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Your Rehearsal Report (Preview)

Summary

Good job rehearsing! Keep up the hard
work.

2:43 6

total time spent slides rehearsed
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Rehearse Again
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124
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A B c D E F G H I J
GROSS
CODE | FIRST SURNAME EMP NO DIVISION DEPT DATEof HHRE HRS HOURLY
PAY
RATE
2 Bob Ambrose MIL14 Munerton Mankay Falls 25-Jan-19 36 £ 1250 £443.75
10 Sara Kling MIL29 Munerton Mankay Falls 24-Dec-20 36 £ 1250 £443.75
20 TBVrol  Hill MIL18 Munerton Mankay Falls 21-Jul-20 36 £ 1250 £443.75
23 Jeffrey  Strong MILO4 Munerton Mankay Falls 08-Mar-81 40 £ 19.50 £780.00
27 Brad Hinkelman MIL15 Munerton Mankay Falls 08-Nov-19 40 £ 19.50 £780.00
35 Mary Barber MIL32 Munerton Mankay Falls 25-Nov-21 36 £ 1250 £443.75
49 George Feldsott MIL37 Munerton Mankay Falls 03-Dec-21 36 £ 1250 £443.75
59 Karina Abel MIL30 Munerton Mankay Falls 12-Jan-21 42 £ 16.75 £703.50

CODE  FIRST SURNAME EMP NO DIVISION DEPT DATE of HIRE HRS HOURLY GROSS
RATE N
2 Bob Ambrose MIL14 Munerton Mankay Falls 25-Jan-19 36 £ 12.50 £443.75
10 Sara Kling MIL29 Munerton Mankay Falls 24-Dec-20 36 £ 12.50 £443.75
20 TBVrol  Hil MIL18 Munerton Mankay Falls 21-Jul-20 36 £ 12.50 £443.75
23 Jeffrey  Strong MILO4 Munerton Mankay Falls 08-Mar-81 40 £ 19.50 £780.00
27 Brad Hinkelman MIL15 Munerton Mankay Falls 08-Nov-19 40 £ 19.50 £780.00
35 Mary Barber  MIL32 Munerton Mankay Falls 25-Nov-21 36 £ 12.50 £443.75
37 Mary Altman  MIL12 Munerton Cobrella 09-Sep-21 30 £ 6.50 £191.75
49 George Feldsott MIL37 Munerton Mankay Falls 03-Dec-21 36 £ 12.50 £443.75
59 Karina Abel MIL30 Munerton Mankay Falls 12-Jan-21 42 £ 16.75 £703.50
88 Paul Martin MILO2 Munerton Cobrella 19-Apr-79 40 £ 6.50 £260.00
27
GROSS
8 ISURNAME DEPT PAY
29
30
26
s Advanced Filter ? X
; GROSS |
28 §URNAME DEPT PAY | Aion
29] o (_) Eilter the list, in-place
2(1) o Copy to another location
32 List range: Filter!'$A$4:$)$98 +
gj Criteria range:  Filter!$M$4:30%6 4
35 Copy to: Result!SA$28:5C$28] *
Filter | Result "7 :
—_— |__J Unique records only
Point @
OK Cancel
-a
27
GROSS
28 SURNAME  DEPT PAY

29 |Ambrose Mankay Falls £443.75
30 Kling Mankay Falls £443.75
31 Hil Mankay Falls £443.75
32 Strong Mankay Falls £780.00
33 Hinkelman Mankay Falls £780.00
34 Barber Mankay Falls £443.75
35 Altman  Cobrella £191.75
36 Feldsott Mankay Falls £443.75
37 Abel Mankay Falls £703.50
38 Martin Cobrella £260.00



| M N 0 P Q R
Year Winery Date Sold Cases Sold Cases Sold Profit
1991 Matts Winery >=01/01/2021 >=300 <=600
1992 Prominent Wines >=01/01/2021 >=300 <=600
Winery Label Region Revenue
Matts Winery Merlat <>North
Prominent Wines Merlat <>North
Winery Label Region Region Revenue
Matts Winery Merlat <>North <>South

=FILTER(array,include,[if_empty])

What mustbe
returned if the

Thecriteria includingthe row or column
it resides in. Must be equalto the width
or height of the arrayrange

The range of values

you wantto filter
condition is not met?

e.g., A5:198
e.g. E5:E98="Parklands” E.g., "
SUM - X« Jt | =FILTER(A5:)98,E5:E98="Parklands","")
D E F G H | J K L M N (¢} P Q
1 Safest Solutions Group Theme Park
2 Employee Information 29-Jan-22
3
4 EMP NO DIVISION DEPT DATE of HIRE ~ HRS Hf?:f; Y GRoss PaY CODE  FIRST SURNAME EMP NO DIVISION DEPT Al
5) |MIL04 |Parklands  |Mankay Falls 15-Apr-21 40 £ 2150 £ 860.00 | =FILTER(A5:J98,E5:E98="Parklands","") ~Parklands Mankay F:
6 MiL14 Munerton Mankay Falls 25-Jan-19 36 £ 1250 £ 443.75 FILTER(array, include, [if empty]) KL55  Parklands Mankay Fz
7 TBV26 View Tabue [Slangsgrow 01-Feb-90 36 £ 1330 £ 47215 19 Dean Kramer ' PKL49 Parklands Cobrella
8 SUN59 Soningdale  |Shewe 12-May-22 40 £ 722 £ 288.80 22 JPKLquelir Banks PKLO3  Parklands Shewe
9 TBV58 View Tabue |Mankay Falls 26-Jul-90 42 £ 16.75 £ 703.50 24 Jeri Lynn MPKLFall PKLO7  Parklands Mankay F:
10 'SUNO7 Soningdale |Cobrella 12-Jun-21 40 £ 1260 £ 504.00 30 Joanne  Parker PKLO9 Parklands Mankay F:
CODE  FIRST SURNAME EMP NO DIv
[=FILTER(A5:J98,E5:E98="Parklands'|"™") Par
FILTER(array, include, [if_ empty]) PKL55 Par
19 Dean Kramer PKL49  Par
CODE FIRST SURNAME EMP NO DIVISION DEPT ATEofHIF HRS

HOU

=FILTER(A5:J98 {TRUE;FALSE;FALSE;FALSE;FALSE;FALSE;FALSE;FALSE;FALSE;
F FILTER(array, include, [if empty]) RUE;FALSE;FALSE;FALSE;FALSE;TRUE;FALSE;FALSE;
TRUE;FALSE; | KUE;FALSE;FALSE;FALSE;FALSE;FALSE; TRUE;FALSE;FALSE;FALSE;
FALSE;FALSE;TRUE;FALSE;FALSE;FALSE;FALSE;FALSE;FALSE;FALSE;TRUE;FALSE;
FALSE;FALSE;FALSE;FALSE;TRUE;FALSE;FALSE;FALSE;FALSE;FALSE;TRUE;FALSE;
FALSE;FALSE;TRUE;FALSE;TRUE;FALSE;TRUE;TRUE;FALSE;FALSE;FALSE;FALSE;
FALSE;FALSE;FALSE;FALSE;TRUE;FALSE;FALSE;TRUE;FALSE;TRUE;FALSE;TRUE;
FALSE;TRUE;FALSE;FALSE;FALSE;FALSE;FALSE;FALSE;TRUE;TRUE;FALSE;TRUE;
TRUEY,"™)

56 Joshua

MaTBValu PKL69 Parklands Mankay F: 33261 40




A2 - fi | =FILTER(Filter!A5:198,(Filter!F5:F98="Shewe")*(Filter!J5:198>600))

A B c D E F G H I J
GROSS
CODE FIRST SURNAME EMP NO DIVISION DEPT DATEofHIRE HRS HOURLY
1 RATE PAY
2 8_|Krislen DeVinney SUN45  Soningdale Shewe 44352 35 24 840
3 18 Paul Hoffman SUN57  Soningdale Shewe 44549 40 22 880
4 34 Brian Smith MIL40 Munerton Shewe 44870 40 19.5 780
S 42 Bill Simpson MILO7 Munerton Shewe 29963 40 19.5 780
6 45 Kyle Eamhart SUN16  Soningdale Shewe 30963 40 22 880
7 50 Steve Singer PKL29 Parklands Shewe 44109 40 215 860
8 70 Kim Smith MIL54 Munerton Shewe 32839 42 24 1008
9 78 Theresa Miller TBV79  View TabuShewe 33301 40 22 880
10 81 GrPKLe Sloan PKL12 Parklands Shewe 30988 40 15.5 620
11
A2 - fr =FILTER(Filter!A5:J98,Filter|IF5:F98="Slipslide","not found")
A B Cc D E F G H | J
GROSS
CODE FIRST SURNAME EMP NO DIVISION DEPT ATEofHIkR HRS HOURLY
PAY
1 RATE
2 |not found |
3
A B c D E F G H | J
GROSS
CODE  FIRST SURNAME EMP NO  DIVISION DEPT  DATEofHIRE HRS HOURLY
1 RATE iZid
2 |no code [none none missing  missing division missing dept no hire date 0 0 0|
3

A B
Service Categories
Blankets and Foot Mat
Ear Spray
Follow Up Consult
Leads and Jackets
Medicine
Pet Foods
Pet Winter Wear
Shear and Nail Clip
10 Teeth and Gums

v

W oo~k WN =



Power Pivot
85 55 [ |
3 | W -
_ ' ?;[]Ungmup v
Te-xt 0 == What-If Forecast
Columns% | @ Analysis ¥ Sheet £ subtotal
Data c@ Data Validation... Data Validation

2 Cirde Involid Data

Pick from a list of rules to kmit the

type of data that con be entered in

3 Share

Fo- Clear Validation Circles acell M
Email int Owing
meeshamO@hibu.com For example, you can provide a kst 727
ol of values, like 1, 2, and 3, or only
'Sl_‘de1@re'erence'com allow numbers greater than 1000 988
dgiraldon2@goo.ne. jp el ki 108
vnardrup3@youtube.com 254
marmiond4@homestead.com @ Tell me more 117
aherrievenS@nsw.gov.au Leaags ana vackets 822
hgibbieson6@sphinn.com Blankets and Foot Mat 850
daizikovitz7 @discuz.net Shear and Nail Clip 26
A2 - St | Medicine
A B C E F G H
1 Service Categories g :
2 1Blankets and Foot Mat Data Validation
— { f
3 |Ear Spray l:Sheet21$A$2:$A$‘IO| o] J
4 !Follow Up Consult I I I I I
5 |Leads and Jackets ' ' | | |
6 |Medicine
7 |Pet Foods
8 [Pet Winter Wear
9 iShear and Nail Clip
10 | Teeth and Gums
. L | M |
Service Amount Owing
Medicine -] 727
Ear Spray 988
Follow Up Consult
Leads and Jackets 108
Medicine 254
Pet Foods 117
Pet Winter Wear
Shear and Nail Clip 822
Teeth and Gums 850
Shear and Nail Clip 26



-
Edit Formatting Rule

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Farmat only top or bottom ranked values

= Format only values that are above or below average

= Format only unique or duplicate values

Edit the Rule Description:
Format values where this formula is true:
=$L2="Follow Up Consult™ *
Preview: AaBbCcYyZz ‘ Format...
=
. £
4 A | B | © \ D \ E \ F \ G \ H
InvDate InvNo Name Surname Compan Department Job Title Address
2 | 43543
3]
4 | 43721 330 Anne Davidson Skab i i i i 900 erey Point {
5 | 43430 297 Colleen Abel Conditional Formatting Rules Manager ? X d Road |
6 | 43563 502 Theresa Viifano [ ) - ad !
7 | 43577 279 Jenni Snyder S gl Sint (
8 | 43740 264 Chris Reed [ENewRdle.  [FEditRule. = X DeleteRule A~ |
9 | 43441 101 Theresa Miller — — {
10| 43563 334 Katie Smith Rule (applied in order shown) ~ Format Applies to Stop If True ;
11 Formula: =$L2="Medici.. AaBbCcYyZz |=sas2:sMs124 ) O
12| 43513 338 Theodore Ness — A I*$A$2'$M$124 T n e |
13| 43471 295 Cheryl Halal ormee LR s - 1
14| 43758 320 Doug Briscoll tion |
15| 43626 409 George Gorski Street |
16| 43748 446 Fred Mallory rt |
17| 43656 326 James Abel : |
18| 43660 233 Molly Steadman \
19 oK Close Apply
20| 43675 232 Greg Connors Parkway \
21| 43551 152 James Rich ace '
22 ARRQD A28 NAmininl Mazra al Cirrla t
E‘lj t\A Avial Vo v A A == = ”\0’7 v Eg\»“!mp Text General v ﬂ @ y G:E Eg( E
&) .
Paste » . . » ——— . =, o <0 .00 Conditional Formatas Cell Insert Delete Format
. B I U 2 A === Merge & Center @ % 9 KB Formatting v Table ¥ Styles v . -
Clipboard 1 Font [ Alignment ] Number
| Edit Formatting Rule ? X
M3 - fr | =IF(ISNA(VLOOKUP(A3,$A$33:31$57,1,FALSE)),"Not Found in Table 2","")
~ | Select a Rule Type: 0
4 I ‘ J ‘ K ‘ L ‘ M | = Format all cells based on their values =
= Format only cells that contai
COUNTRY _ SERVICE ONE SERVICE TWO RESULT el
Not Found in Table 2 = Format only top or bottom ranked values
1 Macpherson Place Texas e rEndles TalE | = Format only values that are above or below average 5
53900 Monterey Poin California Follow Up Consult Wash and Go | [gformatonly unique or duplicate values |

6473 Homewood Roz
66971 Kings Road

Pet Foods
Pet Winter Wear

Kentucky
California
California

Follow Up Consult
Pet Foods

| Edit the Rule Description:

63 Carpenter Point
2 Onsgard Park

16
17

19

85 Luster Street

Ear Spray

Pet Winter Wear

Leads and Jackets

Ear Spray

Blankets and Foot Mat

Leads and Jackets

06 Ludington Court  Massachusetts Follow Up Consult Blankets and Foot Mat
PetFoods

15 Raven Terrace Pet Foods

3326 Dixon Point

Washington

Pet Winter Wear

Shear and Nail Clip

Teeth and Gums

Format values where this formula is true:

|=(ISNA(VLOGKUP(SA3,SA$33:5L$57,1, FALSE))

AaBbCcYyZz ‘

Format..

