LW Course Status Report - Excel Spreadsheet Instructions

1. Save your spreadsheet as .xls.
2. Deleterows 1, 2 and 3.
3. Highlight Columns D and E, then Insert two columns to the right of Column C.
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9 |Georgina Hanna ginaih57@gma Yes = LivingWorks 6/9)
10 |Rauna Fox rfox@spvusd.o Yes - LivingWorks 6/9)
11 |Ruben Gonzalez rgonzalez@s d.org Yes - LivingWorks 6/9)
12 |Jeanette Montgomery jmontgomery@spvusd.org Yes |= LivingWorks 6/9)
13 |Roger Ruvalcaba rruvalcaba@imperialusd.org Yes E LivingWorks 6/9)
14 |Stacey Garcia sgarcia@spvusd.org Yes - LivingWorks 6/9)
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4. Copy Column C (Email) and paste into Column D.
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1 |First Name Last Name :_e_m_aﬁ i il enabled expires
2 |Courtney Russell Icuurtnev,russell@Iassenhigh.:l:/l___ Yes -

3 [DONNA MENDOZA ldonna.mend 0 Yes .

4 |James Lee i ssenhigh.org senhigh.org. Yes -

5 |Kayla Millar {kayla.milla %senh' .org @lassenhigh.org Yes i

6 |Amy Vaughan lamy.vaugh| igh.org y @l high.org Yes -

7 |Nahid Harlan Inahid.harlg i nahid.harlan@lassenhigh.org Yes =

8 g e CIAN lisa.deal@lassenhigh.org Yes =

9 . micah.freeman@Iassenhigh.org i Yes -
10 1 Copy Column C (Emall) and paSte elizabeth.ammon@Iassenhigh.org Yes -
11 into Column D; delete word “emai zeane.barber@lassenhigh.org Yes is
12 from Column D to avoid any dmclart@hotmail.com Yes =
13 . Itschaake@|coe. Y -

confusion later. EciieRl e i o8

14 jim.ernaga@lassenhigh.org Yes -
15 : Yes =
16 |Sara Smith Isara.smith — Yes =
17 |Jon Landerman :jon‘landerr Yes &
18 |Kerrissa Schall :kenissa.sc, Yes =
19 | Christy Rose :christy.msi@lassenhigh,org Yes -
20 |Robert Nielsen Irobert.niel I thigh.org Yes -
21 IBeniamin Wade Ibwade@lassenhigh.ore - bwade@lassenhigh.ore Yes -




Highlight Column D, go to Data, select “Text to Columns”, confirm that “Delimited” is selected
(Convert Wizard Step 1), then click Next >
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2. Select “Data” tab

enabled expires Course name enrolled

courtney.russell@lassenhigh.org | courtieyfussell@lassenhigh.org Yes - LivingWorks 5/30/20 -
a donna doza@| high.org | donna doza @I high.org Yes - LivingWorks 5/30/20 -
jim.lee@lassenhigh.org jim.l nhigh.org Yes - LivingWorks  5/30/20 -
kayla.millar gh.org kayla.millar@lassenhigh.org Yes - LivingWorks 5/30/20 -
A hi I high. g 3 ; s TSR TR
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nahid.har org

lisa.deal@Ilassenhigh.org
micah.freeman@Iassenhigh.org
elizabeth. I high.org
zeane.barber@lassenhigh.org
dmclart@hotmail.com
tschaake@Icoe.org
jim.ernaga@lassenhigh.org
david.damme@lassenhigh.org

The Text Wizard has determined that your data is Delimited. b

If this is correct, choose Next, or choose the Data Type that best describes your data.

° Delimited I Characters such as commas or tabs separate each field. :_
- Fields are aligned in columns with spaces between each field. !

sara.smith@| high.org I
n jon.landerman@Iassenhigh.org |
kerrissa.schall@! high.org

christy.rose@lassenhigh.org
robert.nielsen@lassenhigh.org
bwade@Ilassenhigh.org
alisse.parker@lassenhigh.org
rebecca.reger@| high.org
satica@msn.com
dbosse@Icoe.org
chris.todd@lassenhigh.org
kenna.english@lassenhigh.org
andrea.harris@lassenhigh.org

