
CBES - Technology Meeting Agenda/Information 

August 10
th
, 2010 

Members of Technology Committee: 

K – Collins; 1 = Paulk; 2 = Thorpe; 3 = Batts; 4 = Haltiwanger; 5  = Haller; 6 = Young; TC: Camp 

1. Teachers verify/correct userdatabase forms and sign. 

(The link to tech policy is on teacher resources page) 

 

2. This year EMGames has removed students from your last year's classes and promoted students for you. 

(See handout on how to build your class in EMGames.)  You can select your students from the list if 

previous grade levels have entered students. If not you will need to add your students and any new 

students you receive. 

 

3. Type To Learn Jr (Students have been entered for K – 2
nd

 grades) 

Type To Learn  (Students have been entered for 2
nd

- 6
th

 grades. Some classes are together due to class 

limitations in TTL Program.)  

Type to Learn 3 (Students have been entered for 2
nd

 - 6
th

 grades) 

 

4. Laptop tidbits (handout) / Reporting Problems with Laptop Cart – Put a sticky note on the laptop (do not 

use) and email me computer number and description of problem. 

 

5. IT Direct  - Please use! The IT Direct Organization Number 289246892 

 

6. Interwrite Setup – If you are missing an IWPad… It was borrowed for use at the technology conference. 

I will return these to you this week. Central has sent out a ―fix‖ to correct a disconnect problem that 

some users were experiencing with the IW Pad. 

A handout will be provided on how to connect Interwrite, redirect folders so that it doesn’t fill up your G 

drive, and instructions on how to load the gallery database. 

 

7. Outlook Setup/Distribution Lists/Cleanup--Outlook Parent Distribution List—One option to create a 

parent distribution list is to ask all parents to email you from the email they want in your parent 

distribution list. You can right click on their email and add to your contacts. Then, build your parent 

distribution list. Click the drop down box beside ―New‖ and choose ―Distribution List‖ - Be sure to 

select ―Save and Close‖  

 

8. Set the Default Printer on your computer: - Start/Printers and Faxes. Right click your laser printer and 

choose Set As Default.  If you do not have your grade level printer as an option, please email me your 

computer number so that I can assign the printer to your computer. 

 

9. VoiceMail Setup (Handout available for new teachers and teachers who moved to a new classroom)  

 

10. Reading coach will be getting with you for Renlearn, ThinkCentral, and Harcourt  

 

11. Please check  technology equipment in your classroom. Complete an IT Direct request if something is 

not functioning. 

 

12. A list of student network logins as well as students who have a ―no‖ on their tech usage agreement will 

be sent to you. 

http://www.mtnbrook.k12.al.us/Images/Users/11/beginyear/EMGames%20New%20Teacher0910.pdf
http://www.mtnbrook.k12.al.us/Images/Users/11/beginyear/laptop%20common%20problems%20and%20general%200910.doc
http://www.mtnbrook.k12.al.us/Images/Users/11/beginyear/laptop%20common%20problems%20and%20general%200910.doc
http://www.mtnbrook.k12.al.us/Images/Users/11/beginyear/laptop%20overview%20on%20cart%200809.doc
http://www.mtnbrook.k12.al.us/Images/Users/11/beginyear/ITDirect%2009-10.doc
http://www.mtnbrook.k12.al.us/Images/Users/11/beginyear/interwrite09setupPS.docx
http://www.mtnbrook.k12.al.us/Images/Users/11/beginyear/outlook%2007%20setup%200910.docx
http://www.mtnbrook.k12.al.us/Images/Users/11/beginyear/outlook07distributionredo.docx
http://www.mtnbrook.k12.al.us/Images/Users/11/beginyear/Voice%20Mail%20Greeting%200910.doc


Technology Committee Minutes 

Meeting: Wednesday, September 1, 2010 
Technology Committee Members 
   
Jennifer Motes   K 
Jennifer Mueller   1 
Kelly Mitchell   1 
Leanne Haynes   2 
Amanda Johnson    3 
Scott McKerley   4 
Wrenn Bretz   5 
Nancy Brooks   6 
Janet McBrayer   SP ED 
Claire Dunn   SP ED 
Alla Lewis   SP SUB 
Laurie King   Principal 
Lynne Colley   Local Tech Coordinator 
Donna Williamson   District Tech Director 

1. Email communication is vital for Technology Team members since our meetings are limited to 45 
minutes, 4 times a year. 