Cancel

:’#’E&




Conditional
Formatting »

= Format only cells that contain
= Format only top or bottom ranked values
NI Format only values that are above or below average ﬂ 450
= Format only unique or duplicate values o 550
= Use a formula to determine which cells to format o 575
v ] 650
Edit the Rule Description: — 320
Format all cells based on their values: | 325
Format Style: |jcon Sets v | Reverse lcon Order E 330
= 350
lcon Style:
con Sty Custom ‘v ("] Show Icon Only = 350
= 360
Display each icon according to these rules: = 370
lcon Value Type = 375
o - . = v |4OO *+ | Number v e 230
when value is E 235
B + = 240
/= " when < 400 and - - |200 = | Number Y _ 260
v ] 625
* ‘V when < 200 o 670
= 310
N = 324

Insert Draw

[} From Text/CSV
E:

Get [® From Web

Data ¥ B3 From Table/Range
Get & Transform Data

S fx

A B C D

L]

2

File Home

Al v

Page Layout

[8) Recent Sources
I}j Existing Connections

Data Review View De

P [T Queries & Connections
N

_/

Refresh

Allv (5

Queries & Connections

Formulas



Textimport.txt

File Origin Delimiter Data Type Detection
I 1252: Western European (Windows) ~ | Tab N4 ‘ I Based on first 200 rows v,
' Colon I
Columnl Column2 Column3 Col Ynn7 Column8 Column9 Column10
Comma
1 Barry Bally Mil ) 4/1983 40 21.50 | £860.00
| Equals Sign
2| Bob Ambrose | MIL ) 11/1985 36 12.50 | £443.75
Semicolon
3| Cheryl Halal TBV 2/1990 36 13.30 £472.15
Space
4 Chris Hume SUN 5/1988 40 7.22  £288.80
5| Colleen Abel TBY __custom-- 7/1990 42 16.75 £703.50
6 | Frank Culbert SUR __Fived Width-- 6/1983 40 12.60 | £504.00
7 Harry Swayne MIL25 [Milnerton | Cobra 1730/12/1990 40 21.50 £860.00
8 Kristen DeVinney SUN45 iSunningdale Shows 05/06/1987 35 24.00 £840.00
9 Robert Murray SUN47 Sunningdale  Monkey Falls  10/06/1987 40 12.60 £504.00
| D | E F G | H | | & & 4 - %
Column4 [§ column5 Bl Columné Bl Column7 Bl Columns Bl Columno B Queries & Connections
MiLO4 Milnerton Cobra 15/04/1983 40 215 . .
3 Queries | Connections
MIL14 Milnerton  Monkey Falls 25/01/1985 36 12.5
TBV26 Table View Slingshots 01/02/1990 36 13.3 1 query
SUNS59 Sunningdale Shows 12/05/1988 40 7.22 — :
TBVS8  Table View Monkey Falls 26/07/1990 4 16.75 (] Textimport (2
SUNO7 Sunningdale Cobra 12/06/1983 40 12.6 94 rows loaded.
MIL25 Milnerton  Cobra 30/12/1990 40 21.5
SUN45 Sunningdale Shows 05/06/1987 35 24
SUN47 Sunningdale Monkey Falls 10/06/1987 40 12.6
MIL29 Milnerton  Monkey Falls 24/12/1986 36 12.5
SUNO09 Sunningdale Monkey Falls 05/07/1985 36 13.3
TBV76 Table View Cobra 05/04/1990 32 5.5
A A , B ‘ C | D E F
Ul Columnl B column2 B Column3 B Columna |
2 1 Barry Bally Barry Bally
3 | 2 Bob Ambrose \m
4 3 Cheryl Halal
5 4 Chris Hume
A B C D E F
(M Column1 B Column2 i@ Column3 B Spaces B Email |~ |
2 1 Barry Bally Barry Bally bbally@ssg.ui
ﬂ 2 Bob Ambrose Bob Ambrose |bambrose@ssg.ui |
4 | 3 Cheryl Halal Cheryl Halal bhalal@ssg.ui
5 | 4 Chris Hume Chris Hume bhume@ssg.ui
6 5 Colleen Abel Colleen Abel babel@ssg.ui
7| 6 Frank Culbert Frank Culbert beulbert@ssg.ui
8 | 7 Harry Swayne Harry Swayne bswayne @ssg.ui
A A B
1 Product
2 |Chocolate Chip =trim(A2
3 Chocolate Chip TRIM(text)
4 |Choco late Chip
5 Chocolate Chip




19

This is the
clean function to
remove
line breaks or non-
20 |printing characters =TRIM(CLEAN(|A20))
CLEAN(text)

2

This is the Asubstitute
function to remove line
breaks or non-printing

=SUBSTITUTE(A23,CHAR(94),"™)

23 [characters
24 | SUBSTITUTE(text, old_text, new_text, [instance_num)) |
ac
A B sook - Excel £ Search (Alt+Q) Fokes@WorkTaining £ & - 0O X
File Home Insert Draw Pagelayout Formulas Data Review View Developer Help Power Pivot
- W k) 3 . v 2 Eg 8= R 3
& B2 2@ YT § B =
Get BB Refresh 8 z| Sort Filter @ Text to ug What-If Forecast Outline
Datav [ Alv [ - W Coumns SX. [ Analysisv  Sheet v
Get & Transform Data Queries & Connections Sort & Filter Data Tois Forecast P
Al v j} Remove Duplicates ~
Delete duplicate rows from a sheet.
A 8 C D E F G | -
1 :] You can pick which columns should
2 be checked for duphicate
3 information.
4
E B Gl S | | |

Remove Duplicates

To delete duplicate values, select one or more columns that contain
duplicates.

l $= SelectAll i 8= UnselectAll (L) My data has headers

Columns

. Column A
B columns
8 columnc
B columnD
& columnEe

Cancel

-~

Microsoft Excel X

o 3 duplicate values found and removed; 123 unique values remain.




H2 v fx =UNIQUE(C2:C67, TRUE)
A B C | D E | F | G H
1 EMPNO EMP NO FIRST Office Course  Date Altended Only One Course Aftended
2 |MILO4 MILO4 Bally, Barry Munerton Word 2021 15-Apr-21 Halal, Cheryl l
3 MIL14 MIL14 Ambrose, Bob Munerton Word 2021 25-Jan-19 Murray, Robert
4 TBV26  TBV26 Halal, Cheryl View Tabue Word 2021 01-Feb-90 BinMIL, Teri
5 [SUN59  SUN59  Hume, Chris Soningdale Word 2021 12-May-22
6 TBV58 TBV58  Abel, Colleen View Tabue Word 2021 26-Jul-90
7 SUNO7 SUNO7  Culbert, Frank Soningdale Word 2021 12-Jun-21
8 MIL25 MIL25 Swayne, Harry Munerton Word 2021 30-Dec-90
9 SUN45 SUN45  DeVinney, Kristen Soningdale Word 2021 05-Jun-21
10 SUN47  SUN47  Murray, Robert Soningdale Word 2021 10-Jun-21
11 MIL29 MIL29 Kling, Sara Munerton Word 2021 24-Dec-20
12 SUNDOS  SUN0S  Willis, Sean Soningdale Word 2021 05-Jul-19
13 TBV76 TBV76 Rose, Seth View Tabue Word 2021 05-Apr-90
14 SUNO5  SUNO5  Chen, Shing Soningdale Word 2021 08-Aug-84
15 PKL55 PKL55 BinMIL, Teri Parklands Word 2021 07-Jun-22
16 TBV19 TBV19 TBVlifano, Theresa View Tabue Word 2021 26-Feb-89
A B , C | D E F @ L OH I J B
2 69 Shirley £12.10 £423.50
3 12 Seth Find  Replace £5.50 £176.00
5| scoleen | s : o gers er0aso
6 15 Theresa Replace with: |0 v Format... - £12.10 £423.50
7 55 Jennifer £8.52 £213.00
8 66 Chris Within: | Sheet v | O Match case £13.30 £0.00
9 78 Theresa Search: | By Rows D Match entire cell contents £22.00 £880.00
10 86 Katie Lookin: | Formulas . Options << £15.00 £600.00
11 29 Donald £5.50 £176.00
R A I~ = —
14 17 George Book Sheet Name Cell Value Formula £22.00 £880.00
15 38 Fred £15.50 £589.00
16 32 James £12.10 £423,50
17 39 Molly eadman oningdale Cobrella T 15-Aug-89 40 £22.00 £880.00
18 46 Lance Davies SUNB4 Soningdale Cobrella 30-Dec-88 32 £5.50 £176.00
19 40 Greg Connors SUN49 Soningdale Cobrella 04-Nov-87 38| £0.00 £0.00
A L | M | N ‘ (@] P Q
InvDate Item1 Item?2 Item3 Amount Owing &
43543 Initial Consultation |Immunization |Medicine | 727 |=L2&", "&M2&", "&N2
43630 Wash and Go Initial Consultation Follow Up Consult 988

Q

Initial Consultation, Immunization, Medicine

SUM - X « ft  =CONCAT(D2,","C2)
A | B | Cc | D | E

1 InvDate InvNo Name _Surname _Company

2 | 43543 264|Shirley |Dandrow |JumpXS

3 43630 296 Seth Rose Thoughtstorm

=textjoin(|

TEXTJOIN(delimiter, ignore_empty, text1, ...)



File Home Insert Draw Page Layout Formulas Data Review View Developer Help Power Pivot

fﬁ I:E From Text/CSV [5 Recent Sources P m Queries & Connections l v ? = E g;ﬁ EE'
z
g From Web ['é Existing Connections g (9 E< DS
Filter = Text to
Data « Bl From Table/Range ‘ Il D Edit Link ‘ S& Advanced ‘ Columns £ v @
Get & Transform Data - ) - -
| Convert Text to Columns Wizard - Step 1 of 3 ? X |
Al @ £
The Text Wizard has determined that your data is Delimited.
A B | C | D | If this is correct, choose Next, or choose the data type that best describes your data. lﬂ
1 |Dandrow,|Shirley, JumpXS, Medicine, 7 Erfigiall dti e
2 ROS?, Seth, Thoughtstorm, Follow Up C Choose the file type that best describes your data:
3 Da\ﬂdson, Anne, Ska bOO, Pet FOOdS, lu, oQEhmllEd - Characters such as commas or tabs separate each field.
4 |Abel, Collten, Dabvine, Pet Winter ws () Fixed width - Fields are aligned in columns with spaces between each field.
5 |Vlifano, Theresa, Quatz, Ear Spray, 117
6 [Snyder, Jennifer, Tazzy, Leads and Jack
7 |Reed, Chris, Oba, Blankets and Foot M|
8 |Miller, Theresa, Abata, Shear and Nail

9 |Smith, Katje, Rhybox, Teeth and Gums
10 |Reese, Dohald, Voolith, Follow Up Con
11 |Ness, Thepdore, Ailane, Pet Foods, 66!
12 [Halal, Chefyl, Zoombeat, Pet Winter
13 |Briscoll, Dipug, Realbridge, Ear Spray, 5
14 |Gorski, Gejorge, InnoZ, Leads and Jack
15 |[Mallory, Ffed, LiveZ, Blankets and Foor
16 |Abel, Jams, Jaloo, Shear and Nail Clip
17 |Steadman| Molly, Brainsphere, Teeth
18 |Davies, Lahce, Jabberbean, Follow Up

Preview of selected data:

1androw, Shirley, JumpXS, Medicine, 727

|2 Rose, Seth, Thoughtstorm, Follow Up Consult, 988 I
av:l.dson. Anne, Skaboo, Pet Foods, 108

-r bel, Colleen, Dabvine, Pet Winter Wear, 254

lifano, Theresa, Quatz, Ear Spray, 117

nyder, Jennifer, Tazzy, Leads and Jackets, 822

Reed, Chris, Oba, Blankets and Foot Mat, 850

Cancel < Back Finish
19 |Connors, (ereg, Buzzdog, Pet Foods 3

| Convert Text to Columns Wizard - Step 2 of 3 ? X

| This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.

1 Delimiters

1

| @1

7 [ Semicolon (] Treat consecutive delimiters as one

]

i Text gualifier: |" W

7

<

i

|

+ Data preview

I}

|

| androw Shirley JumpXS Medicine 727

’_ ose Seth Thoughtstorm | Follow Up Consult 988 I

i avidson | Anne Skaboo Pet Foods 108

| el Colleen Dabvine Pet Winter Wear 254

| lifano Theresa Quatz Ear Spray 117

E nyder Jennifer | Tazzy Leads and Jackets 822
eed Chris Oba Blankets and Foot Mat | 850

|

E|

! Cancel < Back Finish

|‘=



Chapter 10: Exploring New and Useful
Workflow Functions

C D E F
COURSE NO. ENROLLED AMOUNT TOTAL
Management Course 2 275 =D2*E2
Compliance Review 3 223 =D3*E3
Productivity Essentials 4 150 =D4*E4
Human Resource Management 5 250 =D5*E5
TOTAL
=SUM(F2:F5)
C D E
COURSE NO. ENROLLED AMOUNT
Management Course 2 £275.00
Compliance Review 3 £223.00
Productivity Essentials 4 £150.00
Human Resource Management 5 £250.00
TOTAL

|=sum(D2:D5*E2:E5) |

E9 - Je | {=SUM(D2:D5*E2:E5)}
A B C D E F
13
14
15 Population Growth 2019 2021 2019 2021
16 Nottingham 2.70% 3.80% HIGH
17 Maidstone 3.20% 2.00% HIGH
18 Oxford 1.50% 3.10% HIGH
19 Exeter -1.40% 8.00% HIGH
20
Microsoft Excel X
2019 2021 ! A You can't change part of an array.
|=|F(B16:019>0.05, HIGH","") =] Cancel
HIGH i
HIGH

HIGH



X « f | =SUM(D2:D5*E2:ES)

: XV Jx  =SUM(D2:D5*pNEIrrERE i)

A ' SUM(number1, [number?2], ...) |

J | K L
Label
Cab Savon - |

Chardinoha
Merlat

=FILTER(CHOOSE({1,2},Table1[Region],Table1[Cases Soldl),TabIel[Label]:KZ)l

4 D E F G H [ e TS
1

2 |Cab Savon East £ 165.00 350 £ 57,750.00

3 |Cab Savon East £ 165.00 360 £ 59,400.00

4_|Cab Savon East £ 165.00 370 £ 61,050.00

5 |Cab Savon East £ 165.00 315 £ 6187500

6 |Cab Savon East £ 165.00 400 £ 66,000.00

7 |Cab Savon East £ 165.00 411 £ 67,815.00

fr | =SEQUENCE(10,1,1540,500)

c D E | F Gl
1540

2040
2540
3040
3540
4040
4540
5040
5540
6040

F G | H | | 4 J | K |
. =RANDAR_RAY(7,3, 1 00,300,TRL}E)
RANDARRAY([rows], [columns], [min], [max], [integer])

2Ub 127 139
293 206 294
236 163 131
132 224 218

233 299 255




X W fe | =IFs{12="Initial Consultation” "IC234" J2="Wash and Go","WG0123" J2="Follow Up Consult”,"FUC873" 12="Pet Foods","PEF972",12="Pet Winter Wear","PWW443" 12 ~

="Ear Spray”,"ER5021" J2="Leads and Jackets" "L&J23" 12="Blankets and Foot Mat","BFM6E54" J2="Teeth and Gums","TEGE23" J2="Medicine","MED321",1=1,"NOT

DEFINED")
H | J K L M N (o] el
COUNTRY EMAIL SERVICE ONE SERVICE CODE SERVICE TWO SERVICE CODE AMOUNT
W Alabama tneesham0@hibu.com |Init onsu |=IFS()2="Initial Consultation™,"IC234",12="Wash and Go","WG0123",12="Follow Up Consult”,
lace Texas cslidel@reference.com Wash and Go "FUC873",)2="Pet Foods","PEF272",12="Pet Winter Wear","PWW443" |2="Ear Spray","ERS021",
Paint  California dgiraldon2@goo.ne.jp Follow Up Consult 12="Leads and Jackets" "L&J23",12="Blankets and Foot Mat”,"BFMB54",12="Teeth and Gums",
d Road Kentucky vnardrup3@youtube.com Pet Foods "TEGS&23",12="Medicine","MED321" 1=1,"NOT DEFINED")
d California Imarmiondi IFS(logical testl, value if llogica if tr e | [ogical_testd, value_if_trued gical_test5, value_if_tr gical_tests,
int California aherrieven® if_trues), [logical_test7, value_if_true al_tests, if_trued], [logical_test9, p_if_trued), [logical_test10, value_if_true10) [logical_test11, value_if_true11]
District of Columbia hgibbiesont 291! =) -
Ohio daizikovitz7 @discuz.net Blankets and Foot Mat BFMEG54 Leads and Jackets £117.00
Texas dpercy9@sun.com Teeth and Gums TEGE23 Shear and Nail Clip £329.00
le Michigan b @wsj.com izati NOT DEFINED Teeth and Gums £507.00
North Carolina bwhitwamb@chicagotribune.com Medicine MED321 Immunization £861.00
inction Iinois msimpkissc@topsy.com Initial Consultation 1C234 Medicine £660.00
: Street New York jlonghirstd@nyu.edu Wash and Go WG0123 Medicine £322.00
urt Massachusetts cjewkse@addtoany.com Follow Up Consult FUCB73 Blankets and Foot Mat £262.00
] Texas emalyjff@phpbb.com Pet Foods PEFa72 Shear and Nail Clip £139.00
t Washing bpaulotg co.uk Pet Winter Wear PWW443 Teeth and Gums £167.00
J K L M N 0 p Q | R | s | 1 |
Initial Consultation 1C234 £698.00 Initial Consultation =SUMIFS(SL$2:51528,5)$2:51$28,02)
Wash and Go WG0123 £523.00 Wash and Go SUMIFS(sum_range, criteria_range1, criterial, [criteria_range2, criteria2], ...
Follow Up Consult FUCg73 £856.00 Follow Up Consult £1,948.00
n Pet Foods PEF972 £ 6.00 Pet Foods £471.00|
com Pet Winter Wear PWW443 £516.00 Pet Winter Wear £1,482.00
Ear Spray ERS021 £397.00 Ear Spray £1,537.00
Leads and Jackets L&J23 £997.00 Leads and Jackets £1,563.00
Blankets and Foot Mat |BFM654 £117.00 Blankets and Foot Mat £642.00]
Teeth and Gums TEG823 £329.00 Teeth and Gums £432.00]
Immunization NOT DEFINED £507.00 Immunization £1,145.00
une.com [Medicine MED321 £861.00 Medicine £861.00]
=VLOOKU P(Iookup_value,table_arrav,col_index_number {range_looku p])
\ J J\ J
I | I
c4 TEAM!A1:B8 2 FALSE
A | B C D | E F E |
1| BizGen Ltd
2
KM EMP ID RA Number Name Date Joined Office Team Type
4 3426 478477 Daniel Peacer 01/07/2014 Birstham Marketing Employee
5 | 4043 278695 Lee van Aller  15/01/2002 Lewton Development Employee
6 4963 457937 Ditto Plush 15/11/2018 Milerton HR Employee
| L4
7 4265 14295 Suzette Mann 01/11/1995 Parklands #N/A Employee
B r
8 4265 14295 Suzette Mann 01/11/1995 Parklands #N/A Shareholder
9 3472 123987 Natalue Conn 01/11/1982 View-Under-Lyne Private Group Consultant
10 3375 379395 Tumi Mvuyo  15/03/2007 Dunston Corporate Employee
LET - X & Jv | =IFERROR(VLOOKUP(C4,TEAMIA1:B8,2,FALSE),"ERROR FOUND")
A | B | (9] | D | E F G | H | | J | K
1] BizGen Ltd
2
3 RA Number  Name _Date Joined Office
4 3426 4784771Danie| Peacer! 01/07/2014 Birstham =IFERROR(VLOOKUP(C4,TEAM!A1:B8,2,FALSE),"ERROR FOUND")
5 | 4043 278695 Lee van Aller  15/01/2002 Lewton C IFERROR(value, value_if_error) Oyee
6 4963 457937 Ditto Plush 15/11/2018 Milerton HR Employee
7 | 4265 14295 Suzette Mann  01/11/1995 Parklands ERROR FOUND Employee
8 | 4265 14295 Suzette Mann  01/11/1995 Parklands ERROR FOUND Shareholder
9 | 3472 123987 Natalue Conn = 01/11/1982 View-Under-Lyne Private Group Consultant
10 3375 379395 Tumi Mvuyo  15/03/2007 Dunston Corporate Employee