Preview of selected data: ‘
Preview of selected data: ‘

1
2 fourtney . russell@lassenhigh.org |
3 Honna.mendoza@lassenhigh.org I
4 [jim. Lee@lassenhigh.org ‘
5 kayla.millar@lassenhigh.org

pmy . vaughan@lassenhigh.org I
7 hahid.harlan@lassenhigh.org '
8
9

lle.weiher@! high.org llisa.deal@lassenhigh.org E
jessica.larson@lassenhigh.org fricah. freeman@lassenhigh.org
sh kevin.mecullough@! high.org

Cancel Finish F

mrockey@Icoe.org
victoria. haproff@lassenhigh.org

De-select “Tab” if checked. Check “Other:” and type “@” in the box, then click “Finish.”
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This is what Columns D and E will look like. You should see the name separated from the email

domain name.
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1 |Last Name First Name email enabled expires Course name enrclled source due date started Last Accesse Last Accessefkt
2 |calderon Cabrera Jose Fernando icoe.org Yes - LivingWorks  5/26/20 - - 5/26/20 /2820 LivingWorks
3 [Tewalt Dan dtewalt@icoe.org deewalt icoe.org Yes - Livingworks  5/28/20 - C 5/28/20  5/28/20 LivingWorks
4 |Gomer Sonia sonia gomez0712@gmail.com  |senia.gomez0712 lgmail.com Yes 5 LivingWarks 6/1/20 - 5 6/1/20  6/1/20 LivingWorks
5 |LEDON NANCY nancy_ledon@hotmail.com nancy_ledon hotmail.com Yes - LivingWaorks 6/1/20 - - 6/1/20 6/1/20 LivingWerks
& |Hanna Georgina ginains7@gmail.com ginaihs7 lgmail.com ves - LivingWrks 6/9/20 - - 6/9/20 6/9/20 LivingWerks
7 |Fex Rauna Ffox@spvusd.org roxc Ispvusd.ong Yes - LivingWaorks 6/9/20 - - 6/11/20  6/11/20 UvingWorks
8 |Gonzatez Ruben rgonzaler@spvusd.org rgonzalez Ispvusd.org Yes 5 LivingWarks 6/9/20 - 5 6/10/20  6/10/20 LivingWorks
9 |Montgomery Jeanette jmontgomery@spusd.org jmontgomery lspuusd.ong Yes 5 LivingWarks 6/9/20 - 5 6/9/20  6/10/20 LvingWorks
10 |Ruvalcaba Roger rruvalcaba @imperialusd.org rruvalcaba imperialusd.org Yes 5 LivingWaorks 6/9/20 - 5 6/9/20  7/9/20 LivingWorks
11 |Garcia Stacey sgarcia@spvusd.org sgarcia lspvusd.org Yes 5 LivingWaorks 6/9/20 - 3 6/9/20 6/9/20 LivingWorks
12 [Thomason Bryan bthomason@imperialusd.org. bthomasen imperialusd.org Yes - LivingWaorks 6/10/20 - = 6/10/20 6/10/20 LivingWorks
13 |Garibay Rigel rgaribay@spvusd.org rgaribay |spvusd.org Yes - LivingWaorks /1020 - = 6/10/20 6/10/20 LivingWorks
14 |Din Jessica idin@imperialusd.org jdin imperialusd.org. Yes - LivingWaorks 6/10/20 - = 6/10/20 7/8/20 LivingWorks
15 |Alvarez Adina aalvarez@sprusd.org. aalvarez. |spvusd.org Yes - LivingWaorks 6/11/20 - = 6/13/20 6/14/20 LivingWorks
16 [Morales Juan imorales@spwisd.org jmorales spvusd.org Yes - LivingWorks  §/12/20 - - 6/12/20  6/14/20 LivingWorks
17 |Chaver Sarah schaver@spvusd.org schavez spvusd.org Yes - livingWaorks  §/12/20 - - 6/12/20  6/15/20 LivingWorks
18 | Madrigal Joseph joe_madrigal @hotmail.com joe_madrigal hatmail.com Yes - livingWorks  6/12/20 - - 6/12/20  6/12/20 LivingWorks
19 |Amezquita Iulieta jamezquita @spvusd.org jamezquita Ispvusd.org Yes 5 Uvingworks  6/12/20 - - 6/12/20  6/12/20 UvingWorks -
20 | Amezquita Julie jamezquita@spvusd.com jamezquita |spvusd.com Yes - LivingWaorks 6/12/20 - - 6/12/20 6/12/20 LivingWoerks -
21 |Monson Mary mkmonson@gmail.com mkmonson |[gmail.com Yes - LivingWaorks 6/12/20 - - 6/12/20 6/12/20 LivingWorks
22 |Aguilar Karen kaguilar@spvusd.org kaguilar |spwusd.org Yes - LivingWarks 6/12/20 - = 6/12/20 6/14/20 LivingWorks
23 |Jeffers Sarah sjeffers@spvusd.org sjeffers Ispwusd.org Yes 5 LivingWorks  6/13/20 - |- 6/13/20  6/13/20 LivingWorks
24 | amezquita Julie lemait.com Yes 5 LivingWorks  6/13/20 - - 6/13/20  6/15/20 LivingWorks
25 |Garcia Joel joel. i ) lgmail.com Yes 5 LivingWaorks  6/13/20 - 3 6/13/20  6/13/20 LivingWorks
26 |Hotel Kellay kelleyhotel@ya hoo.com kalleyhotel lyahoo.com Yes 5 LivingWorks  6/13/20 - 5 6/13/20  6/15/20 LivingWorks
27 |anizo Alexandria asrvizo@spvusd.org aanvizo Ispvusd.org Yes - LivingWorks  6/13/20 - 5 6/13/20  6/14/20 LivingWorks
28 |Blackmer-Blomquist Stacy sbblomaquist@spvusd.org sbblomquist lspvusd.org. Yes 5 LivingWorks  6/14/20 - - 6/14/20  6/14/20 LivingWorks
29 [Winterholler Jason winterholler@hotmail.com winterholler hotmail.com Yes - LivingWorks  6/14/20 - . 5 A
30 |Winterholler Jason winterholler®spvusd.org. jwinterholler [spvusd.org. Yes - LivingWaorks 6/14/20 - = 6/14/20 6/14/20 LivingWorks
31 [Meraz Rosa reampos @spvusd.ong. fEampos. spvusd.org. Yes - LivingWaorks 6/15/20 - ol 6/15/20 6/15/20 LivingWorks
32 |Wright Angela awright@spvusd.omg awright |spvusd.org Yes - LivingWaorks 6/15/20 - = 6/15/20 6/15/20 LivingWorks
33 [Malvido Pati patiz2z@mac.com pati32 mac.com Yes - LivingWorks  6/15/20 - - 6/15/20  6/15/20 LivingWorks
34 |Johnson Dorene: dichnson® icoe.org. djohnson icoe.org Yes - LivingWaorks 6/15/20 - = 6/15/20 6/15/20 LivingWorks -
35 |rush tim trush@spwusd.org. trush |spwusd.org. Yes - LivingWaorks 6/15/20 - - 6/15/20 6/15/20 LivingWoerks
36 |Lowe Robert blowe@spvusd.org blowe |spwusd.org. Yes - LivingWaorks 6/15/20 - - 6/15/20 6/15/20 LivingWorks
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| Count: 87 [ ] By