2. Computer Updates are very important to keep the computers up to speed.  Updates build on each 
other, which means they cannot be “skipped” and require more time when not done on a regular bases. 
(Weekly)  Laptops fall under this same category.  Teachers in grades 2-6 can allow students to do the 
updates. Updates for Java, Adobe, and SOPHOS are to be done when prompted.  Windows updates 
run automatically on Wednesday nights. More information will follow. 

3. Each grade level committee member will be responsible for their class completing updates.  It has 
been successful in some grade levels for one teacher per grade level to responsible for doing the 
updates regularly. 

4. When scheduling guests (technology issues) provide the Guest Technology Needs request form to 
the guest at the time the guest is scheduled. Give the completed form to the technology coordinator to s 
insure that necessary technology equipment is provided and set up (auditorium, lunchroom, etc.)   See 
– Guest Technology Needs handout. 

5. Email Distribution Lists may need to be recreated if emails aren’t being sent correctly.  Distribution Lists 
are recommended for sending messages to groups rather than to the entire school staff and also 
recommended for parent mass emails.   

6. IT Direct  
a. IT Direct is the #1 way to report technology – related problems.  Be sure to use the 2010-11 

IT Direct handout so that required information is not omitted, thus delaying the response time to 
solve the problem. 
A 3-5 day response time is the norm, however many requests are done in as little as a day.  The 
urgency of the request, requests for problems that affect a large group of people, get a higher 
priority.  Examples:  printers for a grade level, loss of network connectivity for an entire wing, 
etc.   

b. Data from the service requests is compiled at the end of every year and used to improve 
service, pinpoint problem areas, etc.  

7. Schedule visits with each grade level to discuss needs and activities.  Lynne can be scheduled to 
attend grade level meetings to assist with the two required activities or projects each year.  Let her 
know in advance how she can help. 

8. Interruption of technology services on Friday, September 10, 2010.  Details will follow.  
9. Color printers are now located in both workrooms.  They have been added to all computers.  They 

are named CES-134WKRM_Dell 5100cn (first floor) and CES-214WKRM_Dell 5100n (second floor).  
Workroom copiers are also printer options.  Be sure to choose the correct printer option.  Color printers 
are set to default to black print.  To print in color choose File, Print, Properties, Output Color.  Choose 
Color from the drop – down menu. 

file://ces-serv/staff/COLLEYL/1Year%20Begin/2010-2011/CES%20Tech%20Committee%202010-11/Guest%20needs.docx
file://ces-serv/staff/COLLEYL/1Year%20Begin/2010-2011/CES%20Tech%20Committee%202010-11/Distribution%20Lists%20Outlook%202007.docx
file://ces-serv/staff/COLLEYL/1Year%20Begin/2010-2011/CES%20Tech%20Committee%202010-11/ITDirect%2009-10.pdf
file://ces-serv/staff/COLLEYL/1Year%20Begin/2010-2011/CES%20Tech%20Committee%202010-11/ITDirect%2009-10.pdf


10. Everyone needs to be mindful of how many color copies are being made.  Print only things that need to 
be in color. The standard for color printing is 2 class projects per year.  Toner cost for the new 
printers is $215.00 and will yield 14,000 copies! 

11. New Monochrome Printer Advantages 
a. Students and staff no longer have to remember to choose black as the color option for everyday 

printing. 
b. Cost analysis: Total average cost of savings per year, per computer is $2,775.29  
c. Color printing available for 2 class projects per year is an option, no longer the default printer setting, 

therefore printing in color is a conscious choice. 
12. Grade Level Printer Location Choice 

a. Person with printer located in their room will be the Printer Technology support for his or her group.  
b. Printers are placed according to where teachers want it as a group with the understanding that the 

person agrees to be responsible and willing to do basic troubleshooting, report printer problems, 
manage paper, etc. 