1 4

2

3 % RANGE CATEGORY BAND

4 |Colleague 1 =VLOOKUP(B4,5E%4:9G%11,3, TRUE) 25001 H

5 Colleague 2 | [ VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup]) 35000 7 G

6 Colleague 3 35789 F 35001 6 F

7 Colleague 4 41250 E 40001 5 E

8 Colleague 5 82700 B 47501 4 D

9 | 55001 3 C

10 | 70001 2 B

11 85001 1 A

12

A B G D E [ F

1

2 [ IMMUNIZATION _ ||

3 Myuvo £ 4,300.00

4

5

(3 VET SERVICE REPORT / SALES PERSON|_____ NAILCLIP | WINTERWEAR | LEADSANDIJACKETS | _IMMUNIZATION | _ WASHANDGO |
7 Jules £ 3,000.00 5,000.00 £ 20,100.00 45,678.00 7,456.00
8 Ramon £ 9,000.00 £ 1,356.00 £ 34,567.00 £ 23,122.00 £ 450.00
9 Sue £ 2,345.00 £ 3,000.00 £ 2,900.00
10 |Dan £ 600.00 £ 3,400.00 £ 2,300.00 £ 3,200.00
11 Myuvo £ 1,000.00 £ 230.00 £ 4,300.00 £ 2,300.00
12 |Esther £ 5,988.00 £ 16,777.00 £ 24,000.00 £ 4,000.00
13 |Sam £ 5677.00 £ 5630.00 £ 29,567.00 £ 3,400.00 £ 3,333.00
14
SUM - X « fr  =XLOOKUP(C4A14:A20,814:820,"NOT FOUND" 0)

A B c D E E G H T
= EMP ID RA Number Name Date Joined Office Team Type
4 3426 TE477\_DanieI Peacer 01/07/2014 Parklands =XLOOKUP(C|4,A14'A20,B_14'B20,"NOT FOUND",0)
5 4043 28695 Lee van Aller 15/01/2002 Summertown LC XLOOKUP{lookup_value, lookup_array, return_array, [if_not_found], [match_model]. [search_mode])
6 4963 457937 Ditto Plush 15/11/2018 Milnerstone  Corporate Employee
7 4265 4295 Suzette Man 01/11/1995 Greytwon Real Estate Employee
8 4285 4295 Suzette Mann 01/11/1995 Greytwon NOT FOUND Shareholder
9 3472 5123987 Natalue Conn 01/11/1982 Shorne Les  Private Client Consultant
10 3375 3789395 Tumi Mvuyo 15/03/2021 Mablebury Corporate Employee
"
12
1ﬂName Team
14 Daniel Peacer |Commercial
15 |Lee van Aller Development
16 Ditto Plush Corporate
17 Suzette Man Real Estate
18 Suzette Man Real Estate
19 Natalue Conn Private Client
20 Tumi Mvuyo Corporate
21
H | | J K L M
1
ROLE ADDRESS COUNTRY SERVICE ONE SERVICE TWO XLOOKUP

3 Staff Accountant Il 06 Ludington Court Massachusetts Follow Up Consult Blankets and Foot Mat 1813

4 Developer Il 87133 Sunbrook Stre New York Wash and Go Medicine NOT FOUND

5 Senior Quality Engineer 11 Marquette Street Pennsylvania  Ear Spray Leads and Jackets 16505

6 Senior Sales Associate 2 Onsgard Park District of Colurr Leads and Jackets Ear Spray 20041

7 Information Systems Manac2 Monument Terrace Virginia Blankets and Foot Mat Pet Winter Wear 20195

8 Payment Adjustment Coordi6 Mifflin Plaza North Carolina Medicine Immunization NOT FOUND

9 Account Representative | 89 Elgar Crossing  Florida Teeth and Gums Leads and Jackets 33610

10 Director 45 Nice Ave, Sundrin¢ London Follow Up Consult Teeth and Gums NOT FOUND

11 Community Outreach Specii 1 Southridge Way  Alabama Initial Consultation Immunization NOT FOUND

12 Desktop Support Techniciar 6473 Homewood Roz Kentucky Pet Foods Follow Up Consult 40591

13 |Chemical Engineer 85 Luster Street Ohio Blankets and Foot Mat Leads and Jackets 44185

14 Media Manager IlI 4 Blackbird Court Indiana Pet Winter Wear Ear Spray 47737
15 Programmer Analyst IV 982 Portage Circle  Michigan Immunization Teeth and Gums NOT FOUND
16 Senior Financial Analyst 04 Hollow Ridge Park Wisconsin Leads and Jackets Pet Foods 53215




Session

Excel Formulas
Admin Induction
Induction training
Compliance Review
Excel Advanced
Admin Induction 2
Word Advanced
Word

Adobe DC

Session Code

M

Session Code

SCEF001
SCAI002
SCITO03
SCCR0O04
SCEAQ01
SCAI0022
SCWAO003
SCW001
SCADCCO005

Result

|scwA003 |=XMATCH(L14,M2:M10,)
XMATCH(lookup_value, lookup_array, [match_mode], [search_mode))

I

fe | =INDEX($M$2:SM$10,XMATCH(F2,$L52:5L$10))
D E F G H | J K L M N
t Role Session Code Training Type Duration Trainer Session Session Code
n Senior Lead |=INDEX($M$2:$M$10,XMATCH(F2,$L$2:$L$10)] 1 hour DD Excel Formulas SCEF001
Junior Admin Assistant INDEX(array, row_num, [column_num]) our 30 SN Admin Induction SCAI002
n Senior Lead INDEX(reference, row_num, [column_num], [area_numl) pur 30 SN Induction training [SCIT003
Administrative Assistant Excel Formulas Onetoone 1hour DD Compliance Review [SCCRO04
Senior Manager Induction training One to one 3 hours SN Excel Advanced SCEA001
Senior Manager Excel Formulas Group 1 hour NN Admin Induction 2 |SCAI0022
Administrative Assistant Compliance Review Group 1 hour DD Word Advanced SCWAO003
Senior Manager Compliance Review Group 2hours DD Word SCW001
Data Management Induction training  Group 1 hour 30 SN Adobe DC SCADCCO005
n Senior Lead Excel Advanced One to one 1 hour DD
A | B | | D E F G Ho |
Name Surname Department Role Session Code Training Type Duration Trainer
Donna  StNicks Construction Senior Lead SCEF001 Excel Formulas Onetoone 1hour DD
Emroy Dulane  Admin Junior Admin Assistant |SCAI002 _Admin Induction Group 1 hour 30 SN
Donna  StNicks Construction Senior Lead SCITO03 Induction training Group 1 hour 30 SN
Julia Notes HR Administrative Assistant SCEF001 Excel Formulas Onetoone 1hour DD
David Sueu IT Senior Manager SCIT003 Induction training One to one 3 hours SN
David Sueu IT Senior Manager SCEF001 Excel Formulas Group lhour NN
Julia Notes HR Administrative Assistant SCCR004 Compliance Review Group lhour DD
David Sueu IT Senior Manager SCCRO04 Compliance Review Group 2 hours DD
llse Revaw  Security Data Management SCITO03 Induction training Group 1 hour 30 SN
Donna  StNicks Construction Senior Lead SCEA001 Excel Advanced Onetoone 1hour DD
Emroy Dulane Admin Junior Admin Assistant  SCAI0022 Admin Induction 2 Group 1 hour 30 SN
SUM - X W fe || =INDEX($1$2:$1$21 XMATCH(L2,$B$2:$B$21,,-1))
A | B C E ‘ F | & | H ‘ I | 3 |k L M
1 Name Surname Department Session Code Training Type Duration Date Attended Trainer
2 |Donna St Nicks  |Construction [SCEF001 Excel Formulas One to one 1 hour 14-Mar-91|DD !St Nicks !:INDEX($I$2:$I$21,
3 |Emroy Dulane |Admin SCAI002 Admin Induction Group 1 hour 30 minutes 05-Apr-90(SN XMATCH(L2,5BS2:
4 |Donna  |StNicks |Construction |SCITO03 Induction training  Group 1 hour 30 minutes 06-Apr-86|SN $B$21,,—1))|
5 |Julia Notes HR SCEF001 Excel Formulas One to one 1 hour 26-Jul-90(DD
6 |David Sueu IT SCITO03 Induction training One to one 3 hours 26-Feb-89(SN
7 David Sueu IT SCEF001 Excel Formulas Group 1 hour 07-Jun-88|NN
8 |Julia Notes HR SCCRO04 Compliance Review Group 1 hour 27-Mar-84(DD
9 |David Sueu IT SCCRO04 Compliance Review Group 2 hours 04-Mar-91|DD
10 |llse Revaw |Security SCITo03 Induction training  Group 1 hour 30 minutes 05-Oct-86 (SN
11 'Donna ISt Nicks [Construction |ISCEA001 Excel Advanced One to one 1 hour 17-Aug-84/DD




L2 = I =IF(ISBLANK(FILTER(Tablel,Tablel[Name]="David")),"?" FILTER(Tablel,Tablel[Name]="David"))

| | | J | K | L | M | N | [e] | P | Q | R | S | T | ] |
1 |Date AttendedE TrainerE‘ Name Surname Departme Role Session C Training Type Duration Date Attei Trainer
2 14-Mar-91 DD |David _|Sueu IT Senior Manager SCITO03 Induction training One to on 3 hours 32565 SN
3 05-Apr-90 SN David Sueu IT Senior Manager SCEF001 ? Group 1 hour 32301 NN
4 06-Apr-86 SN David Sueu IT Senior Manager SCCR004 Compliance Review Group 2 hours 33301 DD
5] 26-Jul-90 DD David Sueu IT Senior Manager SCW001 ? One to on 3 hours 30484 SN
6 26-Feb-89 SN David Sueu IT Senior Manager SCEAO001 Excel Advanced Group 1 hour 33274 NN
7 07-Jun-88 NN David Sueu IT Senior Manager SCADCCOC? Group 1 hour 32507 DD
8 27-Mar-84 DD
B ® D , E ‘ F | G .
Product Retail Cost: Gross_Margin
Lighting - halogen =DGET{Inventory[#All],6,5D$2:$D$3) >50%
DGET(database, field, criteria)
Product Quantity Cost Total Cost Retail Gross_Margin
Energy - generators 99| £ 23,400.00 | £ 2,316,600.00 | £ 25,940.00 11%
Energy - transmission 110 £ 2,200.00 | £ 242,000.00 | £ 2,400.00 9%
Medical - hearing tool 2000 £ 15,000.00 | £ 30,000,000.00 | £ 16,500.00 10%
Energy - wind turbines 80 £ 10,000.00 | £ 800,000.00 | £ 11,000.00 10%
Lighting - xenon lamps 80 £ 2,800.00 | £ 224,000.00 | £ 3,259.00 16%
Lighting - halogen 5000 £ 441,000.00 | £ 2,205,000,000.00 | £452,000.00 2%
Medical - molecular imaging 9000, £ 7,000.00 | £ 63,000,000.00 | £ 9,500.00 36%
Medical - radiation oncology 23000 £ 174,000.00 | £ 4,002,000,000.00 | £198,000.00 14%
B G D E
Product Retail Cost:
Lighting - halogen | £452,000.00
Lighting - halogen
2 Medical - molecular imaging
Product (SUELL A 1 1c dical - radiation oncology Total Cost
Energy - generators 99 m!@: - d'asl"“"f_ I 2,316,600.00
Energy - transmission 110 oI ~Xray macaine 242,000.00
- " Lighting - semiconductor light sc 30.000.000.00
Medical - h'eanng t_c»ol 2000] gnergy - medium voltage ,000,000.
Energy - wind turbines 80| concrete - precast 800,000.00
Lighting - xenon lamps 80| £ 2,800.00 | £ 224,000.00
Lighting - halogen 5000| £ 441,000.00 | £ 2,205,000,000.00
Medical - molecular imaging 9000| £ 7,000.00 | £ 63,000,000.00
Average Gross Margin: |=DAVERAGEKInventory[#AII],?,$G$2:$G$3)
DAVERAGE(database, field, criteria)
Average Gross Margin: 74.71% =DAVERAGE(Inventory[#All],7,$G$2:3G$3)
Maximum Total Cost for Division 2: £2,205,000,000.00 =DMAX(Inventory[#All],5,B28:B829)
Minimum Quantity Sold: Division 3 £ 2,000.00 =DMIN(Inventory[#All],3,5B$34:$B$35)

Total Quantity Sold: Division 1 £ 72,056.00 =DSUM(Inventory,3,B31:B32)



LET - X« fr | =DSUM(Wines[#All],"Sales",5K$1:5N52)

H | J K L M N o P Q R
1 | Cases Sold Sales Year Winery Date Date Sales |
2 450 £ 74,250.00 1992 |Matts Winery >=01/01/2019 |<=31/12/2019|=DSUM(Wines[#All],"Sales",SKS1:5N$2)
3 550 £ 90,750.00 DSUM (database, field, criteria)
4 575 £ 94,875.00
5 650 £107,250.00
6 320 £ 52,800.00
il 325 £ 53,625.00
K L M N o P Q R

Year Winery Date Date Sales |

1991 |Matts Winery >=01/01/2019 |<=31/12/2019 =DSUM{Wines[ﬂAh|],"Sa|es",SK51:SNS3)

1992 |Prominent Wines DSUM(database, field, criteria)

