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CREATED  A  MICROSOFT  FORM  THAT  ORGANIZATIONS  WILL  FILL  OUT  WHEN  INTERESTED  IN  THE  ENERGY

TOOLKIT

CREATED  A  LIST  FOR  KEEPING  TRACK  OF  EQUIPMENT

CREATED  A  LIST  THAT  WILL  KEEP  TRACK  OF  ALL  THE  FORMS  ANSWERS

CREATED  A  FLOW  WITHIN  POWER  AUTOMATE  TO  MAKE  SOME  OF  THE  PROCESS  AUTOMATIC

CREATED  TABLES  FOR  EACH  OF  THE  EQUIPMENT  WITHIN  THE  ENERGY  TOOLKIT

FOUND  EQUIPMENT  OPERATION  MANUALS  FOR  EACH  OF  THE  DEVICES

HELPED  IN  EDITING  AND  REVISING  THE  ENERGY  TOOLKIT  APPLICATION  AND  WAIVER

CREATED  A  VISUAL  CHECK  IN  LIST

CREATED  A  VISUAL  CHECK  OUT  LIST

CREATED  IDEAL  PROCESS  FLOWCHART

HELPED  TO  CREATE  SOP  FOR  THE  ENERGY  TOOLKIT

RESEARCHED  REFERENCE  LINKS  FOR  A  POTENTIAL  YOUTUBE  TRAINING  VIDEO

BEGAN  SCRIPT  FOR  POTENTIAL  YOUTUBE  TRAINING  VIDEO

CREATED  A  FEEDBACK  FORM  FOR  ORGANIZATIONS  TO  FILL  OUT  ONCE  THEY  HAVE  RETURNED  THE  TOOLKIT

CREATED  A  MINI  FLOW  FOR  THE  FEEDBACK  FORM  THAT  WILL  NOTIFY  AN  ESI  MEMBER  THAT  A  RESPONSE

HAS  BEEN  SUBMITTED

CREATED  A  GAP  ANALYSIS  SHEET  FOR  ISO  50001  STANDARD

HELPED  TO  UPDATE  AND  CONVERT  OLD  ENERGY  AND  WASTE  OFFICE  TOOLKIT  ENERGY  MODULES

CREATED  A  LUNCH  AND  LEARN  ADVERTISEMENT  POSTER

CALEB'S JOBS



Background About Energy
Toolkit



CREATED A MICROSOFT INTEREST FORM



CREATED A LIST FOR KEEPING
TRACK OF EQUIPMENT



CREATED A LIST THAT WILL KEEP TRACK OF ALL
THE FORMS ANSWERS



Power automate allows users to create flows that are triggered when
a certain action is taken. After the trigger is set off the rest of the
flow runs to completion.

AUTOMATION

After a response is submitted to the microsoft form mentioned earlier the
process begins and a number of things occur. First is the transfer of information
to the microsoft list. Next the flow notifies team members via email that the form
has been filled out. This flow will also email back whoever filled out the form and
notify them that their response has been recieved. Attached to this email is the
legal documentation that the companies need to fill out before receiving the
equipment

LIST OF AUTOMATION

Later the visual checkout form was added to the first email to the team member
notification so that this team member will not have to search through sharepoint
to find the checkout form. In addition to this I also added a 2 week delay timer
that once it has completed will prompt a team member at ESI to check on the
staus of the equipment.

LATER UPDATING OF THE
AUTOMATION

CREATED A
FLOW
WITHIN
POWER
AUTOMATE



CREATED TABLES
FOR EACH OF THE

EQUIPMENT



After completing the tables for each of the pieces of
equipment it was decided that we needed a pdf of
each of the owners manuals. Originally the links on
the table were linked to the company's home page,
but we decided to instead have the owner manual
pdf's downloaded to sharepoint so that the manuals
and how to use the  equipment will not be lost.

