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Using Excel for Organizing
Part 2
)

While we wait to begin,’please:*

®

Rename yourself: ! Download data set Complete the analogy
in the chat.

Name/State/Pronouns

(Sam/GA-his/him) “I am to excel, as a
& duckisto...”
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acilitators:




Land Acknowledgement

We begin by acknowledging that through a
history of colonization and brutality, we are
currently on the traditional lands stewarded
by generations of the Indigenous people.

We honor these Indigenous people, all
elders, past, present, and emerging. We are
called to learn and share these

learnings about this tribal history,

culture, and contributions that have been
suppressed in the telling of the story of what
we now call the United States of America.
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Series Overview

e October 10, 2024

Part 1: Evaluating membership data

e December 5, 2024

Part 2: Analyzing your power
« May 15, 2024

Part 3: Disseminating information

Each session is 2:30pm-4:00pm EST




Today's Agenda S

* How to manipulate and ¥ ¥ 4

evaluate the data derived in
the field

Session Outcomes

* Explore benefits of using Excel to analyze
data

* Explore the features within Excel that can-
assist with organizing

* Practice using the features within Excel
* Pivot Tables
* Goal Seeking

* Bonus content: 3D Mapping









How to Create A Pivot Table

File Home Insert Draw Pagelayout Formulas Data Review View Automate Help

o= o= Ea r() ’) dn~ [HY My~ @ o=
1%) 07 i, 0 )
PivotTable Recommended Table | lllustrations = Recommended AR | R Maps PivotChart 3D
v PivotTables v Charts a. [ v v Map v
Charts v Tours

Tables

* |Insert Tab
e Click PivotTable

W !||I !“uu'
Line Column Win/
Loss

Sparklines

= =
= B

Slicer Timeline

Filters

‘@

Link

v

Links

)

Comment

Comments

A

Text

~

El
()

Symbols

~



How to Create A Pivot Table

“ile Home Insert Draw Pagelayout Formulas Data Review View Automate Help

| * Pop-up window will
= = r B B M - | |
J J_ IIIustgons |:| X [I]]:I E @ lj‘m [[ﬂ - appear aSkIng for the
- - I data set being
Tables Charts 2| Tours
vl ﬁc CERTIFICATEL PivotTable from table or range ? X analyzed

Select a table or range

The table range

A B
Employee Number Union_Description Unio* Table/Range: |Sheet1!$A$1:$N$303 () r . .
g . | e default is the active
Choose where you want the PivotTable to be placed
169 CERTIFICATED  Yes ELI ta b | e
238 CERTIFICATED  Yes (@ New Worksheet ol ’
241|CERTIFICATED ~ |ves O Existing Worksheet ct .
. [ ]
223 CERTIFICATED  No  |ocation AL Recommendation:
235 CERTIFICATED Y 1
= Choose whether you want to analyze multiple tables 1] p | a Ce t h e P IVOtTa b | e

220 CERTIFICATED Yes >-E .
236 CERTIFICATED No I:l Add this data to the Data Model LA I n N eW WO r kS h e et
176 CERTIFICATED Yes LA

15 ESP No oK Cncel AR @ Se | ect OK
216 CERTIFICATED Yes ‘NANCY 'GORDON 'KINDERGARTEN T




How to Create A Pivot Table

File Home Insert Draw Page Layout Formulas
ﬁ':' Active Field: = | 7
PivotTable =
v B =
Active Field Group
\3 v Vo
A B C D E F

Data

PivotTablel

To build a report, choose fields
from the PivotTable Field List

< >

Sheet2

Sheet1 ar

Review View Automate Help PivotTable Analyze Design

E Insert Slicer |:‘51 [‘5« @ Clear v ﬁ=f'; Fields, Items, & Sets v
ES Insert Timeline < |i__=| Select v ED

Y Refresh Change Data K .
Eﬁr v Source ¥ @ Move PivotTable &g

Filter Data Actions Calculations
G H | J K L M N a
v

{3 Comments

PivotChart Recommended
PivotTables

Tools

PivotTable Fields

Choose fields to
add to report:

| Search

Al

[C] Employee Number
[ Union_Description
[] Union_Dues_Paid
I:‘ FirstName

[[] Last Name

[ Title

1 Worksite

] Email

[ Fre

["] Home Address

[ city

[[] state

[ zip

I:‘ Hire Date

More Tables...