>
|
il

s A= B B BsE Iy

IR »
e 27 g 1y g A | SS=|ZZ | Bvagencona « | M- % 3 |5 4 | S0 fommtes Cal | it oot Fom | o sons
Clipboard [ Font Alignment Number Styles Cells Editin,
A2 - £ 1 Edit Formatting Rule 2 X
Select a Rule Type:
= Format all cells based on their values
A - b < D_ E k 5 i — ! = Format only cells that contain E
1 WVNo  Winery Label Region Date Cost Per Case Cases Sold Sales Missing Data = Format only top or bottor ranked values
2 WV-1 Matts Winery Cab Savon North 25/09/2019 £ 165.00 111 £ 18,315.00 1 = Format only values that are above or below average
3 WV-2 Matts Winery ~ CabSavon North 08/01/2020 £  165.00 550 £ 90,750.00 1) || - Format only unique o duplicate values
4 WV-3 Matts Winery  Cab Savon North 03/05/2020 £ 165.00 199 £ 32,835.00 1 = Use a formula to determine which cells to format
5 WV-4 Matts Winery Cab Savon North 01/06/2019 £ 165.00 45 £ 7,425.00 1
6 WV-5 Matts Winery Cab Savon South 25/05/2019 £ £ 3,630.00 0 Edit the Rule Description:
7 WV-6 Matts Winery Cab Savon South 23/06/2020 £ £ 53,625.00 0 Format values where this formula is true:
8 WV-7 Matts Winery Cab Savon South 12/02/2020 £ £ 54,450.00 0 g0 »
9 WV-8 Matts Winery Cab Savon South 27/02/2019 £ £ 57,750.00 0
10 WV-9 Matts Winery Cab Savon East 28/05/2020 £ £ 53,130.00 al
1 WV-10 Matts Winery Cab Savon East  24/06/2019 £ 165.00 165 £ 27,225.00 1
12|  WV-11 Matts Winery Cab Savon East  27/01/2020 £ 165.00 22 £ 3,630.00 1 Preview: Format..
13 WV-12 Matts Winery Cab Savon East 04/03/2019 £ 165.00 853 £140,745.00 il
14 WV-13 Matts Winery Cab Savon West 21/02/2019 £ 165.00 34 £ 5,610.00 19 Cancel
15|  WV-14 Matts Winery Cab Savon West 24/06/2020 £ 165.00 653 £107,745.00 il T i ———
16 WV-15 Matts Winerv Cab Savon West 14/09/2020 £ 165.00 322 £ 53.130.00 al
A B C D E F G H | J
1 WVNo Winery Label Region Date Cost Per Case Cases Sold Sales Missing Data
2 WV-1 Matts Winery Cab Savon North 25/09/2019 £ 165.00 111 £ 183140 " #VALUE! ]
3 WV-2 Matts Winery Cab Savon North 08/01/2020 £ 165.00 550 £ 90,750.00 H#VALUE!
4 WV-3 Matts Winery Cab Saven North 03/05/2020 £ 165.00 199 £ 32,835.00 " #VALUE!
5 WV-4 Matts Winery Cab Savon North 01/06/2019 £ 165.00 45 £ 7,425.00 " BVALUE!
6 WV-5 Matts Winery Cab Savon South 25/05/2019 £ 165.00 22 £ 3,630.00 " HVALUE!
7 WV-6 Matts Winery Cab Savon South 23/06/2020 £ 165.00 325 £ 53,625.00 " #VALUEI
8 WV-7 Matts Winery Cab Saven South 12/02/2020 £ 165.00 330 £ 54,450.00 " BVALUE!
9 WV-8 Matts Winery Cab Savon South 27/02/2019 £ 165.00 350 £ 57,750.00 " BVALUE!
10 WV-9 Matts Winery Cab Savon East  28/05/2020 £ 165.00 322 £ 53,130.00 " HVALUE!




LET

@~ O W -

| D
Label

Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon

x v

E i
Region Date

03/05/2020
01/06/2019
25/05/2019
23/06/2020
12/02/2020

mmmmmmm

K L M
Region Cases Sold No. Cases Sold
North >=200
South >=200
East >=200
West >=200

G . H
Cost Per Case Cases Sold

165.00
165.00
165.00
165.00
165.00
165.00
165.00

M Mo M

I

Sales
18,315.00
90,750.00
32,835.00

7,425.00

3,630.00
53,625.00
54,450.00

=COUNTIFS{Wines[Region] K2, Wines[Cases Sold],L2)

J K L M N o P Q R
Region Cases Sold No. Cases Sold
North »=200 __|=COUNTIFS(Wines|Region],K2,Wines[Cases Sald],L2)
South >=200 COUNTIFS(criteria_range1, criteria, [criteria_range?2, criteria2], [criteria_range3,
East >=200 23|
West >2200 31




Chapter 11: Date-Time Functions and
Enhancing PivotTable Dashboards

A B C D
1
2 01/01/1901 367 whole number
3 | 31/12/9999 2958465 whole number
4 06/03/2022 =TODAY() 44626 whole number
5 | 06/03/202210:37 =NOW() 44626.44296 whole number.decimals
6
8
9 {20/10/2022 |
10

Date and Time.xlsx - Excel

File Home Insert Draw Page Layout Formulas Data Review

AT EERAR R @ O

Insert  AutoSum Recently Financial Logical Text |Date &| Lookup & Math&  More

Function v Used ~ e ¥ ~  |Time ¥ | Reference v Trig ¥ Functions v
Function Library DATE T‘
A16 g Je DATEVALUE
DAY
DATE of HIRE Day Month Year
| 15-Apr-21|=DAY(GS}| | 4 2021
25-Jan-19
01-Feb-90
E . E | G H I ) Move Here
Safest Solutions Group Theme Park Copy Here
Information 13-Mar-22
Copy Here as Values Only
Copy Here as Formats Only
DIVISION DEPT DATE of HIRE Day Month Year
Link Here
Munerton Cobrella 15-Apr-21 15 4 20: Create Hyperlink Here
Munerton Mankay Falls 25-Jan-19 25 1 20:
View TabuSlangsgrow 01-Feb-90 i Z 19¢
SoningdaliShewe 12-May-22 12 5 20:
View TabuMankay Falls 26-Jul-90 26 7 19¢
SoningdaliCobrella 12-Jun-21 iz 6 20:
Munerton Cobrella 30-Dec-90 30 12 19¢
SoningdaliShewe 05-Jun-21 5 6 20:
SoningdaliMankay Falls 10-Jun-21 10 6 20: Cancel
Munerton Mankay Fa"s 24-Dec-20 24 12 20“\" L R S A L N AL




LET

nN

4
5

X v f

D E

=DATE(EXTRACT!IS,EXTRACTIHS,EXTRACTIGS)

F

G

gfest Solu_tiohs Group Theme Park
Employee Information

SURNAME EMP NO DIVISION

DEPT

GROSS
PAY

DATE OF HIRE HRS HOURLY

Bally

Date

MILO4
6 Ambrose MIL14

7 Halal TBV26

Subtracting or Adding Months
Months

Munerton Cobrella
Munerton Mankay Falls
View TabuSlangsgrow

F

I=DATE(EXTRACT_IIS,EXTRACTlHS,EXTRACTIGS)
DATE(year, month, day) 36 £ 12.50 £443.75
36 £ 13.30 £472.15

H

New Date

15/04/2021

12

=EDATE(E3,-F3)

25/01/2019

24

EDATE(start_date, months)

Payment Received

Last Payment Due

Membership Term

12/05/2022|=edate(E6,G6|

6

26/07/1990

12/06/2021

EDATE(start_date, months)

30/12/1990

05/06/2021

Adding half a day to the date

19/03/2022 08:46|=A10+0.5|

Day (Date)

=DAY(B2)

B

Property Date J
12/01/2040|Limitation - 3 month review

Notes

[WET

& B I

Clipboard &

A2

ROV ®®NOWVAE WN =

Day (Date)

Thursday
Tuesday
Tuesday

Sunday

Thursday
Tuesday
Monday
Monday

Thursday

Thursday

Thursday

Tuesday
Tuesday
Sunday

u- @8-

17/01/2040 Limitation

17/02/2040 Limitation - 3 month review

22/02/2040 Limitation

3 ‘ Format Cells

Font

| | Number | Alignment

A

Date
Time

Property D
12/01)
17/01)

/o) |3

17/05)
23/03/
23/06
05/10
05/11
05/12)

gategory:
General
Number
Currency
Accounting

Percentage
Fraction
Scientific

22/02) | spec
12/0y EETTEE—

Font Border Fill

Sample
Thursday

Type:
dddd

dd/mm/yyyy hhimm
mm:ss

mmiss.0

@

[h:mm:ss

£ 880 - -£" #.880_-_-£* "7

-t REEO_ #FHO_
£ #220.00_--£" #,##0,
_-* ###£0.00_--* ###0.00_.

A "2? @_-

[$-x-systime]h:mm:ss AM/PM

[$-en-GBJdd mmmm yyyy

Delete



J K I M

Month name to Month number
I.Ianuary =MONTH(DATEVALUE(J2 & "1"))

February MONTH(serial_number)
August 8
September 9
December 12

How many

Start Date of Project

15 _working days?

16 29/03/2022| 25|=WORKDAY(A16,816)

17_‘ WORKDAY(start_date, days, [holidays]) |
18

Start Date of Project How many working days? Any Holidays End Date

15/04/2022|=WORKDAY(E 16,F16,G16:G17)
18/04/2022| A WORKDAY(start_date, days, [holidays])

29/03/2022|

Start Date No. of Months Result
26-Jan-21 2=EOMONTH(116,K16|_
05-Apr-21 -4| | EOMONTH(start_date, months)
08-Aug-22 0
18-Nov-21 5
DEPT DOB AGE HIRE DATE HRS/ HOURLY
WEEK
RATE
Cobrella | 25/09/1973|=YEARFRAC(G5,TODAY()) 40 £ 21.50
Mankay Falls 08/01/1962 @ YEARFRAC(start date, end_dete, [basis]) 36 £ 12.50
Slangsgrow 03/05/1958 01/02/1979 36 £ 13.30
Shewe 01/06/1979 12/05/1999 40 £ 7.22
AGE based AGE
AGE on fixed end HIRE DATE
s Y/M/D
48 52 =DATEDIF( 13/06/1991
60 63 DATEDIF() 25/01/1990
63 67 01/02/1979
AGE based
AGE HRS /
DOB AGE on fixed end HIRE DATE
date Y/M WEEK

| 25/09/1973|=DATEDIF(G5,TODAY(),"Y")&" years " &DATEDIF(G5,TODAY(),"YM")& " months"
08/01/1962 60 63 60 years DATEDIF() 25/01/1990 36




31/12/2025

AGE based

AGE on fixed end AGE
date Y/
48 52 48 years 5 months
60 63 60 years 2 months _|
63 67 63 years 10 months
42 46 42 years 9 months
43 47 43 years 9 months
56 60 56 years 8 months
39 42 39 years 1 months
48 51 48 years 0 months
[ 31 35 31 years 9 months

WEEKLY RETIREMENT YEARS TO
PAY DATE RETIREMENT
£ 860.00 | 25/09/ 2038| =YEARFRAC(TODAY(),05
£ 443,75 08/01/2027 | YEARFRAC(start_date, end_date, [basis])
£ 472.15 03/05/2023
G H i ) K L M N o P Q
LAST DAY
AGE based
AGE HRS/ WEEKLY RETIREMENT  YEARS TO OF
208 ACENN ufrodend Y/M HIRE DATE S i PAY DATE  RETIREMENT RETIREMENT
date HOURLY
e MONTH
|25/09/1973] a8 52 48years 5 months  EIF(DAY{G5)=1,DATE(YEAR|G5)+60,MONTH|G5),0),DATE(YEAR(G5)+60, Mom‘u(ss1+1 0))

Is 08/01/1962 60 63 60 years 2 months 25/01/1990 36 £ 1250 £ 44375  08/01/2027 31/01/2022
03/05/1958 63 67 63 years 10 months 01/02/1979 36 £ 1330 £ 47215  03/05/2023 1 31/05/2018
01/06/1979 42 46 42 years 9 months 12/05/1999 40 £ 7.22 £ 28880  01/06/2044 2 31/05/2039

Is 25/05/1978 43 a7 43 years 9 months 27/07/2001 42 £ 1675 £ 703.50  25/05/2043 21 31/05/2038
23/06/1965 56 60 56 years 8 months 12/06/1997 40 £ 12.60 £ 504.00  23/06/2030 8 30/06/2025

20
21 | Date 1 _Date 2 _Days between
22| 13/06/1991| 05/01/1992|=DAYS360(E22,722)
23 | 25/01/1990 05/02/1990 | DAYS360(start_date, end_date, [method])
24 | 01/02/1979 08/08/1979 187
25 | 12/05/1999 07/06/1999 25
26 | 27/07/2001 26/08/2001 29
27 , 12/06/1997 11/08/1997 59
28 ‘ 30/11/2005 19/12/2005 19

< ) Time i_

06:00:00 |_
0 Percentage ._
/O 25.00%
0.25'

1 Fraction
%

More Number Formats...



fl-j ég Calibri 1 AN =E= =| & b, Wrap Text Date v
b | __Z __
Pafteg BIU-H- 0vA. === =3 [ElMerge&Center v~ | BB~ % 9 50 -9
Paste Font ] Alignment ] Number F
B 6 ag
(& A [
Paste Values | B C D E E
E—:Ig @3 F%’/ File Business Area _ Emp 1 Emp 2 Emp 3
4829/123 Complex machining 4 2 9
Other Paste Options  [3477/23 Complex machining 6 8 5
rﬁ‘n 9833/1 Other 11 1 7
7 g
V4 ﬁ% % °ad 73646/2771 Design and Make 8 2 7
Paste Special..  |3888/444 Design and Make 2 2 3
7 928277/12 Other 1 5 2
8 263726/254 Complex machining 7 5 3
9 98833/432 Finished Components 3 7 7
o
11| 24

i 01/04/2022 21:23i=int(B23 [
INT(number)

01:(
00:30:34 @ Time
01:25:23 00:30:34
00:38:04
02:45:03
00:04:25

03:50:05 1 Fraction
/2 00:30:34 lz‘

Cy Percentage
O 003034

More Number Formats...

00:30:34
01:25:23
00:38:04
02:45:03
00:04:25

00:00:00

00:30:34 =TIMEVALUE(D12| |
01:25:23 TIMEVALUE(time_text)
00:38:04 |




C D E F
Business Area Emp1l Emp 2 Emp 3 Total Time
Complex machining 07:00:00 08:37:00 10:00:00 01:37:00
Complex machining 00:36:00 08:00:00 02:34:00 11:10:00
Other 09:25:00 07:23:00 09:45:00 02:33:00
Design and Make 00:36:00 02:45:00 04:55:00 08:16:00
Design and Make 09:00:00 07:00:00 08:00:00 00:00:00
Other 02:00:00 02:00:00 00:25:00 04:25:00
Complex machining 00:18:00 07:00:00 00:45:00 08:03:00
Finished Components 03:36:00 02:33:00 03:34:00 09:43:00
Format Cells ? X
Number  Alignment Font Border Fill Protection
Category:
| General Sample
Number 55.37
Currency
Accounting Type:
Date
Time [h): mm:@l
Percentage mm:ss.0
Fraction @
Scientific [hl:mm:ss
Text £ #F##0_--LF ###0_-_-£F - _-@_-
Special _N#BRO_-T REEQ_-_ " - @
[T | |-c- ##4000 5" % 44000 £+ 72 @ -
_-* ###0.00_-- ###0.00_-_-" "-"77_-_-@_-
dddd
[$-x-systime]h:mm:ss AM/PM
[h]:mm
[$-en-GB]ldd mmmm yyyy
| hh:mm:ss
Delete
D E F G
Emp1l Emp 2 Emp 3 Total Time
07:00:00 08:37:00 10:00:00 25:37
00:36:00 08:00:00 02:34:00 11: 10
09:25:00 07:23:00 09:45:00 26: 33
00:36:00 02:45:00 04:55:00 8:16
09:00:00 07:00:00 08:00:00 24: 00
02:00:00 02:00:00 00:25:00 4: 25
00:18:00 07:00:00 00:45:00 8:03
03:36:00 02:33:00 03:34:00 9:43
E F G t
Emp 2 Emp 2 Overtime Emp 3
08:37:00
08:00:00
07:23:00 5|=E4+TIME(F4,0,0)
02:45:00 TIME(hour, minute, second) |
07:00:00
02:00:00 30|=E7+(F7/24)
07:00:00




North 14/02/2021 £ 165.00 450 £
North Create Table ? X 550 £
North 4 i 575 £
North | Where is the data for your table? § 650 £
South A || 320 £
South 4 B 325 £
South A 330 £
[South | | ok || camcel || 350 £
East | rweeverE oy 350 £
File Home Insert Draw  Page Layout Formulas  Data  Review  View  Developer  Help Power Pivot  Table Des'gn
Table Name: Summarize with PivotTable [=51 | [E] Properties [v] Header Row [ ] First Column [] Fiter Button | === =———=——=
—\ (. A e e [ e R e M DO e S N — - — - - f——r—
- B} Remove Duplicates igi M[EJ,‘ @ Open in Browser : Total Row ‘l Last Column SIS
8 ResizeTable G35 Convert to Range Slicer v v SBUnlink |v! Banded Rows | | Banded Columns
Properties Tools External Table Data Table Style Options
PivotTable from table or range X =
Select a table or range
Table/Range:  WineSales +
Choose where you want the PivotTable to be placed
o MNew Worksheet
() Existing Worksheet
Location: | ?

