Workspaces
&=  storage
16.3 GB used
4. Click on the name
of the class
Cheryl Day
B o
= Godden AM 2nd Grade B — 5. You are now in

Google Classroom
6. Click on
Classwork at the
top to find work
from the teacher

15




Student Directions for Accessing Meet
Joining a Meet Session - Two Options in Google Classroom

OPTION 1

Click on the link in the course banner

Student Sample Course

Class code gm2iq2d [ ]

Meet link https://meet.google.com/lookup/ Q

Select theme
Upload photo

OPTION 2

Go to the Classwork tab and click the Meet icon.

Stream Classwork People Grades

K Meet E Google Calendar [[] Class Drive folder

Assign work to your class here

E Create assignments and guestions
B Use topics to organize classwork into modules or units

tb Order work the way you want students to see it

If you do not see the above options, ask the teacher for help

Rules for Tools in Google Meet

° Enter Meet with your audio turned off.
° Turn on the microphone when called on and turn it off when you finish speaking

° Use kind and appropriate language and images.

° Enter Meet with your video off.
° Follow your teacher’s directions on whether to turn on your video; however, students always
have the option to keep their camera turned off.
° Wear appropriate clothing for school.
° Before turning on your camera, look at what is around and behind you.
° Do not take your device into the bathroom with you.
Leaving the Session: Leave the session if your teacher asks you to do so.

Remember that the FCPS SR&R applies to distance learning too.

16




Messaging the Teacher on Google Classroom

Ms. Le Blanc's Class

1. Go to Google

Classroom
2. Click on People at
the top
5th Grade
3. Click on the
envelope next to

Teachers i P
; Gaynell Lyman

the teachers’
g name

glyman@fcpsschools.net

Subject

Dear Teacher,

Please help me with my homework

Click

—

Type your message

Send when

you are done
writing

4. Gmail will open
5. Write your
message
6. Click on Send
when you are
done writing to
send it to the
teacher.

7. Check Gmail for a
response from
your teacher.

17



Logging into Gmail

" & . Go to Fcps.edu
< O fepaedu "H."_'_'_-_._-_._._._
ot ) FOPS 24T Lewrirgy . F ———- E . Be WA - - CETS Cick ks 15 E |
SE=SI=iiEeT =1 ﬂa.:n"-'.

FULL MENU ABDUT FOPE SCHOOLS ACADEMICS CONTALT LIS SCHOOL BDARD COMID-19

FCPS 24-T Learning SIS @ Suite Qﬂm MySchoolBucks ]

1. Go to fcps.edu
2. Click on G Suite

Google
Signiin

to continue to Google Drive

Google
Student Name

&P 1234567 @fcpsschools net v

Enter your email
{ username @fcpsschools.net

[ Enter your password

-~

Forgot email?

same as student ID

Forgot password? :
Type your password
Escriba su contrasefia

4 m

3. Type in the
username
(student ID
number)

4. Click Next

5. Type in your
password
6. Click Next

— 7. Click on the
@ @ = gray waffle at
o .
the top-right
B 8. Click on Gmail
L - . . . .
Clicking on Gmail will
1 =] take you to the Inbox.
Ll
I. Drive Classroom Docs
)
Sheets Slides Calendar
Vo N = M- .
— Click on
= M Gmail Q searchmai ' ‘={ messages to
I— Compose u- c : 3 =T o read them.
[J Inbox I .
‘ % Starred ] ~ Everything else 1-10f1 : Clle the Stal"
> Sent | DD 3> Arshia Muneer (Clas. New assignment: "NON FICTION writing” - Hi Cheryl,Arshia Muneer posted a new assignmen.. 11:13AM tO save the
W oo email in
@ spam
§ Tash 4 Starred folder
~ less

18




ST Math and Imagine Programs

Imagine Imagine ST Math
Language & Reading
Literacy

1. Log into Google

Stream Classwork People Grades Cl.assroom (page 1 2)
B4 Classes
Example Classroom 2. Click on Classwork at the
top

3. Look for Learning

Stream Classwork People Grades
Programs
[ GoogleCalendar [ Class Drive folder 4. CUCk on the program the
. teacher has asked the
() Schedule / Horario

student to use

@ Daily Schedule E1
@ Specials Schedule

(ELearning Programs / Programas de aprendi... \
@ Pioneer Valley
@ Imagine Reading
@ Imagine Language & Literacy

\® ST Math Posted Aug 13 /

5. Click on the lock
Fairfax Co Public School Di

Not your district?