Field Headers

Show

* This is where you

v .

v

v X

Drag fields between areas
below:

T Filters

1" Columns

= Rows

2 Values

[J Defer Layou...

identify the data that
is to be summarized.



How to Create A Pivot Table

File . Home |Insert Draw Pagelayout Formulas Data Review View Automate Help PivotTable Analyze Design
ﬁ Active Field: - E Insert Slicer [‘51 |j‘5«. @ Clear v ﬁ Fields, ltems, & Sets v
= N
; R 1] =
PivotTable - ] S Insert Timeline Refresh Change Data % Select E}\
. B B v Souce~ | [ZMove PivotTable = EE
Active Field Group Filter Data Actions Calculations
3 voi Jfx  Row Labels
A B D E F G H | K

Row Labels E|Count of Hire Date

ADMIN SECRETARY | 1

ADMIN SECRETARY II 1

ADMIN SECRETARY Ill 19

ART-ELEMENTARY 2

ART-SECONDARY 1

BENEFIT & RETIREMENT REPRESENTATIVE 1
) | BUSINESS EDUCATION 1
| CAREER RESEARCH & DEVELOPMENT 2
2 CLERKII 1
3 | CLERK IV 2
1 | CONSULTING TEACHER 1
> ELEMENTARY CLASSROOM 20

ENGLISH - HIGH SCHOOL
ENGLISH - MIDDLE SCHOOL
ENGLISH TEACHER

ESOL

FISCAL ASSISTANT |

FRENCH TEACHER
KINDERGARTEN TEACHER
LEAD CLERK

LIB SCI,MEDIA-ELEMENTARY
LIB SCI,MEDIA-SECONDARY
MATH TEACHER

MATH TEACHER-HIGH SCHOOL
MATHEMATICS - HIGH SCHOOL
MATHEMATICS - MIDDLE SCHOOL
MUSIC INSTRUM-ELEMENTARY
MLISIC INSTRIIM-SFCONDARY

VWA OONRWRARRBANASUNIERSN

PivotChart Recommended
PivotTables

Tools

PivotTable Fields

[[] Employee Number

Choose fields to
add to report:

|:| Union_Description
["] Union_Dues_Paid
|:| FirstName

|:| Last Name

Title

[] Worksite

[ Email

[ Fre

["] Home Address
|:| City

|:| State

|:| Zip

Hire Date

More Tables...

Field List
@ Field Headers

Show

~* In this example
- determine how many
people within the

Drag fields between areas

bargaining unit are in
each job title.
* What are the top 3

Title

I

represented job titles?

 What are the least
represented job titles?

2. Values

Count of Hire Date v



How to Create A Pivot Table

File Home Insert Draw Pagelayout Formulas Data Review View Automate
,iE‘ Active Field: = E Insert Slicer
PivotTIe _ | B Insert Timeline
v # i G
Active Field Group Filter
3 v  fx Row Labels
A B
Row Labels v |Count of Union_Dues_Paid
= ADMIN SECRETARY | 1
Yes 1
—/ADMIN SECRETARY II 1
Yes 1
= ADMIN SECRETARY Il 19
Yes 11
) No 8
= ART-ELEMENTARY 2
8 Yes 1
3 No 1
| | =/ART-SECONDARY 1
) Yes 1
5 =/ BENEFIT & RETIREMENT REPRESENTATIVE 1
I Yes 1
3 = BUSINESS EDUCATION 1
) Yes 1
) = CAREER RESEARCH & DEVELOPMENT 2
Yes 1
3 No 1
3 = CLERK I 1
I Yes 1
) = CLERK IV 2
5 Yes 2
" | =/CONSULTING TEACHER 1
3 No 1
) | =/ELEMENTARY CLASSROOM 20
) Yes 13
No 7

Help

[

Refresh Change Data

PivotTable Analyze

(&

Source v

Data

@ Clear v
|ﬁ_—‘[=}| Select v

Actions

Design i1 Comments

[i7 Fields, items, & Sets v =] FI=] Y I t h M p I
P Piv%:ﬁart Recoge?nded n IS eXa m e

Bueatiune | e - determine how many

: ’ 2 PivotTable Fields vooX people are members

Choose fields to Drag fields between areas

based on job title.

