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[bookmark: _GoBack]Facilitator Agenda: Using Excel for Organizing Session 1
	General Materials Needed:
	Room Set-up:

	Data Set
Pre-Email with survey on skill level
	
	Zoom

	Key Outcomes for the Day         
Formatting, Sorting, Filtering, Concatenate, and Text to Columns           

	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
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	What will we cover? What will we focus on today? 
Who are you? Who are your facilitators?






Ellen
	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-2:55pm
Monet
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	5 Minute Breakout
Discuss this question for 5 minutes in breakout rooms. 
Where do you get data?  
What do you use to make it make sense?

2 Minute Debrief

1 Min Facilitator Share out

Benefits of Excel
1 Minute
	

	Beth
2:55pm-3:05pm
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	Concatenate
10 Minutes
Making the Information Accessible when Evaluating Membership Data

Concatenate is the reverse of Text to Columns 
 
Use to combine data in columns 
 
Mailing addresses 
 
First and last names 
 
Why use it 
 
Printed materials for mail merge (certificates, address labels, etc.) 
 
Salary schedules (Grade and Step) 
 
Anytime you want to combine associated columns

How To

Insert new column to the right of the data 
Use formula 
=CONCAT(Text 1," ",Text2) 
Repeat formula for the rest of the column 
Highlight the column 
When the cursor becomes a small cross, double-click on the square in the bottom right corner 
Preserve the data 
Highlight the column 
Right click and copy the data 
Under Paste Options: Paste Values
	

	Monet
3:05pm-3:15pm
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	Text To Columns
Important to separate rows of data into separate columns 
 
Separate information into different columns 
 
Name: "Mary Smith" becomes "Mary" "Smith" 
 
Hire Date: "05/18/2014" becomes "05" "04" "2014" 
 
Address: "123 Main Street, Charleroi, PA" to "123 Main Street" "Charleroi" "PA" 
 
Other unformatted data

How To
Data Tab 
Click Text to Columns 
Click Next 
Choose Delimiters (Space, comma, etc.) 
Click Next 
Click Finish
	

	Jeny 15 Min
3:15pm-3:25pm[image: ]
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	Filter
Who has used the filter feature in Excel?  When do you use it?  Ask participants to use the raise hand feature to share when they use the filter feature. 
 
Filtering is a feature that will allow you to identify a list of members who meet a certain set of criteria.  For example, given the data in the Excel for Training workbook, why would you find value in identifying the elementary school teachers in the membership list? 

Benefits
Separate specific groups of members from a larger group 
Job title 
Time working with the school system 
Members vs. potential members

How to
Home ribbon 
Editing 
Sort & Filter 
Click on the dropdown in Row 1 
Use checkboxes to identify areas to filter

Beth 
 
Time allotment 
 
Model: 2 minutes 
 
Independent practice 5 minutes 
 
Debrief and Reflection: 3 minutes 
 
Share screen with participants so that they can see how to filter and identify the number of elementary school classroom teachers 
 
Best Practices REMINDER 
 
Make a copy of the worksheet so that you do not compromise your data. 
Save your work regularly. 
 
Note that the membership list that was received from the school system has 302 individuals in the bargaining unit 
 
After filtering the list 
 
there are 42 elementary school teachers 
 
2 Art 
20 Elementary classroom 
4 Library media 
4 Instrumental music 
1 Vocal music 
2 PE 
6 Resource teachers 
3 School counselors 

Now it is time for you to try to filter.   When you hear the magic word, turn off your camera and filter the bargaining unit for the following: 
 
Identify the number of members 
 
How many staff work at Perfect Elementary School? 
After completing the task, turn your camera on 
 
Once all cameras are on 
Ask participants the to identify the number of members in the unit 
Ask the participants the number of staff at Perfect Elementary School 
 
Reflection 
How can you use this tool in your current work world?

	

	Jeny 15 Min
3:25pm-3:35pm
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	Sort

Arrange information in a particular order 
Alphabetical order 
Worksites 
Unit Description 
Hire date
Member name

How to
Home ribbon 
Editing 
Sort & Filter 
Custom Sort ... 
Set the rules around how to arrange the data

Group Work
Try to Sort


 

	

	Monet 5 min
3:35pm-3:55pm
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	Formatting
 
Show two examples of spreadsheets, talk about difference between formatting. 
 
Depending on time have them do it themselves. 

How to
Commas, decimals, and percentages 
Merge and Center 
Format as table 
Wrap Text

DO NOT USE IN .CSV
 
Activity
Challenge: Sort addresses to go knock on doors. How did they choose to sort it?
 Format it into a presentable way for your volunteers.

5 Min
Share outs of formatting and how they completed it. 
	

	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 
· 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

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

	
	ADJOURN
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