[ E Log in with LDAP

Having trouble? Get help logging in!

District admin log in

Next page

19




Fairfax Co Public School Dist

Not your district?

Login information
This is your FCPS network username.

USERMAME

sername / nombre de usuario
PASSWORD
Password / contrasefa

Hawving trouble? Get help logging in!

Log in

District admin log in

N

Write in your username or
student ID number

Write in your password
Press Log in

20




Pioneer Valley
Logging into Pioneer Valley: Literacy Footprints Classroom

Collections
A collection of online books and reading activities to help kids improve their literacy

skills.

21



Using Remind

The communication platform for teachers and parents/guardians

If you did not receive an invite from your child’s teachers, please call the school
703-925-8300.

ISERIETS When you get the first message
Q from the teacher, it will look like
this:
Cuando reciben el primer
g;g;rgé;;i;;iys-;ﬁ'mo L mensaje de la maestra, se vera
important updates. Reply YES aSi:

to this text now to avoid

missing my messages for
Technology Help.

, A 1. Reply YES to the message
Reply NO if you do not wish to .
receive messages from this your receive from the
lass.
e teacher.

Responda con YES

i 2. Save the phone number in
your contacts. This number
will be the same for all the
messages from this

Phind Updates: This is the teacher.
= o= e, nread for Remind messages
! The phone from M. Le Blanc. You can save G d I nG d
’ this number to your contacts. uarae el numero ae

teléfono en sus contactos.

/~ number for
this teacher Este numero sera el mismo
\ You've joined Technology Help! H
E' numero .l Reply tg)seicd aemes?s:é];toerv; para todos los mensajes de

Le Blanc. este maestra.
de telefono

Text @LEAVE to unsubscribe,

Get the app to see 5 messages

\ d e esta r you missed:
“-maestra—

22



Link to
download
Enlace para
descargar

Remind Updates: This is the
thread for Remind messages
from M. Le Blanc. You can save
this number to your contacts.

Text @LEAVE to unsubscribe.

You've joined Technology Help!
Reply to send a message to M.
Le Blanc.

Re app to see 5 messages
%

3. Click on the link to
download the app.

Haga clic en el enlace para
descargar la aplicacion.

If you do not want the app,
you can text to this
number.

Si no desea la aplicacion,
puede enviar un mensaje
de texto a este numero.

23




Using the Remind App / Uso de la aplicacion Remind

<« Safarim|

Remind: School

. Communication

GET

Keep communication in
one place.

Send home
handouts, and

200w -
= Kindergarten 17-18 Q&

PEOPLE

1. Download the Remind app
on your phone.
Descarge el Remind
aplicacion en su teléfono.

i

B — . ——

Next

1121314 )516]17]8]9]0

$ !~ & = # [ 1
#4= _ - + <X
ABC @B space @ return

GEEy .

2. Type your phone number
Escriba su numero de
teléfono

24



@ nvEssAGEs
+1(734) 244-8119

Your Remind confirmation code is 6796. This
code can be used once and is only valid for 30...

=2

Check your text messages

To confirm your account, enter the 4-digit code

sent to 7033954510

From Messages

3. Remind will text you a code

to type in to make sure you
are using the right phone
number.

Remind te enviara un
mensaje de texto con un
codigo para que lo
ingreses y te asegures de
que estas usando el
numero de teléfono
correcto.

6796
1 2 3
ABC DEF
4 5 6
GHI JKL MNO
7 8 9
PQRS TUV WXYZ
0 &
o' | AT&T Wi-Fi 4:43 PM 7 20%E) 4. Create a password you will

)

Create a password

Your password must consist of at least six characters.

remember.
Cree una contrasefa que
recordara.

25




User agreement

By signing up, you agree to Remind's Terms of Service
an icy.

You also agree to R ing information from

you in order to pro e. This information
includes your name, your emcil, and your

phone number. Learn more

Decline

5. Click “Accept”
Haga clic en “Accept”

Stay connected to Technology Help

Turn on push notifications so you never miss a

message.

Not Now

"Remind’ Would Like to Send

You Notifications
Notifications may include alerts,
sounds, and icon badges. These can
be configured in Settings.

6. Click on OK

Haga clic en OK

7. Click on Allow

Haga clic en Permitir

26




o' AT&T Wi-Fi & 4:44 PM 7 20%( )

Remind Skip

S P s

&Y Welcome to Remind, Carly Test! &

Start using Remind in 2 easy steps.

Get started

8. Click on Skip
Haga clic en Skip
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