__Search /O T Filters
[ Employee Number
O Union_Description
Union_Dues_Paid

.ow == e \Which job title has the

|:| Worksite

~ most membership?

[ Fre
[] Home Address
[ city
[] state Title v
O Zip Union_Dues_Paid v
[C] Hire Date

ww .. *Which job title has the
most potential?

= Rows




How to Create A Pivot Table

File Home Insert Draw Page layout Formulas Data Review View Automate Help PivotTable Analyze Design
ﬁ Active Field: - E Insert Slicer D [‘5«. @ Clear v ﬁ Fields, Items, & Sets v ﬁ?]] ﬁ:l? E
= ~
- N R (K] = ! &)
PivotTable ~(ount of Union_Dy = 8 &2 Insert Timeline Refresh Change Data s Select ¥ & PivotChart Recommended
v [ Field settings [ v Source ¥ [ Move PivotTable =2 PivotTables = Field Headers
Active Field Group Filter Data Actions Calculations Tools Show v
\3 v /" fx  Count of Union_Dues_Paid v
A B C D B F G H | J K O . 2
PivotTable Fields vox

Count of Union_Dues_Paid

Drag fields between areas
below:

[column Labels| ~ Choose fields to

WY m U W W N UL U e Wy — O

—- U W w o~ U

Row Labels

ADMIN SECRETARY |
ADMIN SECRETARY Il
ADMIN SECRETARY Il
ART-ELEMENTARY
ART-SECONDARY

BENEFIT & RETIREMENT REPRESENTATIVE

BUSINESS EDUCATION

CAREER RESEARCH & DEVELOPMENT

CLERK II

CLERK IV

CONSULTING TEACHER
ELEMENTARY CLASSROOM
ENGLISH - HIGH SCHOOL
ENGLISH - MIDDLE SCHOOL
ENGLISH TEACHER

ESOL

FISCAL ASSISTANT |

FRENCH TEACHER
KINDERGARTEN TEACHER
LEAD CLERK

LIB SCI,MEDIA-ELEMENTARY
LIB SCI,MEDIA-SECONDARY
MATH TEACHER

MATH TEACHER-HIGH SCHOOL
MATHEMATICS - HIGH SCHOOL
MATHEMATICS - MIDDLE SCHOOL
MUSIC INSTRUM-ELEMENTARY

'~ Yes No Grand Total add to report:
1 1
11 i 12 [ Employee Number
Union_Description
1 1 O
1 1 Union_Dues_Paid
1 1 [[] FirstName
11 2 [] Last Name Il Columns
; ; Title Union_Dues_Paid v
1 [[] worksite
13 7 20 [ Email
7 7 I FTE
1 1 [] Home Address _
11 2 [ city = Rows
o : () state
2 2 4 [ zip
11 2
4 4 [] Hire Date
1 1 More Tables...
4 4 2 Values
1 1 Count of Union_Dues_...
2 2
4 2 6
3.1 4
3 3 -

* In this another
example determine
how many people are
members based on job
title.

* Which job title has the
most membership?

* Which job title has the
most potential?
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Benefits of Goal Seek

* Knowing what you want to do but not sure
how to do it.

No manual math needed.

Quick Access Tool

neajEs]|
——— = Y CENTER FOR
— ORGANIZING



Hide and Goal Seek

Data

Review

lueries & Connections

i5 & Connections

* Data

View

Automate Help DocsCorp
A Z|A
m Q& kE
i — Sort
Stocks Currencies il
Data Types

 What If Analysis
* Goal Seek

%

E Advanced
Sort & Filter

= gi L—
GH

Text to Ej Dg
Columns E@ v r@

Da

=50

What-If
Analysis ~

]
7

Forecast
Sheet

E'I:E Grou
@H Ungr
Eﬁ Subt

Scenario Manager...

Goal 5eek..

Data Table...