+ 100% |

Cut Column A, then click on Column C. Right click and select “Insert Cut Cells.” Now you should
see Last Name (Column A) and First Name (Column B) — this will be easier to identify Learners on
your final list.
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; 2 JCourtney Russell courtney.russe Paste ErAV; issell lassenhigh.org  Yes
i 3 JDONNA MENDOZA donna.mendoz 3 doza lassenhigh.org  Yes
a 4 flames Lee jrlﬁ:ie;éliaws?e Paste Special > lassenhigh.org  Yes
i 5 [Kayla Millar kayla.millar@!| lassenhigh.org  Yes
1 6 [Amy Vaughan amy.vqyghag_ an lassenhigh.org  Yes
i‘ 7 INahid Harlan nahid.harlan@ Delete n lassenhigh.org  Yes
i 8 |Lisa Deal lis: 1@lass Clear Contents lassenhigh.org  Yes
E 9 [Micah Freeman micah.freema man lassenhigh.org  Yes
! 10 [Elizabeth Ammon elizabeth.amn Format Cells... 21 mmon lassenhigh.org  Yes
i 11 jZeane Barber zeane.barber¢ Column Width... er lassenhigh.org  Yes
; 12 jDeborah MclLarty dmclart@hotn Hide ~0 hotmail.com Yes
« 13 [Toni Schaake tschaake@Icor 3 Icoe.org Yes
i 14 flames Ernaga j!_rn ernaga@l: G ~0 lassenhigh.org  Yes
! 15 fDavid Dar.nme david.da.m@il‘ Import |mage ne Iassenhigh.nrg Yes
j 16 |Sara Smith sara.smith@!; ) lassenhigh.org  Yes
]‘ 17 jJlon Landerman jon.land I h.org jon.landerman lassenhigh.org  Yes
| 18 [Kerrissa Schall kerrissa.schall@lassenhigh.org kerrissa.schall lassenhigh.org  Yes