 

Sept. Meeting Attendees 

Jennifer Motes x 

Jennifer Mueller x 

Kelly Mitchell x 

Leanne Haynes x 

Amanda Johnson  x 

Scott McKerley x 

Wrenn Bretz x 

Nancy Brooks x 

Janet McBrayer x 

Claire Dunn x 

Alla Lewis x 

Laurie King  

Lynne Colley x 

Donna Williamson   
 



Technology Committee 2010-2011 – Mountain Brook Elementary School 
 
Technology Coordinator-Paula Stanbridge 
Kindergarten-Meaghan Still 
1st-Julie Cox 
2nd-Julie Tuck 
3rd-Allyson Mouron  
4th-Meredith Collins 
5th-Bill Andrews 
6th-Missy Cunningham 
Physical Education-CherryThomas  
Specials-Melinda Storey  
Special Education-Jennifer Harris 
Library Media-Margaret Hudson 
Administrators-Lisa Walters  
 
October 11, 2010 – 3:10-4:15 Agenda/Minutes from Technology Committee Wiki 
Technlogy Team: 
You are the voice between your grade level/area and technology department. 
E-mail communication is important since we do not meet each week. 
New technology, tips, training will often go to you first so you can share with your group.  
You are the grade level expert--make sure your grade level is "in the know." 
 
A. IT Direct-Why? 
5 people see the IT request. 
Tracking problems and solutions. 
You get an email when it is complete with solution. 
Data from IT is analyzed to improve service. 
Expectation to complete IT is 3-5 days--exceptions include issues beyond our control. 
Personal Goal--to communicate with you concerning your IT within 24 hours.  
include-in description of problem-your name, room number, item having problem (projector, doc cam, computer name) 
If computer, include computer name-MBE-your room number-model-#. 
If laptop, include service Tag ID from back of laptop. 
 
B. Reminders 
1. Computer Updates on desktops--run on Wednesday nights if computer is left on. If you see yellow shield, always run. 
Updates on laptops--do not run automatically. Schedule time to run once every 6 weeks. Suggestions: a. before they go to 
lunc or pe/special have students start them. If you would like me to come in after the students get them going and help 
you, we can do the restarting and re-running togehter to make it faster. b. Have a group of students run them, restart, run 
them until it says no more updates. c. Allow your class to do it while they are working on something else at their desk--non 
computer related. As they see it finish, they can take a minute and restart and re-run. 
2. Gray bars across top of online programs-right click and Allow or Run (programs will not run properly if you don't do 
this. It is per user per computer, so always have them sit at same computer in lab and use same laptop when possible) 
Don't forget they also have to do Internet Options set up the first time they go Online on computer. 
3. Make sure laptops are shut down completely and screen black before they close lid. 
4. Email Distribution lists-- everyone on your grade level needs to have one. If you have to recreate, make sure to 
name it differently from what it was named before we lost contacts. 
5. Printers-housed in grade level--printer care taker: orders ink and paper-let's Bernice know to charge group/does 
troubleshooting and IT requests for printer problems. 
Can you print to the copier in the workroom?  
6. If you use an iPod at school, please know it needs to be mapped to C instead of G. If you have it going to G now, it 

can be moved over to C. Instructions I use -  iPodPaulaNew2010.doc 
7. Internet Usage and Student Logins on Intranet- R/Staff 
 
C. Information to Share with Grade Levels/Groups: 
1. Resources: AVL - http://www.avl.lib.al.us/resources/display_resources.php 
2. ALEX - http://alex.state.al.us/index.php 

3. Glogster Database Resource -  glogster-edu-educator-resource-library.pdf 
4. BrainPop Teacher - http://www.brainpop.com/educators/home/ Don't forget you have an after hours teacher password--
See Paula Getting Started Guide to print and post by computers: 

http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/iPodPaulaNew2010.doc
http://www.avl.lib.al.us/resources/display_resources.php
http://alex.state.al.us/index.php
http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/glogster-edu-educator-resource-library.pdf
http://www.brainpop.com/educators/home/
http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/iPodPaulaNew2010.doc
http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/glogster-edu-educator-resource-library.pdf


http://brainpop.speedera.net/www.brainpop.com/new_common_images/files/78223/getting_started_guide-bp1.pdf 

