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Facilitator Agenda: Excel for Organizing-Analyzing Power
	General Materials Needed:
	Room Set-up:

	Data Set
Pre-Email with survey on skill level
	
	Zoom

	Key Outcomes for the Day         
· Participants will use pivot tables and goal seeking to summarize large sets of data. 
· Participants will explore the features within Excel that can assist with organizing 
· Participants will practice using goal seek to how to determine a numerical goal for member turnout outcomes, recruitment outcomes, or salary goals.
          

	Time, Facilitators, and Slides
	Essential Questions
	Resources
	Instructions, Activity and Debrief (Facilitators)
	Key Outcomes

	What is the clock time for start and end? Who is doing this Section? What are the PPT slides (pic of slides)?  
	What question(s) should this learning section answer? 
	Charts, handouts, articles, materials, videos
	What are you saying, what are they doing, what questions will you use to guide learning and make clear the important points
Include an estimate for how long each section of the learning will take
Include Key points.  

	As a result of this section of learning, what will participants know or be able to do?

	2:30pm – 2:45pm 
Introductions
Beth
[image: ]
[image: ]
[image: ]
Insert slides 4-5
	What will we cover? What will we focus on today? 
Who are you? Who are your facilitators?

	Data Set
	10 Minutes Welcome 
Land Acknowledgement
Agenda 
Participant Expectations
Session Goals
Community Agreements

5 Minutes Introductions
Participants introduce themselves, location, pronouns, and why they signed up for this session.

	Participants will understand the structure of their time and how we will work together.    


	2:45pm-3:05pm
Seleste
Pivot Tables

Insert slides 6-13



	How can we use pivot tables to summarize large sets of data?
	Data set
PowerPoint or direction slides

	Slide 6: Introduction to section

Slide 7: There are two primary benefits to using the pivot tables feature in Excel.  1)  It summarizes large data sets quickly and 2) The information can be updated automatically.

Slide 8: To find how to create a Pivot Table, go to the Insert tab on the Command Ribbon and select Pivot Table.

Slide 9: A pop-up window will appear asking for the dataset that you want to analyze.  The table range default is to the active table.  It is recommended that you place the Pivot Table into a new worksheet.

Slide 10: It is time to identify the information that will be analyzed.

Slide 11: The data can be analyzed by identifying the potential list of targets for a membership campaign or number of people who may be affected by a decision based on a worksite, job title, or years of service within the system.  Let’s take a moment to determine the number of people who hold a specific job title within the bargaining unit.  The facilitator will guide the participants as to how to sort that information.  Now it is your turn.  What are the top 3 represented job titles within the bargaining unit?  What are the least 3 represented job titles?

Slide 12: Here is another opportunity to create a pivot table.  Let’s determine the number of people within the membership by job title.  The facilitator will guide the participants to complete the task.  Now it’s your turn.  Which job title has the most membership?  Which job title has the most potential?

Slide 13: Debrief: In what situations might you want to use the Pivot Table feature?  Group discussion
	

	Monet
Goal Seek
2:55pm-3:05pm

Insert slides 14-21
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	Chad
Power Mapping
3:05pm-3:15pm

Insert slides 22-27
	
	
	
	

	3:55pm – 4:00pm
Beth
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	What questions do I have? What do I need to know? 
	
	5 Minutes Wrap Up 
· Key Concepts
· Excel is a tool that is widely available and the basis of all database programs. 

· Functions such as Sorting, Filtering, Concatenate, and Text to Columns allow you to evaluate existing data to strategize based on the data.

· Looking Ahead
· You will receive an evaluation email from Ellen Holmes. 

· Mark your calendars 
· March 13, 2024 at 2:30pm EST 
· Part 3: Disseminating information 
· May 15, 2024 at 2:30pm EST 
· Part 4: Participant choice

	Participants will get opportunity for feedback and leave session with what they need to know for tomorrow.

	
	ADJOURN



Facilitator Agenda: Part # 2 Analyzing your power
	General Materials Needed:
	Room Set-up:

	1 Set of Handouts per Person
Name Tags or Name Tents
Room signs, sign in signs
Highlighters – 3 colors 
Pens and Pencils
	Chart Paper
Markers- 
Post its
Index Cards 

	Round Tables
Projector, Screen, Microphones, and Speakers
Carousel stations and reporting stations around the perimeter
50 people

	Key Outcomes for the Day                            

	Time and PPT
	Essential Questions
	Resources
	Instructions, Activity and Debrief (Facilitators)
	Key Outcomes

	

	What question(s) should this learning section answer? 
	Charts, handouts, articles, materials, videos
	What are you saying, what are they doing, what questions will you use to guide learning and make clear the important points
Include an estimate for how long each section of the learning will take
Include Key points.  

	As a result of this section of learning, what will participants know or be able to do?