8. Then go to Sort, check the “My list has Headers” box; from Column drop down menu, select the
column with the email domains (Column E). Go to “+” to add a row, “Then by.” From Column
drop down menu, select Last Name (Column A). Then hit OK.
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A2 . fx Russell
A B Cc D E F G H I J K
i1 Last Name First Name email enabled expires  Course name _enrolled e due date]
2 [Russell | Courtney Sy r el @ lssenhEl courtney.russell |lassenhigh.org |Yes I B30 -
| 3 |MENDOZA 'DONNA donna.mendoza@Iassenhigh.org  donna.mendoza lassenhigh.org [Yes -
| 4 |Lee James Jim.lee@lassenhigh.org m.lee lassenhigh.org Yes =
£ 5 |Millar Kayla kayla.mill or1g kayla.millar lassenhigh.org. Yes & i
i 6 [vaughan Amy ‘amyvaughan@lassenhighorg  amyxaughan ~ lassenhighorg es R -
+ 7 |Harlan Nahid nahid org _nahid.harlan i Yes = 1=
1 8 |Deal Lisa lisadeal@lassenhighorg ® Sort
| 9 |Freeman ‘Micah micah freeman@Iassenhigh.org | E
{10 |Ammon Elizabeth lizabeth. Add levels to sort by: 4 My list has headers |
| 11 |Barber Zeane
|12 iﬂE.ﬂany—_Deb_mh Column Sort On Color/lcon ﬁ
1 13 |Schaake b <
14 |Biiees Sort by (Column E) < Walues < < -
15 |Damme by a ame Al e A to L
16(Smith  |sar E
17 |Landerman Jon L
18 |Schall Kerrissa
19 | Rese (Christy ErGT I aE sct RE . OTE 3. Drop down =
20 [ Nielsen 'Robert robert.nielsen@lassenhigh.org menu L
|21|Wade.  [Benamin _ |bwade@lassenhighore | E-
| 22 |Parker Alisse alisse parker@lassenhighorg L
| 23 |Reger rebe
| 24 |satica rie satica -+ | — | Copy E
25 |Bosse i dboss: i
26 |Todd chrs. = Options... Cancel m =
| 27 |English kenna K
| 28 [Harris andre: org andrea.harris lassenhigh.org Yes i LvingWorks  6/2/20 -
29 |weiher ‘anjanell nhigh.org anjanelle.weiher lassenhigh.org |Yes = LivingWorks  6/3/20 - |-
| 30 |Larson Jessica.larson® h.org Jessica.larson lassenhigh.org Yes E  LivingWorks | 6/3/20 - =

9. After sorting, you will see that both Column A (Last Name) and Column E (email domains) are in
alphabetical order.

AutoSave ourse_Status

Home Insert Draw  Page Layout Formulas Data Review View  Acrobat Q Tell me

I:'?@ [‘% ?}é“ Pév@ccunnectinns @ D:D A ? Clear (?E ﬁ E‘( Eé“ EE %v E“ EEE

From From New Database Refresh pmp!_m“ Stacks Geogra.. Z| Sort Filter it Textto Flash Remave Data  Consolidate What-If Group Ung
HTML  Text Query All Edit Links L & Advanced Columns  Fill  Duplicates Validation Analysis

£38 : fx lassenhigh.org

A B C D E F G H 1 J K

il Last Name First Name email enabled es  Course name enrolled source due da
2 Miller Shannon shannonca7@gmail.com shannonca? gmail.com Yes - LivingWorks 7/30/20 - -