Choose whether you want to analyze multiple tables
() Add this data to the Data Model

Profit | Profit (2) | Profit (3) | SSG DASHBOARD

PivotTable Fields

Choose fidlds to Drag fields between areas
add tn.renoJ below:

Fields Section and Areas Section Stacked

v

X

Fields Section Only

Areas Section Only (2 by 2)

il S5 [

Areas Section Only (1 by 4)

+= Expand All

. ®



v x

Drag flelds between areas

Defer Layou...

PivotTable Analyze

E4 . J Grand Total
5 A 8 = - F—~ pivotTable Fields
2 to
3 Sum of Profit Column Labels - :?T:.:lgi @ | poow
4 |Row Labels - Cab Savon Chardinoha Merfat [Grand Total
5 East £233,100.00 £112,055.00 £664,522.00 £1,009,677.00 L Y fters
6 North £35925000 £250,390.00 £422,304.00 £1,031,944.00
7 South £19957500 £130,597.00 £352,510.00  £682,682.00 [ Yeur
8 West £137,550.00 £146.803.00 £394,598.00  £678,951.00 [ Season
9 Grand Total £929,475.00 £639,845.00 £€1,833934.00 £3,403,254.00 ] Winery =
10 [ Label -
1" o e
12 [¥] Region
13 7] Date Sold
14 [ Cost Per Case 1 Columny
15 [7] Cases sold ool
16 0 Cost
17 (] Revenwe
18 Z
% [ profit 1"“"‘"
20 More Tables. o=
21
22 -
= » WINE SALES ' Profit | Profit(2) ' Profit(3) ' SSGDASHBOARD ... @& ’
File Home Insert Draw Page Layout Formulas Data Review View Developer Help Power Pivot
~| Row Headers Banded Rows
Subt‘otals TS:I:d' laR::;rt" Rgl::l:_ +| Column Headers Banded Columns
Layol yle Options
53 Show in Compact Form
1—': A Show in Outline Form D E F G H I J
2
3 |winery Show in Tabular Form
4 =Matts Winer " ' Cases Sold per Winery
2
3 |Winery '~ |Season ~ ISum of Cases Sold
4 | =Matts Winery Autumn 8,135
5 | Spring 8,513
6 Summer 7,210
7 Winter 8,342
8 Matts Winery Total 32,200
9 | =Prominent Wines Autumn 4,580
10 Spring 4,668
11 Summer 4,509
12 ‘Winter 4,536
13 Prominent Wines Total 18,293
14 |Grand Total 50,493
1R
2 |
3 |Years - Sum of Cases Sold
4 2019 4897
5 2020 20704
6 2021 21672
7 2022 3220
8 Grand Total 50493
n

Design

PivotTak

Choose fields
add to report:



Safest Solutions Sales Dashboard

PROFIT CASES SOLD PER WINERY

100%
10,000
E | -
5,000
I
G| - R ERE
| ? an :
0% Matts Winery Prominent Wines
= CASE SOLD PER YEAR REVENUE PER LABEL

Winter 20708 —— n[z\
3220
1
Date Sold h4
All Periods MONTHS =
2019 2020
JaN FEB MAR APR MAY N L AUG SEP ocT NOWV DEC 1aN FEB MAR APR MAY N L AUG SEP
[l } [+

File Home Insert Draw Page Layout Formulas  Data Review  View  Developer Help Power Pivot

@ I [“1 Ruler || Formula Bar O\ m @ —li_j E E Blsplit O View Sid

i [s]
Page Break Page Cusiom Zoom 100% Zoom to New Arrange Freeze Aride [ Synchror
Preview layout Views Selection | Window All  Panes~ []Unhide = [ Reset Wi

Workbook Views Show Zoom Window

|| Gridlines | | Headings

Al ~

| x v Kk | Safest Solutions Sales Dashboard

Formulas  Data  Review  View  Developer  Help Power Pivot PivotChart Analyze  Design  Format

- BEm B (3 iSEA B7 Ok

Field Insert Insert Filter Refresh Change Data | Clear Move | Fields, ltems, OLAP Relationships
= Slicer Timeline Connections v Source ¥ v Chart & Setsv Tools ¥ Buttons v
Filter Data Actions Calculations Show/Hide
r
Slicer Settings ? X

Source Name: Label
Name to use in formulas: Slicer_Label

Name: | Label |
Header
& [Display header]
Caption: | Label |
Item Sorting and Filtering
O Ascending (Ato2) () Hide items with no data
O Descending (Z to A) @ visually indicate items with no data
@ Use Custom Lists when sorting B Show items with no data last
B show items deleted from the data source

[ ok | Concel




o o (<]
|| Date Sold \4

'l AllPeriods MONTHS *

t) 2022

) JuL AUG SEP ocT NO

' QUARTERS
1 ¥ MONTHS

(o]

DAYS

.....l_c

File Home  Inset  Draw  Page Layout View  Developer  Help  Power Pivot Slicar

Slicer Caption: s [Mcolumns: 1 ;
BB AeEale
Send  Selection Align Group Rotate |
Fomard Backward v Pane ¥ Flwidth: 363em
Safest Solutions Sales Dashboard
PROFIT CASES SOLD PER WINERY
M H 10,000
5,000
- llllllll
H £ 5| 3 £ s
n e i 2 2 3
Matts Winery Prominent Wines
Report Connections (Date Sold) ? X
Select PivotTable and PivotChart reports to connect to this filter
{Name | Sheet
PivotTable1 Cases
PivotTable3 Date Sold
i[5 PivotTablet Profit
PivotTable1 Revenue

File Home  Insert Draw Pagelayout Formulas Data  Review View  Developer Help  Power Pivot

gt DB ERH B gees e & B JEEA

x| [AlFonts ¥ Margins Orentaion Sze  Print Bresks Bockground  Print {Hegh Autometic I Ivsewit] \View Send  Selection Align Group Rotate
@ Effects v v v Awav v Tles | [RJScolec  100% T | [Prnt [ | Print Fomwd Bakwardv Pane v~
1 custom =] Gl sakwft B SheaOpion Arange
ﬁ Aa.
l SafestSol... X e
J Safest Solutions Sales Dashboard
Aa Aa
mansmn) wucmmn mmcmms [— PROFIT CASES SOLD PER WINERY
Office Facet Gallery Integral

- |Aa Aa Aa ]- e

| nsse = ==

Organic Retrospect

llllllll

Aa Aa 1 Aa Aa g 2 FE g 3§ B
mman msaman cammmm amemm g Q = § £ £ z
Shice Wisp Banded Basis 2 g H = 2 b ‘g =
{lAa Aa Aa Aa Matts Winery Prominent Wines
il = I

Berfin Circuit Damask Dwidend

—_—

Browse for Themes...

REVENUE PER LABEL

i Theme..
1 B s oot || DateSold | SSG DASHBOARD  Sheet3 | (&) 1o




File Home Insert Draw Page Layout Formulas Data Review View Developer
iz Active Field: — B insert slicer [53 Eh
. Sum of Cases Sold g [ Insert Timeline =
PivotTable = || = = Refresh Change Data
e E__Ep‘ Field Settings il i & Source ¥
| Active Field Group Filter Data
.PivotTabIe Name:. : fi 773
PivotTable? N . B : : .
B options « (A -]
E Options d
=1 show Report Filter Pages... Feb Mar Apr May Jun
1171 1150 773 1481 450 930
v Generate GetPivotData 520 1012 350 170 950 830
[ |Meriat 3253 2846 1880 1787 1592 878
8 Grand Total 4944 5008 3003 3438 2992 2638
9
PivotTable Fields -
Drag fields between areas below: Move Down
T Filters I Colum '
S Values Move to End
Y Move to Report Filter
Il Move to Row Labels
= Move to Column Labels
X Remove Field
= Rows % Values [ig Value Field Settings...
Plan ~ [Countofercost Y]
Coverage A Sum of Total Premium A
Sum of EE Cost W
[C] EMPLOYEE ID
[ NAME
[J SURNAME = Rows
Plan Plan v
Coverage - Coverage 7
EE Cost
[] ER Cost Il Columns
Total Premium 3 Values -
[ Spouse
OJ Spouse DOB
[C] Spouse Smoker Z Values
[] child Sum of EE Cost -
[] child DOB Count of Coverage -
] More Tables...
[ ] Defer Layout Update
3 Row Labels ~ Sum of ER Cost Sum of Total Premium Sum of EE Cost Count of Coverage
4 = Basic 55G 2320 2320 100.00%
5 | Employee + Children 600 600 25.00%
6 Employee + Family 500 500 16.67%
7 Employee + Spouse 900 900 25.00%
8 Employee Only 320 320 33.33%1
9 | JExtended SSG 4200 4200 100.00%
10 | Employee + Children 1500 1500 28.57%
11 Employee + Family 2000 2000 28.57%
12 Employee + Spouse 600 600 28.57%



Data Review

E Insert Slicer
[ Insert Timeline

7
Value Field Settings
‘ Source Name: Coverage

Custom Name: % Coverage

A{ Summarize Values By  Show Values As

Summarize value field by
Choose the type of calculation that you want to use to summarize
data from the selected field
| Sum
Average
Max
Min
Product
Mumber Format Cancel
4
View Developer Help Power Pivot PivotTable

Refresh Change Data | Actions

[[7 Fields, items, & Sets ~

ey

Analyze Design

fa &

PivotChart Recommended

213¢

20¢
249(
483:

L-'—ETr > Source ¥ N PivotTables
Filter Data | | Calculations Tools
[a]==] o= [n] =]
il i
D £ F Clear Select Move )
v v Pieotlble jhle Fields
;:I\cti?ns_ - Drag fi
BS - i X & Jt | =GETPIVOTDATA("Cases Sold",$A$3,"Label","Cab Savon","Date Sold",1)
_ A B c _ D E F G H

1 Years (All) A
2
3 Sum of Cases Sold |Date Sold ~
4 Label “dan Feb Mar Apr May  Jun Jul
5 Cab Savon P 1171} 1150 773 1481 450 930
6 |Chardinoha 520 1012 350 170 950 830 1360
7 Merlat 3253 2846 1880 1787 1592 878 2281
8 |Grand Total 4944 5008 3003 3438 2992 2638 3641
9
10
1
12|
13 Cab Savon |[Chardinoha [Merlat |
14 [Jan =GETPIVOTDATA("Cases Sold",$A$3,"Label","Cab Savon","Date Sold",1)
15 Feb
16 Mar




TIME - X « ft  =GETPIVOTDATA("Cases Sold",$AS3,"Label"B$13,"Date Sold",ROW(A1))

A B o] | D | E | 7 | G _
4 Label ~ Jan Feb Mar Apr May Jun Jul
5 Cab Savon 1171 1150 773 1481 450 930
6 Chardinoha 520 1012 350 170 950 830
7 Merlat 3253 2846 1880 1787 1592 878
8 Grand Total 4944 5008 3003 3438 2992 2638
9
10
11
12 |
13 Cab Savon _|Chardinoha  [Merlat |
14 [Jan =GETPIVOTDATA("Cases Sold",$A$3,"Label",B$13,"Date Sold",ROW(A1))
15 Feb GETPIVOTDATA(data_field, pivot_table, [field1, item1], [field2, item2], [field3, itemn3], [field4, ...)
16 Mar /13] 350] 1880




Chapter 12: Useful Statistical and
Mathematical Functions

TIME v i X fx =rand
A A B C D E F G H | ) K L M
1
2 |
3
4l
S | Returns a random number greates than or equal to 0 and less than 1, evenly distrbuted {changes on recalculation)
6 4
7 4
8 4
9 4
10|

BS v Jx  =RAND()

A 3 C D E F G

3

4 0.390401

5 0.883845] 0.039216 0.317752 0.343313 0.941113

6 0.770718 0.899726 0.131034 0.315851 0.81194

7 0.06807 0.872962 0.08033 0.560043 0.588951

8 0.861014 0.415866 0.068008 0.200997 0.854263

9 0.253469 0.664422 0.151938 0.47075 0.05887

10 0.891632 0.382684 0.634277 0.055681 0.758425

11 0.085954 0.465749 0.63772 0.873947 0.845953

12 0.288258 0.427268 0.199569 0.075614 0.234326

13 0.737464 0.61019 0.264226 0.853487 0.305591

14 0.798645 0.138538 0.731156 0.344738 0.893167
BS v Jx  =RAND()

A B G D E F G H | J
3
4 0.390401
5 0.883845 0.039216 0.317752 0.343313 0.941112'
6 0.770718 0.899726 0.131034 0.315851 0.8119: Move Here
7 0.06807 0.872962 0.08033 0.560043 0.58895: Copy Here
8 0.861014 0.415866 0.068008 0.200997 0.85426:
9 0.253469 0.664422 0.151938 0.47075 0.0588: Copy Here as Values Only
10 0.891632 0.382684 0.634277 0.055681 0.75842! C
opy Here as Formats Only
i 0.085954 0.465749 0.63772 0.873947 0.84595:
12 0.288258 0.427268 0.199569 0.075614 0.23432¢ Link Here
13 0.737464 0.61019 0.264226 0.853487 0.30559: :
3 Create Hyperlink Here

14 0.798645 0.138538 0.731156 0.344738 0.89316:




I5 v i X </ fx =RAND()*20

18|  [-RANDBETWEEN(|
19 RANDBETWEEN (bottom, top)

X+ fx =PRODUCT(G2,H2)

G H I K | [ M | N
| i . Revenue
£ 165.00 450 £ 40500.00 £  33,750.00 [=PRODUCT(G2,H2)
£ 165.00 550 £ 4950000 £  41,250.00 [ PRODUCT(number1, [number2], [number3], .)
£ 165.00 575 £ 5175000 £  43,125.00
£ 165.00 650 £ 5850000 £  48750.00
£ 165.00 320 £ 2880000 £  24,000.00
£ 165.00 325 £ 2025000 £ 2437500
£ 165.00 330 £ 2070000 £  24750.00
£ 165.00 350 £ 3150000 £  26,250.00
£ 165.00 350 £ 3150000 £  26,250.00
£ 165.00 360 £ 3240000 £  27,000.00
I Y K |
Using the asterisk
2 [=118*119*120*121*1p2 |
4
5
12
3
I J | K
Using the asterisk
2 0
a4
12



TIME a5

OONOOE WN -

10
1
12
13
14
15
16

1991 Winter
1991 Autumn
1991 Spring
1991 Summer
1991 Winter
1991 Autumn
1991 Spring
1991 Summer
1991 Winter
1991 Autumn
1991 Spring
1991 Summer
1991 Winter
1991 Autumn

TIME v

1
2
3
4

4 A

Ye - & on
1991|Winter
1991|Winter
1981|Autumn

5 | 1991|Spring

6
7
8
9

1991|Summer

1991|Winter
1991|Autumn
1991|Spring

X vV fx

mmmHHHmmmmnnmmm M

[ J K
Using PRODUCT
2 =PRODUCT(118:122) |
4
12

3
I N | o) B
Total Revenue
|=SUMPRODUCT( |

|' SUMPRODUCT(array1, [array2], [array3], ...) |

=SUMPRODUCT(G2:G145,H2:H145)

G H

165.00 450
165.00 550
165.00 575
165.00 650
165.00 320
165.00 325
165.00 330
165.00 350
165.00 350
165.00 360
165.00 370
165.00 375
165.00 230
165.00 235
165.00 240

mHmHMHMHMHMHHHHH MmO MM

=SUMPRODUCT(B2:B145="Summer",H2:H145)

40,500.