It




Hide and Goal Seek

Reilly, Monet [PA] RM =B
Data " rewew  View  Automate Help  DocsCorp | 9 Comments J |
i Queries & Connections @ @ al [Z]2 Y Ng EE 4 Be= E % B Group ~ =
z AlZ - _
] % . W (—> E‘< Dg ? BHUngroup ~ =
Stocks Currencies Zl Sort Filter ™ Text to C What-If |Forecast E
) . \& Advanced | Columns Analysis ¥| Sheet EH] Subtotal
eries & Connections Data Types Sort & Filter Scenario Manager...
Goal Seek...
Add to Quick Access Toolbar
Data Table..
Customize the Ribbaon...
G | H | | J K L | M | M @] P | Q | R 5 )
Collapse the Ribbon

* Right Click
* Add to




How To Use Goal Seek

* Find the cell where you want your
end result to be (C4.)

* Click Goal Seek

* Type what you are desiring as an
end result in "To Value:" (100)

* Type what other box needs to
change to do calculate the result
(B4.)

* Hit OK

B4 fr | =SUM(A4+B4)
D | E | | G

I-I —
2 | Goal Seek ? X
3
4 Set cell: C4 Ly
5 To value: 100
E’_ By changing cell: | $B54| *
T—
B_ oK Cancel
3]
c4 Jr | =SUM(A4+B4)

C D | E F G |
1
5 n Goal Seek Status ? bt
3 Goal Seeking with Cell C4 Step
4 10 a0 1[)[]'“ found a solution.
5— Target value: 100 rause
6_ Cyrrent value: 100
[ . [ —
8| s Ok ... Cancel
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Depending on your version of
Office 365, you may find this
feature hiding in two different
places

3D Mapping

AutoSave @

Excel Training Worksheet-3D mapped + Saved Vv L Search

File Home Insert Page Layout Formulas Data Review View Automate Help Acrobat Power Pivot
o= o= -m '-_(')Shapes 2 72 SmartArt ? |:|I| v I:E v ||n|1|| v o= E :I: J: = f{_ + .. 4 N TUEquation v
E? @ — 2 Icons 1. Screenshot v - W v [ﬂ]: v [‘E e @ Dlﬂ] @ ale o :? nr? (@) A y @ ) Q SYmbol . .
PivotTable Recommended Table Pictures % LB Recommended a 3 Maps PivotChart 3D Line Column Win/ Slicer Timeline Link Comment Text Header J Prev‘ous Ve rslon
v PivotTables «  @3DModels v Charts D v v Map v Loss v Box & Footer =l
Tables lllustrations Charts N ) Open 3D Maps Filters Links Comments Text Symbols A 1 . I n Se rt Ta b
H23 & fx tyra.littel@morissette.info ~+ Add Selected Data to 3D Maps Open 3D Maps ~ 2 3 D M 3
Open 3D Maps tours or create new ° p
A B | C | D | B B | ones. Be sure your workbook has | J |Z|
246 5 ESP Yes ROSEMARIE ~ SLAYTON LEAD CLERK Central Office geographic data like addresses or 1 11816 E Madison St 3 O pen 3D Ma PS
247 55 ESP Yes ROBERTA SMITH CLERK Il Central Office countries. 1121 Glen Dr *
248 28 ESP No MARGARET  WESTERMAN FISCAL ASSISTANT | Central Office @ Tell biz 0.5 52 Walnut St
249 34 ESP Yes GREGORY  ALLIO PARA-SPECIAL EDUCATION Ideal High School €l me more h 0.5 5722 Harmer St

@ s @ B 9D ¢ @ v Dawlai ses + Saved £ Search

® - o «x

.
File  Developer Home Insert Page Layout Formulas Data Review View Automate Help Acrobat Power Pivot ||v_—| Comments:‘ Newer ve rsion
Fram Text/CSV E& From Picture ~ [T Queries & Connections Hl v — i) Ba @ 8H Group  ~ =
- . > i G o 2 Y G = B ; - 1. DataTab
Get [® From Web [® Recent Sources o E @ 2 ort T 3 g B |@ v J @0 Ungroup ~ =
Data v [ From Table/Range [ Existing Connections Al [ Stocks Currencies 8 Y& Advanced  Columns £« | [{ Manage Data Model £ subtotal 2 Data M Od el
Get & Transform Data Queries & Connections Data Types Sort & Filter ols U:% 3D Map > Outline 5 ~
Al v Jx | VoterStatus =2 ~ 3. Open 3D MapS
A B C D E F G H | J

»»

[ DV Vintar Dranancihs



What is all this!?