3 | Meclarty Deborah dmeclart@hotmail.com dmclart hotmail.com Yes - LivingWorks 6/1/20 - 7/8
4 Jauregui Camille cjauregui@johnstonville.org cjauregui johnstonville.org Yes - LivingWorks 6/25/20 - -

5 | Kirkpatrick Bobbie bjlirkpatrick@johnstonville.org  bikirkpatrick johnstonville.org Yes - LivingWorks  6/13/20 - -

6 Urquizu Lisa Marie lurquizu@johnstonville.org lurquizu johnstonville.org Yes - LivingWorks 6/15/20 - -

7 |Acuna Maria maria.acuna@lassenhigh.org maria.acuna lassenhigh.org Yes - ingWorks 6/16/20 - -

& |Ammon Elizabeth elizabeth.ammon@Ilassenhigh.org elizabeth.ammon lassenhigh.org Yes - LivingWorks 6/1/20 - -

9 Barber Zeane zeane.barber@lassenhigh.org zeane.barber lassenhigh.org Yes - ngWorks 6/1/20 - -
10 Damme David david.damme@Iassenhigh.org david.damme lassenhigh.org Yes - ngWorks 6/1/20 - -
11 Deal Lisa lisa.deal @lassenhigh.org lisa.deal lassenhigh.org Yes - LivingWorks 5/31/20 - -
12 English Kenna kenna.english@lassenhigh.org kenna.english lassenhigh.org Yes - LivingWorks 6/2/20 - -
13 Ernaga James jim.ernaga@Ilassenhigh.org jim.ernaga lassenhigh.org Yes - LivingWorks 6/1/20 - -
14 Freeman Micah micah.freeman@Ilassenhigh.org  micah.freeman lassenhigh.org Yes - LivingWorks 5/31/20 - -
15 Hanson Kelli kelli.hanson@lassenhigh.org kelli.hanson lassenhigh.org Yes - ngWorks 6/9/20 - -
16  Haproff Victoria victoria.haproff@lassenhigh.org  victoria.haproff lassenhigh.org Yes - LivingWorks 6/3/20 - -
17 |Harlan Nahid nahid.harlan@lassenhigh.org nahid.harlan lassenhigh.org Yes - LivingWorks 5/31/20 - -
18 |Harris Andrea andrea.harris@|assenhigh.org andrea.harris lassenhigh.org Yes - LivingWorks 6/2/20 - -
19 Herrmann Kelly kelly. igh.org  kelly. lassenhigh.org Yes - LivingWorks 6/11/20 - -
20 Hooven Shanda shanda.hooven@lassenhigh.org  shanda.hooven lassenhigh.org Yes - LivingWorks 6/9/20 - -
21 Landerman Jon jon.land: igh.org jon.land lassenhigh.org Yes - LivingWorks 6/1/20 - -
22 |Larson Jessica jessica.larson@Ilassenhigh.org jessica.larson lassenhigh.org Yes - LivingWorks 6/3/20 - -
23 Lee James jim.lee@lassenhigh.org jim.lee lassenhigh.org Yes - LivingWorks 5/30/20 - -
24 McCullough Kevin kevin.mccullough@lassenhigh.org kevin.mccullough lassenhigh.org Yes - LivingWorks 6/3/20 - -
25 Meadows Jason jason. igh.org  jason. o lassenhigh.org Yes - LivingWorks 6/5/20 - -

26 MENDOZA DONNA donna.mendoza@lassenhigh.org  donna.mendoza lassenhigh.org Yes - LivingWorks 5/30/20 - -



10. Deleting unnecessary columns/rows: Highlight Columns D through H (hold Shift to select
Columns D — H), right click and select “Delete.”