40,500.00 £ 33,750.00
49,500.00 £ 41,250.00
51,750.00 £ 43,125.00
58,500.00 £ 48,750.00
28,800.00 £ 24,000.00
29,250.00 £ 24,375.00
29,700.00 £ 24,750.00
31,500.00 £ 26,250.00
31,500.00 £ 26,250.00
32,400.00 £ 27,000.00
33,300.00 £ 27,750.00
33,750.00 £ 28,125.00
20,700.00 £ 17,250.00
21,150.00 £ 17,625.00
21,600.00 £ 18,000.00
L

33,750.0

M

N [e] P
Total Revenue

=SUMPRODUCT§G2:G145.H2:H145)

SUMPRODUCT (array1, [array?2], [array3), [array4), ..)

N o

Revenue Total Revenue

£ 00 £ 0 £74250.00 £  7,947,624.00
£ 49,500.00 £ 41,250.00
£ 51,750.00 £ 43,125.00 Summer Cases Sold
£ 58,500.00 £ 48,750.00 =SUMPRODUC§ B2:B145="Summer",H2:H145)
£ 28,800.00 £ 24,000.00 SUMPRODUCT (array1, [array2], [array3], [arrayd], ..}
£ 2925000 £  24,375.00
£ 29,700.00 £ 24,750.00
£ 31,500.00 £ 26,250.00
[ L | M N (0]
Service Amount Owing
Medicine | 727.24|=MROUND(M2,5|
Follow Up Consult 998.33 | MROUND(number, multiple)
Pet Foods 108.05
Pet Winter Wear 2546
Ear Spray 117.34
_ L , M N 0]
Service Amount Owing
Medicine 727.24 725.00
Follow Up Consult 998.33 1000.00
Pet Foods 108.05| 110.00
Pet Winter Wear 254.6| 255.00
Ear Spray 117.34 115.00
Leads and Jackets 822.9 825.00




_ M _ N [ © N
Amount Owing MROUND FLOOR

727.24 725.00 725.:
998.33 1000.00 995
108.05 110.00 105
2546 255.00 250
117.34 115.00 115
822.9 825.00 820
M N | (0] P Q
'Amount Owlng MROUND FLOOR CEILING ]
! 727. 24| 725.00 725|=CEILING(M2,5)
998. 33 1000.00 995 | CEILING(number, significance)
108.05 110.00 105 110
2546 255.00 250 255
117.34 115.00 115 120
8229 825.00 820 825
t 850.75 850.00 850 855
TIME v i X  fx =TRUNC(M2,1)
. M _ N | @] _ P . Q R
1 /Amount Owing_ MROUND FLOOR CEILING TRUNC
2 [ 727.24| 725.00 725 730|—TRUNC 2,1)
3 998.33 1000.00 995 1000 TRUNC(number [num_digits])
4 108.05 110.00 105 110 108
S | 2546 255.00 250 255 2546
6 117.34 115.00 115 120 117.3
7 822.9 825.00 820 825 822.9
8 850.75 850.00 850 855 850.7
9 26.57 25.00 25 30 26.5
4 A B c D E F G
1 Overtime Report - Remote and Office sessions
2
3 Trainer
4 DD 9 1.5 4 1.5 1.5 1.5
5 SN 2 2 35 1.5 3 2
8 MJ 14 15 5 15 26 1
70 3 1 1 2 3 1.5
8 CF 2 1 4 1 9 1.5
9 |LN 5 2 7 1 13 2
10/GO 8 1.5 75 1 2 1.5
11
12 ITrainer Total Overtime
13 Ino
14 S AGGREGATE(funct; Stiono i (k)
15 _MJ AGGREGATE(ful ™ W by
16 |JJ (-2 - counT |
17 |CF ()2 - COUNTA
18 LN MBS,
19 GO ()5 - naan
20| ()6 - PRODUCT
21 ()7 -STDEV.S
22| ()8 - sTDEVP
23 (e)o - sum .
i Schedule | Overtime : ~110-VARS ‘
(-

211 - VARP
Edt @ Tk Accessility: Investigate  [(-)12 - MEDIAN |




E avosee @D B | 9~ . P search (Alt+Q) Work Training ()~ &

File  Home Insert Draw Pagelayout Formulas Data Review View Developer Help Power Pivot U Comments
' L X A A — P -5 b > P e (@/\
¢ - b~ B I U & A === = | & - B = E 2 V Find & e
: == i 7] fil O~ Select v
Undo Clipboard 13 Font Alignment Number Styles Cells Editing Analysis Vi
TIME v i X </ fx =AGGREGATE(9, v
4 A B (¢} | D E [ F G H | & | 4 K | L M N O -
1 Overtime Report - Remote and Office sessions
2
3 Trainer
4 DD 9 15 4 15 15 15
5 SN 2 2 35 15 3 2
6 MJ 14 15 5 15 26 1
70 3 1 1 2 3 15
8 CF 2 1 4 1 9 15
9 LN 5 2 7 1 13 2
10 GO 8 15 75 1 2 15
1
g l;rl:aamer =AGGREGATE!9,
14 SN AGGREGATE functicnau
15 MJ AGGREGATE(func e BIOTAL and AGGREGATE functions
16 JJ ()1 - Ignore hidden rows, nested SUBTOTAL and AGGREGATE functions
17 CF ()2 - Ignore error values, nested SUBTOTAL and AGGREGATE functions
18 LN ()3 - Ignore hidden rows, error values, nested SUBTOTAL and AGGREGATE functions
19 GO ()4 - Ignore nothing
20 (--+)5 - Ignore hidden rows
21 ()6 - Ignore error values
22 ()7 - Ignore hidden rows and error values
23 v
: | Schedule Overtime ® < »
Edit [ Tk Accessibility: Investigate —_—
¥ HOoOLOCVvVSI-OHABAEAG -~ 00,50
2
EBLLCTC g Oxford Remote Overtime Rate Sheffield Remote Overtime Rate Newbury Remote Overtime Rate
4 DD 9l 1.5} 1.5} 15! 15
5 SN 2 2 3.5 1.5 3 2
6 MJ 14 1.5 5 1.5 26 1
74 3 1 1 2 3 1.5
8 CF 2 1 4 1 9 1.5
9 LN 5 2 7 1 13 2
10 GO 8 1.5 7.5 1 2 15
11]
12 Trainer [REEIEINONEE NS
13 |DD =AGGREGATE(9,5,84,D4,F4
14 SN AGGREGATE(function_num, options, array, [k])
15 MJ AGGREGATE(function_num, options, ref1, ref2, [ref3], ...)
16 JJ
17 CF
BS v i X  fx =CONVERT(AS,
4 A 8 c D ‘ . G b |
1
PA CONVERT
3 4
4 Miles KM
5 | 21[=CONVERT(AS, |
6 15
7 | 48 ()"grain” - Grain
3| 10 () "awt” - US. (short) Hundredweight I
! () "uk_owt™ - UK. {long) Bundredweight
9 | 13 () "store - Stone
10 () 0n" - Ton
1 () "uk_ton® - UK Ton
12 ()" - Meter
13 1 number is in Statute miles
14| () "Noei™ - Nawtical mile
| (w)"in" - Inch
15| () - Foot
16 | (o) yd" - Yard




X VvV fx
A B

LS
<

CONVERT

OO N A WN -

=CONVERT(AS,"mi","km"

C D E

21|=CONVERT(AS5,"mi","Kn"
1S | CONVERT(number, frang

(..W CONVERT returns a result in Meters

= | (1) "mi* - Statute mide
10 [ ()N~ - Nautical mile
13 |(w)in” - Inch
Filee Home |Insert Draw Pagelayout Formulas Data Review View Developer Help
Logical ¥ @ Lookup & Reference v &) Define Name ~

ﬁ > AutoSum v

Insert @ Recently Used ~

Function Financial v

Text ¥

@ Date & Time v [@ More Functions ¥ ]
Function Library

Math & Trig ¥

Name <1
Manager 7 Create from Selection

-~

[4 statistical > AVEDEV
Al v Vo CR Engineering > AVERAGE
A A B C D
] |_.! [ Cube > AVERAGEA -
g_ E‘@ Information > AVERAGEIF
4_I FA Compatibility > AVERAGEIFS
g : (@ web N BETA.DIST
7| BETA.INV
8 -
9 BINOM.DIST
A2 X  fx =MEDIAN(A2:A8
A A B C D E F
T 0o remotc A
2 | 9 [EMEDIAN(A2:Ag]
3 2 MEDIAN(number1, [number2], ...)
4 4
5 3
6 2
7 5
8 8
9
L M | N (@] P Q R
Service Amount Owing Discount
Medicine 727.24 10% |=COUNT@LANK(N2:N124
Follow Up Consult 998.33 25% COUNTBLANK(range)
Pet Foods 108.05 5%
Pet Winter Wear 2546 12%
Ear Spray 117.34 5%
Leads and Jackets 822.9 10%
Blankets and Foot Mat 850.75 25%
Shear and Nail Clip 26.57 40%
Teeth and Gums 788.04 5%




X / fx  =AVERAGEIFS(K2:K23,G2:G23,">=250",H2:H23,">25%")

B

Vinery
Vinery

ue Vino
Vinery
Vinery

ue Vino
Vinery
2nt Wines
2nt Wines
ue Vino
2nt Wines
2nt Wines
ue Vino
2nt Wines
2nt Wines
Vinery
Vinery

ue Vino

H | J K

scount Cost Revenue Profit

10% £ 40,500.00 | £ 74,250.00 | £33,750.00
25% £ 49,500.00 | £ 90,750.00 | £41,250.00
5% £ 51,750.00 | £ 94,875.00 | £43,125.00
12% £ 58,500.00 | £ 107,250.00 | £48,750.00
5% £ 28,800.00 | £ 52,800.00 | £24,000.00
10% £ 29,250.00 | £ 53,625.00 | £24,375.00
25% £ 29,700.00 | £ 54,450.00 | £24,750.00
40% £ 31,500.00 | £ 57,750.00 | £26,250.00
5% £ 31,500.00 | £ 57,750.00 | £26,250.00
10% £ 32,400.00 | £ 59,400.00 | £27,000.00
10% £ 33,300.00 | £ 61,050.00 | £27,750.00
10% £ 33,750.00 | £ 61,875.00 | £28,125.00
10% £ 20,700.00 | £ 37,950.00 | £17,250.00

C
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon
Cab Savon

D
North
North
North

North

East

East

East

East

West
West
West
West
North
North
South
South
South
South

4 Function Arguments
AVERAGEIFS
Average range K2K23
Criteria_range1  G2:G23
Criterial  ">=250"
Criteria_range2 |H2H23

Criteria2 | ">25%"

Formula result = 25275.00

Help on this function
Z5709y.

B3|

G G

M

l Fortesque Vino I

|=AVERAGEIF[BZ:B23,M2,J21123]

N

AVERAGEIF(range, criteria, [average_range])

{33750:41250:43125;48750,24000,24375:24..

{450;,550:575;650;320;325;330;350;350;360:...

“>=250"

{0.1:0.25:0.05:0.12:0.05,0.1,0.250.4:0.05,0.1,0—

">25%"

25275

Finds average(arithmetic mean) for the cells spedified by a given set of conditions or criteria.

Average_range: are the actual cells to be used to find the average.

Cancel

B M
Matts Winery

69481.50
68897.81
">25%")
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Outlook Options ?
| genars e Change the settings for messages you create and receive.
[ v I
Calendar Compose messages
People r/“ Change the editing settings for messages.
Tasks Compose messages in this format: HTML ':
Search
Language abc [ Always check spelling before sending | Spelling and Autocorrect... ‘
Accessibility Ignore original message text in reply or forward
Advanced
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|/| Create or modify signatures for messages.

Quick Access Toolbar

Add-ins

e

Items: 17  Unread: 1

v Dock the peek
Show the peek

Options...
o
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Customer List for Invoicing
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Invoicing
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Color Categories X
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Chapter 14: Managing Mail and Contacts

3

Tools

-

Mailbox Settings
Manage the size of your mailbox by emptying Deleted Items and archiving.

3

[

Mailbox Cleanup... I
Manage mailbox size with s
advanced tools. 3 help organize your incoming email messages, and receive

-e added, changed, or removed.
Empty Deleted Items Folder
Permanently delete all items
in the Deleted Items folder.

bled COM Add-ins

File  Message Developer Help Attachments
P X Z Rk BB I
Open Quick Remove Save Save All Select Copy Show
Print  Attachment As  Attachments All Message
Actions Save to Computer Selection Message
€= Back to message
Author: 55 Group
SSGFilterdsx o
18 KB
. & open E D | E [ F | G H
1 & Upload Safest Solutions Group Theme Park
2 PP Employee information 24-Jan-22
3 Quick Print
4 B savens VAME EMP NO DIVISION DEPT DATE of HIRE  HRS

Search Current

Focused
t « Doc.. » SAFEST SOLUTIO.. v O Search SAFEST SOLUTIONS G... @
'|£ﬁ.| Dl@ |FR EIVED
4 Date: Yesterd| Organize = Mew folder BE - (7]
[ safe TTP & ﬁ ~ | 2020/04/0
Hi
safel & This PC : S5GreenGroupPic 2020/04/0
Hi “J 30 Objects ' ope that t
. Deskto|
4 Date: Monda p VIDEO
£, safe Documents 2020/04/0
Hi n b ¥ lur day. Sa
BLZ File name: | My Finished Report.msg v| 2020/04/0
Her
Save as type: | Outlook Message Format - Unicode (*.msg) v |
~ Hide Folders Tools - Save | | Cancel |

A Hide Folders

File name: ‘ Customer List for Invoicing.msg

Save as type: |Outlook Message Format - Unicode (*.msg)

Text Only (*.txt)

Outlook Template (*.oft)

Outlook Message Format (*.msg)

Outlook Message Format - Unicode (*.msg)

[HTML (*.htm;*.html)
MHT files (*.mht)
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v i vl | B v
Vi Tl B DalaterArcdhive <& Reply All . —> BLZ Furkidds =2 Rules
Email ltems~ 0 — Forward B2 Team Email v Send to On
New Delete Respond Quick Steps ~ Move
— g
Ignore Conversation X
Shortcuts
New Group 0 The selected conversation and all future messages will be moved to the Bin folder.
() Don’t show this message again
bu could create
File  Message Developer Help
- E[j .
5] [@ € Reply = ¥ safest Solutions = fo pe (% gé
Q- Delete Archive < Reply Al v ; o~ FurkidAds Y Move Tags  Editing Immersive  Translate
= Forward Team Email v Y B v v v v
Delete Respond Quick Steps 5] Move Language
Customer List for Invoicing \
Stop Ignoring Conversation X =

Foulkes atWork <foulkesatworkuk@gma
To coryday88@gmail.com

[ % SSGFilter.xlsx

18 KB
Dear Cory,

n Do you want to stop ignoring this conversation and move it to the Inbox folder?

[_J Don't show this message again

[ Stop Ignoring Conversation J Cancel

T —

Please find the attached customer list as requested. If you could create invoices for each of the sales entries, that would be great|
We can also look at a method to get the list to populate more efficiently next time around.



P coryday88@gmail.com Mailbox Cleanup X
2]

IMAP/SMTP Z
@ You can use this tool to manage the size of your mailbox.

- Add Account You can find types of items to delete or move, empty the deleted

items folder, or you can have Outlook transfer items to an archive
file.