	
	
	
	
	

	
	
	
	
	

	
	BREAK

	
	
	
	
	

	
	
	
	
	

	12:00 to 1:00
	LUNCH

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	BREAK

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	ADJOURN


Facilitator Agenda: Part # 3 Disseminating information
	General Materials Needed:
	Room Set-up:

	1 Set of Handouts per Person
Name Tags or Name Tents
Room signs, sign in signs
Highlighters – 3 colors 
Pens and Pencils
	Chart Paper
Markers- Mr. Sketch Non Permanent
Post its
Index Cards 

	Round Tables
Projector, Screen, Microphones, and Speakers
Carousel stations and reporting stations around the perimeter
50 people

	Key Outcomes for the Day                            

	Time and PPT
	Essential Questions
	Resources
	Instructions, Activity and Debrief (Facilitators)
	Key Outcomes

	

	What question(s) should this learning section answer? 
	Charts, handouts, articles, materials, videos
	What are you saying, what are they doing, what questions will you use to guide learning and make clear the important points
Include an estimate for how long each section of the learning will take
Include Key points.  

	As a result of this section of learning, what will participants know or be able to do?

	
	
	
	
	

	
	
	
	
	

	
	BREAK

	
	
	
	
	

	
	
	
	
	

	12:00 to 1:00
	LUNCH

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	BREAK

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	ADJOURN


Facilitator Agenda: Day # 4 Participant choice
	General Materials Needed:
	Room Set-up:

	1 Set of Handouts per Person
Name Tags or Name Tents
Room signs, sign in signs
Highlighters – 3 colors 
Pens and Pencils
	Chart Paper
Markers- Mr. Sketch Non Permanent
Post its
Index Cards 

	Round Tables
Projector, Screen, Microphones, and Speakers
Carousel stations and reporting stations around the perimeter
50 people

	Key Outcomes for the Day                            

	Time and PPT
	Essential Questions
	Resources
	Instructions, Activity and Debrief (Facilitators)
	Key Outcomes

	

	What question(s) should this learning section answer? 
	Charts, handouts, articles, materials, videos
	What are you saying, what are they doing, what questions will you use to guide learning and make clear the important points
Include an estimate for how long each section of the learning will take
Include Key points.  

	As a result of this section of learning, what will participants know or be able to do?

	
	
	
	
	

	
	
	
	
	

	
	BREAK

	
	
	
	
	

	
	
	
	
	

	12:00 to 1:00
	LUNCH

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	BREAK

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	ADJOURN


Facilitator Agenda: Day # 5
	General Materials Needed:
	Room Set-up:

	1 Set of Handouts per Person
Name Tags or Name Tents
Room signs, sign in signs
Highlighters – 3 colors 
Pens and Pencils
	Chart Paper
Markers- Mr. Sketch Non Permanent
Post its
Index Cards 

	Round Tables
Projector, Screen, Microphones, and Speakers
Carousel stations and reporting stations around the perimeter
50 people

	Key Outcomes for the Day                            

	Time and PPT
	Essential Questions
	Resources
	Instructions, Activity and Debrief (Facilitators)
	Key Outcomes

	

	What question(s) should this learning section answer? 
	Charts, handouts, articles, materials, videos
	What are you saying, what are they doing, what questions will you use to guide learning and make clear the important points
Include an estimate for how long each section of the learning will take
Include Key points.  

	As a result of this section of learning, what will participants know or be able to do?

	
	
	
	
	

	
	
	
	
	

	
	BREAK

	
	
	
	
	

	
	
	
	
	

	12:00 to 1:00
	LUNCH

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	BREAK

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	ADJOURN
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Looking Ahead:

* You will receive an evaluation email from
Ellen Holmes.

Mark your calendars
* December 6, 2023 at 2:30pm EST
= Part 2: Analyzing your power
* March 13, 2024 at 2:30pm EST
* Part 3: Disseminating information
* May 15, 2024 at 2:30pm EST
* Part 4: Participant choice
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Answer the question
in the chat.
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Key Concepts:

* Excel is a tool that is widely available and
the basis of all database programs.

* Functions such as Sorting, Filtering,
Concatenate, and Text to Columns allow
you to evaluate existing data to

strategize based on the data.
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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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Facilitator Agenda :   Day  #   1  

General Materials Needed:  Room Set - up:  

1 Set of Handouts per Person   Name Tags   or Name Tents   R oom signs, sign in signs   Highlighters  –   3 colors    P ens and Pencils  Chart Paper   Markers -   Mr. Sketch  Non Permanent   Post its   Index Cards     Round Tables   Projector, Screen , Microphones,   and Speakers   Carousel stations and reporting stations around the perimeter   50 people  

Key Outcomes for the Day                               

Time , Facilitators,   and  S lides  E ssential  Questions  Resources  Instructions, Activity and  Debrief   (Facilitators)  Key  Outcome s  

What is the clock time for  star t and end? Who is doing  this Section? What are  the   PPT slides (pic of slides)?     What  question( s )  should this  learning section  answer?    Charts,  handouts,  articles,  materials,  v ideos  W hat are you saying, what are they doing, what questions will  you use to  guide learning and make clear the important points   Include an estimate for how long each section of the learning will take   Include Key points.      As a result of this  section of learning,  what will  participants know  or be able to do?  
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