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WELCOME



REALITY CHECK
PAPER, PAPER & MORE PAPER

• Letters
• Sacramental preparation
• attendance, service hours, recommendations, 
• fees due

• Sacramental Certificates

• Rosters

• Forms

• Handouts

• Signs



RECORD KEEPING, 
TRACKING & MORE

• Tracking

• Student Documents 

• Attendance

• Forms 

• Service Hours

• Books distributed

• Virtus students class & Opt-Out Forms

• Fees received



MICROSOFT OFFICE & 

• - Word: Templates, letters, certificates

• - Excel: Database, attendance, sacraments

• - Outlook: Contacts, tasks, personalized email

• - PowerPoint: Announcements, Lessons, Games &   

Quizzes, Meetings, etc.



• Ideal for 
• Letters, Envelopes

• Reports

• Handouts

• Labels

• Signs, Flyers, Invitations, etc.

• Sacramental Certificates

• Brochures

• Handbooks

• eBooks

MS WORD



• Handouts
• Prayers 

• Prayer cards

• Coloring pages using searcheable clip art

• Word Search (using Tables)

• Crossword Puzzles (using Tables)

• Signs

• Tent cards for tables

• Pew signs 

• Classroom designations

MS WORD



MS WORD



• Mail Merge with Excel 

• Letters

• Envelopes

• Labels (mailings, file folders, etc.)

• Student Tags

• Sacramental Certificates

MS WORD



MS WORD



• Templates – Premade in Word

• Forms

• Invoices

• Calendars

• Flyers, Signs, etc.

• Brochures

• Reports

• Sacramental Certificates

MS WORD



• Create Graphics using 
Screenshots

• Paint is found in “Windows 
Accessories” in File Explorer

• Find the “Print Screen” key on 
your keyboard.

• Some keyboards require Fn + 
Prnt Screen Keys.

BONUS - MS PAINT



• Ideal for 
• Database Information

• Tracking Logs

• Charts, Diagrams, Graphs

• Layouts & Maps

• Forms

• Budgets

MS EXCEL



• Database - Main Workbook
Sheets:

• Student Contact & Personal Information 

• Class Attendance Record

• Mass Attendance Record

• Rosters

• Pickup lists/Walkers

• Student Documents Tracking sheet 

• Documents Received Birth, Baptismal, First Communion 
Certificates, Sponsor Form, Retreat Form, etc.

• Apply conditional formatting to highlight missing 
documents.

MS EXCEL



MS EXCEL



MS EXCEL



MS EXCEL



• Templates - Forms: 

• Sign-in sheets (or create your own)

• Simple registration forms 

• ADOM Confirmation Register

• Invoices

• Statements

• Calendars

• Planners & trackers

• Budget 

• Charts, Diagrams, Graphs

MS EXCEL



• Ideal for 
• Database

• Student Contact information

• eMailing Parent

• To Do / Tasks

• Reminders

• Calendar

MS OUTLOOK



• Outlook Contacts: 

• Store parent emails & phone numbers

• Volunteer emails & phone numbers

• Groups - eMailing:

• Each class

• First Communion Parents

• Confirmation Parents

• Catechists

• Volunteers

• eMail Merge with Excel

• personalized messages ('Dear Maria…') from Excel list

MS OUTLOOK



MS OUTLOOK



MS OUTLOOK



• Virtual Calendar: 

• Add meetings

MS OUTLOOK

• To Do & Tasks:

• Add tasks

• Deadline

• Priority rating



• Ideal for 
• Meeting Presentations

• Slideshows

• Weekly announcements

MS POWERPOINT



• Meeting Presentations
• Orientation

• First Reconciliation

• First Communion

• Confirmation

• Weekly Announcements
• Create one central presentation file with slides for each 

week.

• Insert YouTube video/shorts 

• Closing prayer

• Highlight a Saint

• Slideshows for retreats and celebrations.

MS POWERPOINT



MS POWERPOINT



• Create Gameshow Style Videos for reviewing lessons
• Jeopardy
• Who Wants to be a Millionaire?

• Create Animated Quizzes 

• Present special lessons 

• Assign Powerpoint Projects to students and have them 
present in class

• Confirmation – Research Saint & why they chose that 
Saint

• Lent – Group project – Stations of the Cross.

MS POWERPOINT



WRAP-UP & Q&A
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