View Mailbox Size...

p Account Settings
&

Change settings for this acg

Account = Get the Outlook a ind i
i % (O Find items older than 90 E days

© Find items larger than 250 E kilobytes

|FI MallbOX Settlngs % Clicking AutoArchive will move old items to the AutoArchive
S Manage the size of your mé archive file on this computer. You can find these
Tools items under Archive Folders in the folder list.
@ Emptying the deleted items folder permanently Empty
deletes those items. AT
< Rules and Alerts View Deleted Items Size..
b Use Rules and Alerts to hel =
Manage Rules updates when items are a Delete all alternate versions of items in your
& Alerts @ mailbox. i
View Conflicts Size...
= Slow and Disable
o ddh Manage COM add-ins
Manage COM
Add-ins

Filee Home Send/Receive Folder View Developer Help

F—{'I- % LS [@ E € Reply E E Safest Solutions - 4 Move v g Searc
New  New :

s Q
BR Y Delete Archive O Reply Al —> BLZ Furkidds v [ Follow Up v -

Email Itemsv Q. -5 Forward Y B Team Email s
= il Sl Sk A Always Move Messages To: coryday88@gmail.com
<
Drag Your Favorite Folders Here All  Unread 2 Create Rule...
S S % Manage Rules & Alerts...
v coryday88@gmail.com ¥ VYesterday e
+ Inbox 1 coryday88@gmail.com 1] o
Safest Solutions Can you attend training on Mon, Tues, or Wed? Sun 17:16 To ¢
e @ This message \
v [Gmail] Foulkes@Work Training |
Schedule for May Sun 17:08 .
pisis @ Hi Cory, Please see the schedule below for May <end> Hi Cory,

Sent Mail



>

Create Rule

When | get email with all of the selected conditions

& From Foulkes@Work Training

C] Subject contains lSchedule for May

E]Sentto ‘curydaysa@gmail.com v ‘
Do the following
0 Display in the New Item Alert window
("] Play a selected sound: ‘Windows Notify Email.‘ E] . Browse...
& Move the item to folder: ‘Safest Solutions | Select Folder...
OK Cancel Advanced Options...
A v,
Create Rule X

When | get email with all of the selected conditions
@ From Foulkes@Work Training

ﬁ The rule "Foulkes@Work Training” has been created.

(] Run this rule now on messages already in the current folder




Rules Wizard X

Which condition(s) do you want to check?
Step 1: Select condition(s)

M from people or public group

[C] with specific words in the subject
[C] through the specified account

[C] sentonly to me

[C] where my name is in the To box

[] marked as importance

[[] marked as sensitivity

[[] flagged for action

[C] where my name is in the Cc box

[] where my name is in the To or Cc box
["] where my name is not in the To box
[ sent to people or public group

O wiﬁmsminthesubjectorbody
[_] with specific words in the message header
[T with specific words in the recipient's address
[C] with specific words in the sender's address
["] assigned to category category

Step 2: Edit the rule description (click an underlined value)
Apply this rule after the message arrives

and wutthpg_nmthe body '
move it to the Safest Solutions folder
and stop processing more rules

Cancel < Back Next > Finish

[

!
Rules and Alerts

Email Rules Manage Alerts

z7New Rule.. Change Rule~ E’@ Copy... [X,pelete 4. ¥  Run Rules Now... Options

'Rule (applied in the order shown) Delete Rule

4 blzfurkidds@outlook.com
4 Inbox
Safest Solutions
Drafts [1]
Sent ltems
Deleted Items 6
Archive
I Conversation History
Junk Email [1]
Outbox k
RSS Feeds
Search Folders



Help Acrobat
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New & Block Sender Quick Steps m
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4inbox Mever Block Sender's Domain (@example.com)
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Drafts (1] Dot Junk N day
Sant ltems ‘® Junk E-mail Options.., | tions Re: Reminder: Report
| Not Junk (Ctrl+Alt+J) Il definitely have the report to you by 7th April. Just completing a
Deleted Items 6 . L
Mark this message so that it is not

Archive treated as junk.
b Conversation History I

Junk Email [1]

Qutbox

RSS Feeds

Search Folders

Filee Home Send/Receive Folder View Developer Help

+ EI=® m E (_J Reply @ EJ;I Safest Solutions El:l Move v
£ < % i w E-l w
New  New ] Delete Archive 6 Reply All . BLZ Furkidds = Rules
o ~ [~ B <
Email Items v —> Forward Team Email u Send to OneNote
Quick Steps = Move

New % Block Sender

) Never Block Sender
Drag Your Favorite Fo

Never Block Sender's Domain (@example.com)

v coryday88@gm
o Inbox Never Block this Group or Mailing List
s, or Wed?
Safest Solutions ™
v [Gmail B3 Junk E-mail Options... m
B 's. or Wed?
Junk Email Options - coryday88@gmail.com X

Options Safe Senders Safe Recipients Blocked Senders International

©% Email from addresses or domain names on your Safe Senders List will never

be treated as junk email.
safestsol@gmail.com
Edit..
Remove

Import from File...
Export to File...

t @ Also trust email from my Contacts
D Automatically add people | email to the Safe Senders List

OK Cancel Apply
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v B R - _ Book Mames  File~ J, Low Importance Reader
Undo Clipboard M@ Basic Text & MNames Ing W Immersive
Signatures...
& To
C
Send B
Bec
Subject
Kind Regards
Cory Day
BLZ Furkidds
Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
a E-mail account: coryday88@gmail.com ~
New messages: g 7 Furkidds v
Replies/forwards: (none) o
o L
Delete New Save Rename
Edit signature
Calibri (Body) V”'l'l V” B I U Automatic Vi E =

[57] Business Card ‘ D &

Kind Regards

Cory Day
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coryday88@gmail.com
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Emai &~ E-mail Signature  Personal Statiot font: Font style: Size:
Tasks " r
MNew Delete . . o stationery for new HTML A:lal Marrow ' 1
earcl Algerian Regular al |8
_ - < Theme_  No theme currd Arial J| [matic 9 1
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New New Contact New Delete  Meeting More oo Busi c Card Move Mail Sendto Forward Follow
Contact Group ltems ~ - Eie | usiness L. o = h Merge OneNote |Contact ¥ Up~
MNew Delete Communicate Current View Actions @ As a Business Card Tay
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~ My Contacts . > As an Outlook Contact
- ) Lory vay
Contacts (This computer only) at co'y Day

Learning & Development Tr

BLZ Furkidds
ef ° S5G

£ Search
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My Contact Save & Delete Forward |Members| Notes Add Remove Update Email Meeting Follow Private  Zoom
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(3 Name » 2_ New E-mail Contact Email
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G - Contact Group
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Actions Show Members Communicate Tags Zoom Immersive

This client is one of our acquisitions for Septemberl
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File  Meeting Scheduling Assistant  Insert Draw Format Text Review Developer Help
0 Me @ 58 Geemw - O 8 [
(@) a
W au Check Names I :
Delete Copy to My S Send to C..anclel -D» Reminder: 15 minutes Recurrence Immersive
Calendar OneNote  Invitation E Response Options ~ 4 Reader
Undo Actions OneNote Anendees Options Tags Immersive ™
@ You haven't sent this meeting invitation yet.
P From coryday88@gmail.com
Title Company Meeting
Send
Required ES5G
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Start time Tue 03/05/2022 B 1400 v [alday [ @& Time zones
End time Tue 03/05/2022 | 1500 ¥| 3 Make Recurring
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Chapter 15: Calendar Objects, Tasks,

Notes, and Journal Entries
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Today ryday88@gmail.com [}
1530 || Company Meeting you attend training on Mon, Tues, or Wed? Sun 17:16
1700 | Design Meeting Waeeks Ago
ulkes atWork
mer List for Inveicing 22/04/2022
% Dear Cory, Please find the attached customer list as requested. If you could create
= R """+ Older .
'
Items: 13 Unread: 4 Connected B B
15°C 1] - . @ a 1523
Moty cloudy PruPDCvs.OFOM | AES U Gy,

Team Meeting - Appointment

File  Appointment Scheduling Assistant  Insert Draw Format Text Review Developer Help
= .
O R Fl e @l 8 Sexmw - O A [
QI Save & Delete Copy to My Send to Invite . . Recurrence I High Importance Immersive
Q Reminder: 15 minutes v
Close Calendar OneNote = Attendees J/ Low Importance Reader
Undo Actions OneNote Attendees Options Tags Immersive v
@ Conflicts with another appointment.
Title Team Meeting
Save & Start time Tue 03/05/2022 E 15:30 - T an day O @ Time zones
Close
End time Tue 03/05/2022 E 16:00 ¥| £ Make Recurring

Location
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Save & Delete Send to Invite . . Recurrence = Categorize Immersive View
— v Re der: 15 1 ~
Close OneNote  Attendees 'D' eminder minutes v \L Reader Templates
Undo Actions OneNote Attendees Options Tags Immersive | My Templates v
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3] Title Team Meeting
E
I'll reply later
Save & Starttime | Thu 12/05/2022 =1 1000 ~| Oaldy & ply
Close Heading to a meeting. I'll get back to you soon.
End time | Thu 12/05/2022 E'H 10:30 v | &3 Make Recurring .
I'm running late
| Location ‘ I'm running late.
?
Hi Al Lunch?
Do you want to meet for lunch this afterncon?
Have set this up for now - please respond by acce!:utlng, or declining the meeting so that Meeting i
we can come to an agreement on the Team Meeting slot on a Mon, and Thurs, each -
week.‘ A
Have set this up for now - please respond by accepting,
or declining the meeting so that we can come to an
agreement on the Team Meeting slot on a Mon, and
Thurs, each week.
@ Template
File ~ Meeting Scheduling Assistant  Insert Draw FormatText Review Developer Help
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B v
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B From v blzfurkidds@outlook.com
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Send
Required Safest Solutions; corI
Optional Cory Da
P Wy RE X
coryday88@gmail.com
Start time Thu 12/05/2022
End time Thu 12/05/2022 £ 1030 w| & Make Recurring
Location E:\ Room Finder
Hi All,

Have set this up for now - please respond by accepting, or declining the meeting so that
on a Mon, and Thurs, each week.

we can come to an agreement on the Team Meeting slot

File  Meeting Developer Help
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(@) Please respond

9

® 12 May 2022 10:00-10:30

Hi All,

Edit the Response before Sending Fri 06/05/2022 21:20
Send the Response Now

Do Not Send a Response

Have set this up for now - please respond by accepting, or declining the meeting so that we can come to an agreement on the Team Meeting slot on a Mon, and Thurs, each week.
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@ Compliance Review (Training) - Meeting
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The following responses to this meeting have been received:

| Name |Attendance Response
blzfurkidds@outlook.com Meeting Organizer None
Safest Solutions Reguired Attendee Accepted
foulkesatworkuk@gmail.com  Required Attendee Tentative
Cory Day Required Attendee None

Add a name here
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End time Wed 11/05/2022 (5] 11:25 ¥ | & Make Recurring
Location
Hi @co

coryday88@gmail.com
coryday88@gmail.com
e Safest Solutions <safestsol@gmail.c...

safestsol@gmail.com
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Outlook Options

General

Mail

Calendar

People

Tasks

Search

Language
Accessibility
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

- | Change the settings for calendars, meetings, and time zones.

Work time
F Work hours:
© Start time: 08:00 ~
End time: 17:00 ~

Work week: [J Sun Mon Tue Wed Thu Fri [J Sat

First day of week:

First week of year: ‘ First 4-day week ~ ‘

Calendar options

7 Default duration for new appointments and meetings: :

(J End appointments and meetings early®

Less than one hour: | 5 minutes ¥

One hour or longer: | 10 minutes ¥

File  Appointment Scheduling Assistant  Insert Draw FormatText Review Developer Help  Immersive Reader
= = |
2 M & Swewmw - O FF C G
GI Save & Delete Send to Invite . . Recurrence =~ Categorize Immersive View
i R der: 15 t v
Close OneNote  Attendees '[‘-’l emincer minutes v \L Reader Templates
Undo Actions OneNote Attendees Options Tags Immersive My Templates
3] Title Conference Venue
=
Save & Start time | Wed 04/05/2022 EH 10:00 " [JAllday [] @ Time zones
Close
Endtime | Wed04/052022 [ [ 1055 ¥ O Make Recurring
e 10:55 (About 1 hour) a
| Location 11:25 (About 15 hours) )

11:55 (About 2 hours)

12:25 (About 2.5 hours)
12:55 (About 3 hours)

13:25 (About 3.5 hours)
13:55 (About 4 hours) v




DRI . Today Tomorrc
Toda - -
‘ y | ‘i| |i‘ 9-13 May 2022 Washington, D.C. 69°F /50°F 68°F/5
Advanced View Settings: Calendar X
iy Thursday
Description |
12
Columns... Start, End | D . .
cacd Group By.. Format Calendar X |
Calendar Appointments
Sort.. .
10 pt. Calibri
000 { Font... } | B ‘ oK
iters it Day and Week View Cancel i
Ti le: 30 minut
10:00 Other Settings... Fonts and other Day/Week/Month View settings e scale finutes e
Month
Conditional Formatting.. = User defined colors for appointments D Show end time
11:00
Format Columns...
12:00 Reset Current View OK

Send / Receive Folder

View

Acrobat

Help

ERE O ERE| EEE
Mew  Mew Mew Skype Today Mext7 Day Work Week Manth Schedule
Appointment Meeting ltems ~ Meeting Days Week View
MNew Skype Meeting Go To P Arrange P
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7

4 [m] My Calendars

[] Calendar - blzfurkidds @ outlook.com [}
[ United States holidays
] Birthdays Calendar - blzfu

[] Calendar - My Outlook Data File(1)

[] Other Calendars

4[] Shared Calendars
[] Safest Solutions

rkidds@outlock.com|4

ate; 535G Coffee 08:30 Updated invitation:
dds@outlook... Budget Meeting @ Tue Apr
Options DisL 14, 2020 8:30am - 9:30am |...
21
I(]Q:SDTeam Meeting
28
ds@outlook.c 08:30 General Marketing
Meeting
Marketing M...

|

Q Tell me what you want to do

H

Open  Calendar
Calendar > Groups =

Em_‘
; (=1
E-mail
Calendar

IManage Calendars

Tuesday

S8 F/41°F Search Cale
WEDMESDAY
1 Apr

15

22

08:30 General Marketing
Meeting

29

08:30 General Marketing
Meeting
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Hide This Calendar
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1 Eename Calendar
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Developer  Help

O EEE B+

Day Work Week |Month|Schedule Open
Week View Calendar v

IZI @ /l\ m Search People

Add Book
E-mail  Share Publish Calendar 2 ress boo
Calendar Calendar Online ¥ Permissions

Arrange &Y Manage C; Find

Create New Calendar Group

Create a new calendar group in the Folder
1~ Pane. Tomorrow
||i| May 2022 e 68°F/58°F ¢
Save as New Calendar Group

x = Safest Solutions & could Saves the currently dls!:JIayed calendars as
a new calendar group in the Folder Pane.
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New New Today Next7 Day Work Week Month Schedule| Open  Calendar e e
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Items: 0
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Arrange by: Flag: Due Date
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File

& = Wl [

Book flights to Mauritius - Task

Task Insert Draw

Format Text  Review Developer

Help

[l
< B8

N

me [ Q

Save & Delete Forward Send to Task | Details Mark  Assign Send Status =~ Recurrence  Categorize Follow Immersive  Zoom
Close OneNote Complete Task Report v Up v \L Reader
Actions Show Manage Task Recurrence Tags Immersive Zoom v
@ Due tomorrow.
Subject Book flights to Mauritius
Start date | Wed 11/05/2022 E“ Status |In Progress -|
Due date | Wed 11/05/2022 E| Priority |Normal v| % Complete |@
Reminder | Wed 11/05/2022  [T]| Reminder Time 08:30 v | a| Qwner blzfurkidds@outlook.com

Book flights for holiday

Our Book Review - Task

&

File  Task Developer Help

. e

) Reply

Delete Send to Task |Details ) Reply All

OneNote ~> Forward
Actions Show Respond

Date completed Noﬂe

Total work 0 hours Mileage

Actual work 0 hours Billing information

Company

Update list

‘ Create Unassigned Copy

&

Collect Library Resources - Task

File Task |Insert Draw Format Text

= I = o

Save & Delete Forward Send to
Close OneNote

Task | Detail

Actions Show

@ Due in 2 days.

Subject Collect Library Resources
Start date Wed 11/05/2022 =]
Due date Thu 12/05/2022

=

[[] Reminder None

(b

L’C’] EE |9| Private

& oH | High |

Send Status | Categorize Follow : ''9 mportance
SEFEL v Up~ |, LowImportance

Manage Task Tags

Send Status Report

Create an e-mail message which
contains a status report about this
task.