Click on things and notice it’s still just asking

3D M '
you which column or range you want to use

Street Maﬁﬁammg.ﬁ.ddjessesxlsx—EDMaps 2 B _ %

B e

HOME
P Dol @4 B €2 S M EHE mEE

Play Create Capture New  Themes Scene Refresh Shapes Map Flat Find Custom 2D Text Legend Date Tour Layer Field
Tour ~ Video Screen Scene ~ - Options Data - Labels Map Location Regions Chart  Box Editor Pane List
Tour Scene Layer Map Insert Time View
I . &
- ! u : : x B[+ X
Tour 1 X \ Field List == Add Layer
L4 C I H d Drag fields to the Layer Pane. - -
1 e & olumn Readers 2 > Layer1 °s X This view of data
-] - . Date of First Membership + Data
= Mailing City
/ Mailing State Code W dn 22 & &
(10 sec) Mailing Street

Mailing Zip/Postal Code Location 96%
PCY Voter Propensity Score .

[ ] : L ® Mailing Street  Street * X |
- = : Political Party Meailing City City - X
i Voter Registration Dat
| | ﬁ - ¥ Qrer Registranion. Late Mailing State Co... State/Province ¥ x

Voter State Legislative - Lower Chamber .
+ Add Field

Voter Status

= i .He'\ght . .
R EEER = o i i | Show difference
| .Category
% yoren Color code by type

Collection of views
— Create new

scenes to show el
different views of /" Maiing City fime .
data — cah animate 8§ PLAINFIELD @ @ + Add Field
HH Mailing State Code
transitions - i : b Fites Remove/Include

b Layer Options Color
o o

© 2024 TomTom

FINISHED [ B R

: ) e _ . 553PM
AR Type here to search : - ?12/4/2024 -




p— kbl

o Point Winfield

nfield
nship

o)\e}
-0

=

Add Layer

Location 93%
Mailing State Co... State/Province + X
Maili

o Maili

+ Add Field

Height

+ Add Field

Category

+ Add Field

Time

+ Add Field

¥  Filters

+ Add Filter
Voter Registration Date
Filtered
School Name

Filtered

Layer Options

Directions

Set up your location fields



What is all this!?

Click on things and notice it’s still just asking

3D M '
you which column or range you want to use

Street Maﬁﬁammg.ﬁ.ddjessesxlsx—EDMaps 2 B _ %

B e

HOME
P Dol @4 B €2 S M EHE mEE

Play Create Capture New  Themes Scene Refresh Shapes Map Flat Find Custom 2D Text Legend Date Tour Layer Field
Tour ~ Video Screen Scene ~ - Options Data - Labels Map Location Regions Chart  Box Editor Pane List
Tour Scene Layer Map Insert Time View
I . &
- ! u : : x B[+ X
Tour 1 X \ Field List == Add Layer
L4 C I H d Drag fields to the Layer Pane. - -
1 e & olumn Readers 2 > Layer1 °s X This view of data
-] - . Date of First Membership + Data
= Mailing City
/ Mailing State Code W dn 22 & &
(10 sec) Mailing Street

Mailing Zip/Postal Code Location 96%
PCY Voter Propensity Score .

[ ] : L ® Mailing Street  Street * X |
- = : Political Party Meailing City City - X
i Voter Registration Dat
| | ﬁ - ¥ Qrer Registranion. Late Mailing State Co... State/Province ¥ x

Voter State Legislative - Lower Chamber .
+ Add Field

Voter Status

= i .He'\ght . .
R EEER = o i i | Show difference
| .Category
% yoren Color code by type

Collection of views
— Create new

scenes to show el
different views of /" Maiing City fime .
data — cah animate 8§ PLAINFIELD @ @ + Add Field
HH Mailing State Code
transitions - i : b Fites Remove/Include

b Layer Options Color
o o

© 2024 TomTom

FINISHED [ B R

: ) e _ . 553PM
AR Type here to search : - ?12/4/2024 -




3D Mapping x

S

Location 97%
How do you want to count stuff? o g
:‘: ® Mailing Street  Street - X
The SIGMA symbol determines what you want to do with all the numbers in the data Mailing City ity 193¢
‘ + Add Field S
m e o \