EQUIPMENT
OPERATION
MANUALS



 CREATED A VISUAL CHECK IN LIST  CREATED A VISUAL CHECK OUT LIST



CREATE IDEAL PROCESS FLOWCHART
AND SOP



When a company gets the tools they may
not know how to use the equipment properly
due to little to no training on the equipment

PROBLEM 1

There is very little training online that would
help larger organizations teach their staff

about how to use the equipment. Some may
also find it difficult to learn just by reading

the owners manuals

PROBLEM 2

AN  IMPORTANT  FOCUS  OF  THE  ENERGY  TOOLKIT  WAS  THE  ABILITY  FOR

ORGANIZATIONS  TO  EASILY  USE  THESE  DEVICES  WITH  MINIMAL  TROUBLES .  

RESEARCH POSSIBLE YOUTUBE SCRIPT



I f  the  organizat ions  that  we  are

sending  the  toolk i t  to  have  l i t t le

to  no  idea  on  how  to  use  the

equipment .  The  toolk i t  wil l  not  be

useful  in  the  s l ightest .  In  order  for

more  organizat ions  to  make  the

most  out  of  our  equipment  I

proposed  that  we  make  a  youtube

tra in ing  v ideo  ser ies  that  expla ins

how  each  of  the  tools  works .

These  v ideos  would  also  go  over

how  to  t roubleshoot  and  f ix  i ssues

i f  any  ar ise .

SOLUTION FOR THE
LACK OF TRAINING

Since I believed that there was a need for the

training videos I decided to create a

document linking to videos that had already

been done on the equipment individually.

This document had at least one video for each

of our devices outlining the use of each tool



Going off of the research that I had just

accomplished I created a working script for

each of the devices that could be used if a

youtube series was ever created. This script

would go through each of the uses of the

device and how to use the device itself. Within

the script I talked about the buttons on the

device and what they controlled, the screen

and what should be displayed, errors that may

populate on the display as well as what to do

if the device is not working properly.

YOUTUBE VIDEO SERIES
SCRIPT



CREATED A FEEDBACK FORM



CREATED A MINIFLOW

After creating the feedback form I wanted to add some more automation
to make the energy toolkit process easier. The mini flow will notify a
member of ESI when a response has been submitted to the feedback
form that was created and previously mentioned. This quick and easy
notification will allow for quicer analysis of feedback in order to improve
the energy toolkit.

EMAIL



After helping with the energy toolkit and setting up most of
the process for the energy toolkit I was asked to work on

creating a gap analysis in excel that would allow for users to
fill it out and gain feedback on the completion amount that

they currently have when it comes to the ISO standard. This
document allows users to answer questions on their

organization’s completion of ISO 50001 standards. The
excel sheet also creates a graph of each of the individual
section completion percentages for users to have a visual

representation of what sections need to be worked on more. 
 

CREATED A GAP ANALYSIS



50001 Gap Analysis



UPDATE AND CONVERT ENERGY
MODULE OF THE SUSTAINABLE
OFFICE TOOLKIT 
After completing the gap analysis in excel I was asked to help with the
updating of the energy sustainable office toolkit module. This module delt
with how companies can save energy around their office buildings. I was
also asked to convert the energy module into a Canva document as
Canva allows for better formatting and backgrounds.

The most work that had to be done for this document was the formatting
and recreation of graphs. This took a lot of effort in trying to find a
design for the document that would suit both the content and follow the
design that the other intern had already created.





UPDATE AND CONVERT WASTE
MODULE OF THE SUSTAINABLE
OFFICE TOOLKIT 

After completing the conversion of the energy module into Canva I was given the
task of working on the waste module next and doing almost the exact same thing.
I converted the entirety of the waste module into Canva. To improve the
document, I first made sure all the links were still intact and led me to the correct
domain. Checking these links is extremely important as domains can get bought
out by different companies and they can direct people that click on them to
dangerous websites which could contain malware. In addition to checking all the
links I researched some information of my own. The links that I provided redirect
readers to an Energy Star webpage with programs that could be used by
organizations to keep track of their waste production. These programs can also be
used to keep track of how your waste program and how well it is working. After
going through and testing links and adding some of my own to the resources tab
section. I then went about adding all the information from the old module to the
Canva document. 





Lunch and Learn Poster



Thank you for listening



USE  THESE  FREE  RECOLORABLE

ICONS  AND  ILLUSTRATIONS  IN

YOUR  CANVA  DESIGN

FREE
ILLUSTRATION
RESOURCES