Review Developer Help

o Q

Zoom

Immersive Zoom

vER O BRSO Q
2 Le N 0@ | <)
s Mark  Assign Send Status  Recurrence = Categorize Follow * Immersive = Zoom
Complete Task Report v Up v \l/ Reader
Manage Task Recurrence Tags Immersive Zoom e
Assign Task
Assign this task to someone else.
Status Waiting on someone else ¥
Priority Normal ¥ % Complete 0% 3
Reminder Time  None v iy Owner blzfurkidds@outlook.com
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< Mark Complete
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To-Do List i you are done with it \ Sityee: Book Sohm e Medim
Duedate Starts on 11/05/2022, due on 11/05/2022
Tasks v [8 Today tems marked complete do not Status  In Progress Priority  Normal % Complete 0%
Safest Solutions <safestsol@gma appear in the To-Do Bar. = [ Owner  bizfuriddds@outiook.com
o S s B om Book flights for holid
Add Author Details R M ot L
Book Chapter Completion fi F
Organize Team Lunch R M
Book Launch B M
v [ Tomorrow
[ Book fights to Mauriis ag
v [0 This Week
Collect Library Resources g Ftl
<
ubje ue Date ~ ategories
v My Tasks O [E4]subject Due Dat Cat o
To-Do List Click here to add a new Task
Tailn [ O our Book Review Mon 13/04/2020 fo
[® O Add Author Details Tue 14/04/2020 fa
Book Review Wed 15/04/2020 v/
[?2 ] Book Chapter Completion Mon 20/04/2020 F
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[ [ Book Launch Fri 24/04/2020 fa
1 Book flights to Mauritius Wed-11/05/2022 V]
[ Collect Library Resources Thu 12/05/2022 o
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Report Editing | I
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Navigation Options... Ttents ! I
Mon 13/04/2020 08:58
D Notes
D Folders
Shortcuts
9B R @ -
.. ltems: 3 All folders are up to date.  Connected to: Microsoft Exchange {imi]
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Brand Colors for guides:

1. #2ED2C2
2, #B83BC5

10/05/2022 22:16

I+ 7 Conversation History
i% Journal
L Junk Email [1]
Motes
=] Outbox
R55 Feeds
I 0 Sync Issues 3
| Tasks
0 Search Folders

i My Qutlook Data File(1)
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»[=] Inbox 3 @ Untitled - Joumal Entry
[Z Drafts 9] . i
B File  Journal Entry Insert Draw FormatText Review Developer
[ Sent ltems
v o Q
Deleted Items 2 @ L @ I‘E‘I H
m = X3 ¢! O a8l o3
[ Archive Save & Forward Delete Start Categorize Private = Address Check Zoom
)E Calendar Close Timer v Book Names
» 8= Contacts Actions Timer Tags Names Zoom
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|_E'® Journal
Entry type ‘Phone call
Junk Email
&y Starttime | Tue 10/05/2022 (5| [22:24 w | Duration | Ominutes
D Notes

[ Outbox
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@ Journal
@ Junk Email
Inbox - blzfurkidds@outlook.com - Outlook
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O Do not send automatic replies
ﬁ Info

o Send automatic replies

H blzfurkidds@outlook.com P
Only send during this time range:
Microsoft Exchange v g 2
|22:oo -

Start time: |Tue 10/05/2022
+ Add Account —
End time: | Wed 11/05/2022 > [2200 Z

Open & Export

Save As
p ACCOUnt Automatically reply once for each sender with the following messages:
e Change setti @ Automatic replies
Account connections.
Settings ¥ " Access t ‘Segoe ul v ‘

https/d B 1 U A= =

" Get the
Hello All,
Please note that | will be on annual leave from 10/05/2022, returning to work on the 12/05/2022.
Should you need any support, please contact Safest Solutions on ssg@ssg.co.ial
|:| Automat
& Use automat]
Automatic respond to e
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= Mailbox
Office Account o Manage the
Tools I
Feedback = 148 GB
Options {é{_ Rules an Rules... Cancel
Q Use Rules ant-riere-w neip-orgeames yommmesmmmmg-srmen sy es, e s s
Manage Rules updates when items are added, changed, or removed.
& Alerts

Send / Receive  Folder View Developer Help

TS m E %ﬂ @)/_l m =3 Y safest Solutions

e % . -
(54 Delete Archive Reply Reply Forward B BLZ Furkidds
Email Items v % v All = ™ Team Email v

New Delete Respond Quick Steps Y
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Chapter 16: Creating and Managing
Online Meetings

£ search

Microsoft 365 admin center

Home

Add-ins

-+ Deploy Add-In S Search
Mame T Description Host Apps
COutlook

n Zoom for Qutlook Add a Zoom meeting to any Outlook calendar event,

o & -

E7 Scheduling Assistant 5] Response options ~ [ Busy ~ < Categorise

Zoom

PS @ G (#) Add a Zoom Meeting
. B cers
2J| Update Meeting S Settings

3 > Mon, May 16, 2022 v

Y o J) Fortesque X Optional
9
Suggested times Preferences
Mon 16/05 Mon 16/05 Mon 16/05 10
08:00 - 08:30 08:30 - 09:00 09:00 - 09:30
@ Zvailable: Everyone @ Available: Everyone @ Available: Everyone 30-min meeting - Linda Ann Foulkes
1

© | 16/05/2022 08:.00 v @ Alday @ Time zones

16/05/2022 08:30 A QD Don't repeat

@D % Teams meeting

(® search for a room or location

L@

joi

QB O

Add a Zoom Settings Viva
Meeting Insights

Zoom Add-in




@ You haven't sent this meeting invitation yet.

B From

Title
Send
Required
Optional
Start time

End time

Location

linda@foulkesatwork22.onmicrosoft.com

Linda Foulkes's Zoom Meeting

blzfurkidds@outlook.com; ' )) Fortesque

Thu 19/05/2022 ﬁ 10:00 v [COaAiday [ Q Time zones
Thu 19/05/2022 =1 1030 v| & Make Recurring

https://zoom.us/j/95829585733?pwd=ViEOTWNIbTdkb3IMa0VKazdIUmlYdz09&from=addon

Linda Foulkes is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting

https://zoom.us/j/95829585733?pwd=V]EOTWNIbTdkb3IMa0VKazdIUm|Ydz09&from=addon

Meeting ID: 958 2958 5733

Passcode: 1G3Ai7

Save time by scheduling your meetings directly from your calendar.

»; Microsoft Outlook Plugin Chrome Extension
] @
Download Download
Filee Home Send/Receive Folder View Developer

M 0O 0

Q2

Nifl=

New Schedule a Start Instant X Delete Archive

Email Itemsv  Meetingv Meetingv S

New Zoom Delete

) Zoom - Schedule Meeting X

Security

;

Video

Host O

o Generate Automatically O Personal Meeting 1D 594 653 4024

(N3VTH ®

. J

Only users who have the invite link or passcode can join the meeting

() Waiting Room
Only users admitted by the host can join the meeting

On o Off Participants O On ° Off

Advanced Options ~

D Do not show me again Cancel



Filer Home Send/Receive Folder View Developer Help

ﬁ ° pb—h p—h p—h

. 5 =

H o @ &FE i
New New New Meet New Teams Today Next7 chedule

Appointment Meeting Items v Now  Meeting Days View
New Teams Meeting Go To [ Arrange ]

File  Meeting Scheduling Assistant  Insert  Draw  Format Text  Review  Developer Help

2 e % i X @ 58 s@w - b w8 9

= ' ] 0
Delete _, _  JoinTeams Mesting Don'tHost Sendto  Cancel #7 015 miutes ~ O Racurance Tgs  Dictate  Immersive Add a Zoom Settings  Viva
Mesting Options  Online OneNote  Invitation ﬂ w = Raader Templates Mesting Insights
Undo AT Teams. MMIN] OreNote Amendees Opteons Vonce e Sive My Temngiates Toxwm Add-n hd

() ¥ou haverit sent this meeting invitation yet

Fron lindad@oulke:
B Tit Training Update Meeti
Send
Required Chris L'emnriere;  mattio. froom;
Opticnal
Start time Tue 17/06/2022 B o900 -
End time Tue 17/05/2022 ] oo30 -
Location Microsoft Teams Meeting B3, Room Finder

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Learn More | Meeting options

3 Settings D e

Cast

Settings X

€§3 General On close, keep the application running

B3 Accounts [0 Disable GPU hardware acceleration (requires restarting Teams)
Register Teams as the chat app for Office (requires restarting Office

© Privacy applications)

[\ Notifications () Enable logging for meeting diagnostics (requires restarting Teams)

2 Devices

Open new chat in

© App permissions @ Main window O New window

Captions and transcripts




Tasks

@ Available
[# New chat
€33 Settings

(> Sign out
X Quit

& Microsoft Teams (work or school)
<> Pin to taskbar
X

Close all windows
3, rocus {55 R I ) =

BEEE& ~o-

-
Outlook Options ? X
G I = . .
enera E{é} View and manage Microsoft Office Add-ins.
Mail
Calendar Add-in Options
People Launch Add-in options dialog: | Add-in Options...
Tasks
Add-ins
Search
Language [Name ~ JLocation {Type el
Active Application Add-ins
Accessibility

Microsoft Access Outlook Add-in for Data Collection and Publishing C\..6\ADDINS\ACCOLK.DLL ~ COM Add-in
Advanced Microsoft Exchange Add-in CALNSWmOutlookAddindll  COM Add-in
C\...INS\Colleaguelmport.dll  COM Add-in
C t.Teams.Addinl erdll Add-in

CA\..VADDINS\OUTLVBA.DLL COM Add-in

Customize Ribbon

Quick Access Toolbar
OneNote Notes about Outlook Items C\...0\Office 16\ONBttnOL.dll  COM Add-in
Add-ins Outlook Social Connector 2016 C\...OCIALCONNECTOR.DLL COM Add-in
Zoom Outlook Plugin C\...ZoomOutlookPluginé4.dll  COM Add-in__|
Trust Center
Inactive Application Add-ins
Skype Meeting Add-in for Microsoft Office C\...ot\Office16\UCAddin.dll COM Add—inE
Add-in: Microsoft Teams Meeting Add-in for Microsoft Office
Publisher: Microsoft Corporation

Compatibility: No compatibility information available

Location: C:\Users\foulk\AppData\Local\Microsoft\TeamsMeetingAddin\ 1.0.22062.1\x64\
Microsoft.Teams.AddinLoader.dll

Description:  Microsoft Teams Meeting Add-in for Microsoft Office

Manage: :COMAddAins ': Go...

I OK | . Cancel

Manage: | Disabled ltems | ¥ Go...




Marketing Update Meeting
in 5 minutes

Meeting ID: 997 1050 7372

Start Snooze Y
L, rocus (58] @ ——w—— T 1%
% & a 20:55
0 o o AR 0 O

_\‘ Calendar ¥ Meet now + New meeting
-] G Today < > May 2022 v 5 Work week
Monday Tuesday Wednesday Thursday Friday
&
Calendar
8 Update
k Linda Foulkes
Calls
9 Training Update Marketing
Microsoft Teams https://zoom.us/
] Q_ search ﬂ = o X
Cvr
@ & Today < > May 2022 Vv (5] Work week
Chat
E Mond Tuesd Wednesd Thursd Frid
S onday uesday ednesday ursday riday
19

20



=i -

E Calendar 3 Meet now

@ Today < > May2022 Vv

16 17 s A
Monda: Tuesday . -
Training Update Meeting
17 May 2022 09:00 - 09:30
Update Meeting
Linda Foulkes :
Edit
[ Training Update Meeting s g
s | © Microsoft Teams Meeting el
Microsoft Teams Meeting Linda Foulk 136771549582
& httg s.microsoft.com/l/meetup-join
10 om Meeting
158295 =
= +h particir
30-min meeting - Linda Ann Foulkes ith particiy

Training Team

Linda Foulkes

Training Update Meeting

‘Choose your video and audio options

Your camera is turned of f

Cancel Join now

My calendar 4

Marketing Meeting

19 May 2022 09:00 - 09:30

Edit p
te N | Marketing Meeting

ns M

https://zoom.us/i/93677154

https://zoom.us/j/93677154958?
pwd=YURpYmZWbVhKYUlyL3BLbk1ZU2phU
TO9&from=addon | Linda Foulkes's Zoom Meeting

https://zoom.us/j/958295857

© Linda Foulkes



B /7 U S|V & » Paragraph ~ AR | = = = 99

5=

Linda Foulkes is inviting you to a scheduled Zoom meeting.

Join Zoom Meeting
https://zoom.us/j/93677154958?pwd=YURpYmZWbVhKYUlyL3BLbk1ZU2phUT09&from=addon

Meeting ID: 936 7715 4958
Passcode: 5ZelLzm

|9 Launch Meeting - Zoom

() https://zoom.us/j/93677154958?pwd=YURpYmZWbVhKYUlyL3BLbk1ZU2phUT09&from=addon#success

‘Account  Efi# General (Learn Micr... ﬂ eB

P . . .co.uk: Prim...
This site is trying to open Zoom Meetings. LI S | HAlK]

https://zoom.us wants to open this application.

D Always allow zoom.us to open links of this type in the associated app

Linda Foulkes

it L]

Join Audio Start Video

® ~ 21:02
T A RO 00000 ©

_+_

Apps ic Share

e leave V

Leave

End meeting

End Meeting for All

Leave Meeting




Marketing Meeting

Linda Foulkes

A il -

Join Audio Start Video Security

© Settings X
General
Video
Audio

[;j Share Screen

D Chat

Zoom Apps

B3 Background & Filters

Recording

Profile

@ Statistics

Q Keyboard Shortcuts

Accessibility

Mirror my video Studio Effects




@® Join or create ateam 93

Some quick details about your private team X
Team name

Safest Solutions )
Description

Collaborative channel to keep on track with projects and tasks, and
collaborate in real-time on documents. We will also keep records of our
internal training process herel =

* Customise channels

Rename channels to customise them for your team,
General

Announcements

Employee Chat

Training

pres

e Y Safest Solutions
/

General
Announcements =}

Employee Chat

Training

Linda Foulkes
linda@foulkesatwork22.onmicr...

QGEO Available - Set status messa...

© Available
® Busy
© Do not disturb

Be right back

£23 Settings D

Cast



& Privacy
[ Notifications
@ Devices

O] App permissions

Out of office greeting

When should your customised out of office greeting play?

(J Al the time

(J When I have an Outlook auto reply

(J When | have an Out of office calendar event

Teams and channels

You will get desktop and activity notifications for:

All activity Mentions & replies Customised ?
New messages, reactions, Personal mentions and Your customised settings
and all mentions replies to your messages are active.

Captions and transcripts

0

Activity

)

Chat

Teams

Calendar

Teams

Your teams

Safest Solutions

T

e
-

General
Announcements =}
Employee Chat

Training

Foulkes@Work

General

Collaboration and Tools

ses

g
,j‘; General posts Files Wiki Power Automate T

Welcome

Here are some

Channel notifications > All activity

Posts, replies, mentions
Pin

Off

Manage channel Except direct replies, personal mentions

Get email address Customised N4
Get link to channel - e
Connectors

Activity

Chat

Teams

Calendar

%

Calls

O

Cilme

Teams

Your teams
:“‘t Safest Solutions
X

General
Announcements =}
Employee Chat

Training

ﬁ Foulkes@Work

General

= : * Employee Chat Posts Files Wiki

Hide

&

Manage team
Add channel

Add member

8° &) &

|'__°‘ Leave the team



Add members to Safest Solutions

Start typing a name, distribution list, or security group to add to your team. You can
also add people outside your organisation as guests by typing their email addresses.

JF )] Fortesque X gb_r_l_si m

Chris L'empriere

= CHRIS

Add members to Safest Solutions

Start typing a name, distribution list, or security group to add to your team. You can
also add people outside your organisation as guests by typing their email addresses.

JF )] Fortesque X  blzfurkidds@outlook.com “

Teams

Your teams
;\, Safest Solutions
7

General
Announcements s}
Employee Chat

Training
ﬁ Foulkes@Work

u Collaboration and Tools

& Add blzfurkidds@outlook.com as a guest

> @ I Meet v~ O -

"%  Safest Solutions -

L 7 Collaborative channel to keep on track with projects and tasks, and collaborate in real-time on documents. We will al...

Members  Pending Requests Channels  Settings Analytics Apps Tags

This team has guests.

+ Team picture Add a team picture

» Member permissions Enable channel creation, adding apps, and more
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