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DIGITAL DASHBOARDS
GOOGLE SHEETS AND SLIDES

Google Sheets

Who Has Access?
The Google Sheets have been shared with the email addresses you originally provided. If you would like to give access to
more users, send us their email address at dashboards@firstarriving.com.

Adding New Content

e Select the sheet you wish to edit using the tabs at the bottom of the page.

+ = News ~ Upcoming Events ~ Equip. Maintenance ~

e Each sheet is made up of columns and rows. The columns have been titled by information type. Each row acts as
one entry.

e Inthe example below for department news, there are 7 columns: Title, Description, Location, Applies To, Date
Posted, Expiration Date, Posted By.

e To add a news post, go to the next available row and add your content in each corresponding column.

e Inthe example, we added a news post in row 4 and entered the following in each column: New Engine on the
Way, Station 81 is going to be getting a new Engine. Scheduled to be delivered by the end of the year., All
Personnel, 8/1/2019, 8/30/2019, Chief Doe.

e Toremove an entry, simply delete the all of the content in a single row.
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1 Title* Description Location Applies To Posted Date/Time Expiration Date/Time Posted by
2 Work Tests have started. There is an evaluation sheet
Work Tests in your mailbox. Please complete on shift. Headquarters All Personnel 3/20/2018 7:00 12/1/2019 20:00 FA

Must returned signed form to admin office. Sessions
Fire Prevention Training on Saturday and Sunday 6:00pm Headquarters All Personnel 4/23/2018 7:00 12/1/2019 20:00 FA

Station 81 is going to be getting a new Engine.
Mew Engine on the Way Scheduled to be delivered by the end of the year. Station 81 All Personnel 8/1/2019 8/30/2019 Chief Doe

Formatting Date/Time
e |norder to sort your entries or highlight them based on update or post time, date columns must be in the Date
or Date time format.
e You can make sure this is the case by highlighting the column and selecting Format > Number > Date or Date
time.
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Drop Downs

e Ifacellin your sheet has an arrow on the right side, it contains a drop down list of available entries.
e C(Click the arrow and select one of the entries.

e These options can be changed if needed, just be sure to let us know if there is associated conditional formatting
so it won’t be lost with the change (see conditional formatting explanation below).
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1 Unit Status Location Comments Reported
2 | Ladder 96 In Service ~ Station 96 719/2019
3 Ladder 97 Station 97 8/20/2019
4 Ladder 98 Limited Service Station 98 Oil Leak 7/31/2019
5 Ladder 99 N Station 99 6/22/2019
In Service
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Conditional Formatting
e We are able to add conditional formatting, or rules, based on certain scenarios.

e For example, when an apparatus is ‘In Service’, we can highlight that text in green; or when it is out of service,

we can highlight ‘O0S’ in red.

o  We will need to create these rules for you on the backend. Any formatting done in the Google Sheet such as

bullet points, colors, and font size will not show up on your dashboard.
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1 Title* Description Location Applies To Posted Date/Time Expiration Date/Time Posted by
2 Work Tests have started. There is an evaluation sheet in
Work Tests your mailbox. Please complete on shift. Headquarters All Personnel 3/20/2018 7:00 12/1/2019 20:00 FA
3 Must returned signed form to admin office. Sessions on
Fire Prevention Training Saturday and Sunday 6:00pm Headquarters All Personnel 4/23/2018 7:00 12/1/2019 20:00 FA
4 Station 81 is geing to be getting a new Engine.
New Engine on the Way Scheduled to be delivered by the end of the year. Station 81 All Personnel 8/1/2019 8/30/2019 Chief Doe

- Formatting is not preserved
- These lines will appear merged together
- Colors used in sheets will not show up in the
Formatting dashboard Station 82 All Personnel 8/1/2019 8/30/2019 Chief Doe

Changes to Google Sheets

e If you need a new Google sheet tab, email us and describe the content you wish to display.

e If you already know the data you need, you’re welcome to create a new tab with the columns and any sample
data, otherwise we can create a template for you.

e Adding a new tab will not automatically create a new section in your dashboard. We will need to add it in the
back end when it’s ready to go live.

e To change the columns in a sheet, let us know what you need added or removed. New columns will not
automatically populate and removing a column could affect how the current data is being displayed.

Google Slides

Who Has Access?
The Google Slides have been shared with the email addresses you originally provided. If you would like to give access to
more users, send us their email address at dashboards@firstarriving.com.

Content
e Google Slides are treated just like PowerPoint. Unlike Google Sheets, there are no rules for formatting content
with Google Sheets. Whatever is on the slide will appear exactly as is on the screen.
e The example below is a slide created for new members at the station.
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Mark Smith Jane Dave
New Fire/EMS Recruit WalkEr Wﬂsﬂﬂ
Ioined in january New Fire/EMS Recruit New Fire/EMS Recruit
i Joined in January Joined in January
James Rich Angie
Andrews Mahorn Jones
2 New Captain New Captain New Paramedic
Hired in Decemnber Hired in Decernber Hired in Decenber

Click to add speaker notes

= m Explore
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Mark Smith Jane Dave

New Fire/EMS Recruit Walker Wilson

Joined in January New Fire/EMS Recruit New Fire/EMS Recruit
Joined in January Joined in January

James Rich Angie

Andrews Mahorn Jones

New Captain New Captain New Paramedic

Hired in December Hired in December Hired in December

e By default, the slides will rotate at 10 seconds per slide and show the images and/or text as they are formatted.
e The total slide time is fixed usually at 60 seconds (a maximum of 6 slides).

e When there are fewer slides they will cycle back to the begin until the entire page time is up.

e We can change both the total slideshow time as well as individual slide times if needed.

Have Questions?
Don’t hesitate to email us at dashboards@firstarriving.com with any questions!
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