5. Wiki - http://www.wiki.mtnbrook.k12.al.us/Join the MBE-Book Study Wiki -  wiki_mbe_bookstudy.docx 
http://mbe.wiki.mtnbrook.k12.al.us/ 
6. Internet Safety - http://www.netsmartzkids.org/indexfl.htm 
7. Project Documentation - http://www.mtnbrook.k12.al.us/cms/Documentation/11360.html 

8. New Flip Cameras/Windows 7 -  windows7digitalcamera.docx  Flipboosterthon.docx  See MBE Flip Cam 
Webpage: http://www.mtnbrook.k12.al.us/cms/FlipCam/14020.html 

9. Youtube-How to save from home and bring to class -  youtubedownloader.docx 
 
10. If you'd like to be part of the iPad distribution list, let me know. If teachers have a new iPad, schedule me to come 
get it on network, set up email.11. New Wireless Access points have been added in classrooms at 2nd and 5th. 6th and 
3rd on order. Wiring has been requested for permanent placement in hall. 12. How do we share student movies? Create 
a SchoolTube Account and upload. It is free. Information on MBE MovieMaker and Flip Cam Webpage. 
 
 
D. Additional DiscussionsNotes 
Window darkening tint for classrooms facing sun 
Lighter/better cart for 4th grade 
Keyboarding options 
CPS clickers 
Digo groups - http://www.diigo.com/ 
Interwrite Pads  
Which teacher in K and 1 would be willing to test Promethean Board (see special ed resource room)? 
What workshops after school do you need? Response: Afterschool workshops are not the best time for technology 
committee and teachers. Mondays are the best days. During the school day is the best time, but they do not have a lot of 
free DEAL times available to schedule technology professional development. 
What training you be willing to lead? 
Cox/Fillebaum - Interwrite 
Moodle -  
CPS -  
Wiki -  
MovieMaker -  
Grade level concerns: 
-Time. There is a general concern over having time to set up and get ready for technology projects and cool tools like 
Glogster and VoiceThread. 
-Instructional movie clips, step by step handouts, summer workshops, after school workshops, and during the day grade 
level trainings are not meeting this need for all teachers. 
-Teachers would love more time in their room to ready students in programs and create sample projects so they can learn 
how to use the programs better. 
 
D. Committee To Do in Next Two Weeks: 
1. Schedule a meeting date/time with Paula by Christmas for your group. Ideas? wiki; examview; youtube; google docs; 
kidpix; kidspiration; web2.0tool like presi, tagxedo, glogster, voicethread; webpage updates; keyboarding; moodle; project 
documentation; schooltube; podcasting; interwrite, cps, blogging 
2. Go over the technology committee wiki page with your group. 
3. K and 1 let me know who will pilot Promethean boards. 
 
Attendees for October 11 Meeting:  
Technology Coordinator-Paula Stanbridge, Kindergarten-Meaghan Still, 1st-Julie Cox, 2nd-Julie Tuck, 3rd-Connie Liddle, 
4th-Meredith Collins, 5th-Bill Andrews, 6th-Missy Cunningham, Specials-Louisa Elmore, Special Education-Jennifer 
Harris, and Library Media-Margaret Hudson 
 

http://brainpop.speedera.net/www.brainpop.com/new_common_images/files/78223/getting_started_guide-bp1.pdf
http://www.wiki.mtnbrook.k12.al.us/
http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/wiki_mbe_bookstudy.docx
http://mbe.wiki.mtnbrook.k12.al.us/
http://www.netsmartzkids.org/indexfl.htm
http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/windows7digitalcamera.docx
http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/Flipboosterthon.docx
http://www.mtnbrook.k12.al.us/cms/FlipCam/14020.html
http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/youtubedownloader.docx
http://www.diigo.com/
http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/wiki_mbe_bookstudy.docx
http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/windows7digitalcamera.docx
http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/Flipboosterthon.docx
http://mbe-technology.wiki.mtnbrook.k12.al.us/file/view/youtubedownloader.docx