DataTrainingAddresses.xlsx - 3D Maps

? ® _ X 3 2
| Height

- = T = P + Add Field
amp ] am) ﬁ- A ==  peescdecssscammmmmm— 1e]
P D e = Lo ) 35 & & Dl B2 £ En |
Play Create Capture New Themes Scene Refresh Shapes Map Flat Find  Custom 2D Text Legend Tour Layer Field
Tour ~ Video Screen Scene ~ - Options Data - Labels Map Location Regions Chart  Box Editor Pane List
Tc S L: M: Insert T Vi
our cene ayer ap nsel s ime iew . Category
= x B+ X T
Tour 1 X Field List == Add Layer -
. " = 4+ Add Field
L I - - Drag fields to the Layer Pane. L
1 » s [ L] 4 Range > layer1 s X
LA Date of First Membership ~ Data i
Time
L] Mailing City
= AR Mailing State Code M Ay g . f =}
Scene 1 (10 seq) - [ Mailing Street + Add Field
Mailing Zip/Postal Code Location 96% )
= 28
= f . ] - PCY Voter Propensity Score | ® Mailing Street Street - X - Eil
- f Political Party Mailing City city -X 1
L Vater Registraticn!Date Mailing State Co... State/Province ~ x
‘ Voter State Legislative - Lower Chamber - + A
[} + Add Field
Voter Status )
™ |
| Height
o | W——— 4 Average of P K 4
{ o & il
= | + Add Field
m L - — All No Aggregation
Category
= Sum
" Add Field
Mailing Street T
2620 SIERRA AVE . Amge
Waiing Gity - @ fime 1.00 Count (Not Blank) [0
B PLAINFIELD | + Add Field 3 o
Mailing State Code @ @ Count (Distinct)
- IL b Filters Maximum
N ) . »  Layer Options
Layer Options. M =
1 & 2024 TomTom SEHRVICIFL

| © 2024 TornTom

L B E

FINISHED

732 PM

" \ 553 PM
L Type here to search / o ' 3

) e [ _ 12/4/2024
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Add Layer

Location

Mailing State Co... State/Province ~

Mailing City City
®) Mailing Street Street

+ Add Field

Height

+ Add Field

Category

+ Add Field

Time

+ Add Field

*  Filters
+ Add Filter
Voter Registration Date

Filtered

School Name

Filtered

»  Layer Options

Directions

Using just FILTERS, decide
which high school’s
employees you would
target for a door-knocking
voter registration and
issue campaign and why

/ =
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Thank You - Contact Us:
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Salary Schedules

Year one of a new
schedule

5% overall raise inclusive
of step movement

Money to be spread evenly
across schedule to
minimize a jump/bump
step forming

How much money can we
put on each cell to reach a
5% overall raise for this
bargaining unit?

Ba1 M Je | =B80/B78
A B C D F

73
74 |Start Increase: 50
TS:CareerlncreaEE: 50 STEP Bachelors
78 |Maximum Salary Increase: 50 1 550,000
i | 2 552,273
78 |Previous Year total cost: 55,251,508.36 3 554,545
79 |Current year total cost: 55,454,126.44 4 556,818
280 |Dollar Increase: 5202,618.08 L 559,091
81 |Percent Increase: B.Eﬁ%l b 561,364
az | 7 563,636
83 8 $65,909
84 | 9 $68,182
85 | 10 570,454
8o | 11 572,727
87 | 12 $75,000




Salary Schedules

e Each cell can increase

S772.64 in addition to

step movement for an
overall 5% raise.

B31 M Jx
A B | E F G . H .
73 |
74 |Start Increase: 5773 2024-2025
?5_ Career Increase: 5773 BA+21 Masters Ma+15 ]
76 |Maximum Salary Increase: 5773 Goal Seek Status ?
77 |
78 |Previous Year total cost: §5,251,508.36 Goal Seeking with Cell B&1
| i Step
?9_ Current year total cost: 55,514,083.78 found a solution.
80 |Dollar Increase: $262,575.42
81 |Percent Increase: 5.00% 562,136 Target value: (.05 B
82 | Current value: 5.00%
83 |
= oK Cancel
85 | 571,227
86 | 573,500 582,773 587,773 592,773 59
a7 575,773 585,773 590,773 595,773 594

772.646108
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