11. Highlight Columns E through L and delete these columns; then highlight Columns F —S and delete
these columns. The remaining columns should be:

a. Last Name, First Name, Email, Enrolled and Status
é Excel File Edit View Insert Format Tools Data Window Help
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E1| F3 . fx

| A B c D E F
1r1 Last Name First Name Email Enrolled Status
2 | 2 Miller Shannon shannonca?@gmail.com 7/30/20 Completed
3|3 |M|:Lartv Deborah dmclart@hotmail.com 6/1/20 Completed
4 F 4 Jauregui Camille cjauregui@johnstonville.org 6/25/20 Completed
5 |[ 5 Kirkpatrick Bobbie bjkirkpatrick@johnstonville.org 6/13/20 Completed
6 E 6 Urquizu Lisa Marie lurquizu@johnstonville.org 6/15/20 Completed
7 |€ 7 Acuna Maria maria.acuna@lassenhigh.org 6/16/20 In Progress.
8 (8 Ammon Elizabeth elizabeth.ammon@Iassenhigh.org 6/1/20 Completed
9 l 9 Barber Zeane zeane.barber@lassenhigh.org 6/1/20 Completed
10 F 10 Damme David david.damme@Ilassenhigh.org 6/1/20 In Progress
11 |J 11 Deal Lisa lisa.deal@lassenhigh.org 5/31/20 In Progress
12 |0 12 English Kenna kenna.english@lassenhigh.org 6/2/20 Completed
13 L 13 Ernaga James jim.ernaga@lassenhigh.org 6/1/20 Completed
14 | 14 Freeman Micah micah.freeman@Iassenhigh.org 5/31/20 Completed
15 15 Hanson Kelli kelli.hanson@lassenhigh.org 6/9/20 Completed
16 | 16 Haproff Victoria victoria.haproff@lassenhigh.org 6/3/20 Completed
17 17 Harlan Nahid nahid.harlan@lassenhigh.org 5/31/20 In Progress
18 || 18 Harris Andrea andrea.harris@lassenhigh.org 6/2/20  Completed
19| 19 Herrmann Kelly kelly.herrmann@Ilassenhigh.org 6/11/20 Completed
20 || 20 Hooven Shanda shanda.hooven@lassenhigh.org 6/9/20 Completed

12. Filtering the Status Column.
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1. Highlight Status Column, then

1

2 go to Filter above. Completed @ S

3 Completed  sort

4 fegui Completed

5 |patrick Bobbie bjkirkpatrick@johnstonville.org} 6/13/20] Completed QJ Ascending ﬁl Descending

6 uizu Lisa Marie lurquizu@johnstonville.org 6/15/20] Completed =
7 ha Maria maria.acuna@I|assenhigh.org 6/16/20) In Progress j Byiecian -
8 mon i elizabeth. i 6/1/20| Completed Filter

9 ber Zeane zeane.barber@lassenhigh.org 6/1/20] Completed

10 hme David david.damme@lassenhigh.org 6/1/20 InProgress By color: <
1 I, Lisa Ilsa.deal@Eassenhlgh.urg 5/31/20 In Progress Choose One [ =
12 Jish Kenna kenna.english@lassenhigh.org 6/2/20 Completed

13 hga James jim.ernaga@Iassenhigh.org 6/1/20] Completed Q

14 kman Micah micah.freeman@Ilassenhigh.org 5/31/20] Completed

15 fson Kelli kelli.hanson@lassenhigh.org 6/9/20) Completed (Select All)

16 Jroff Victoria victoria. haproff@lassenhigh.org 6/3/20|  Completed Completed 3. Uncheck “Completed.”
17 |an Nahid nahid.harlan@lassenhigh.org 5/31/20 In Progress

18 fis Andrea andrea.harris@lassenhigh.org 6/2/20 Completed I krogress

19 fmann Kelly kelly.herrmann@Iassenhigh.org 6/11/20|  Completed Not Started

20 fven Shanda shanda.hooven@Iassenhigh.org 6/9/20|  Completed

21 Herman Jon jon.landerman@lassenhigh.org 6/1/20] Completed

22 lon Jessica Jjessica.larson@lassenhigh.org 6/3/20 Completed

23 James jim lee@lassenhigh.org 5/30/20|  Completed

24 [ullough Kevin kevin.mccullough@lassenhigh.org 6/3/20] Completed

25 pdows Jason jason.meadows@lassenhigh.org 6/5/20|  NotStarted

26 NDOZA DONNA donna.mendoza@Iassenhigh.org 5/30/20 Completed

27 far Kayla kayla.millar@lassenhigh.org 5/30/20 Completed

28 }ic Lacy lacy.music@lassenhigh.org 7/22/20) In Progress.

29 |sen Robert robert.nielsen@Ilassenhigh.org 6/1/20] Completed

30 |ent Morgan maorgan.nugent@lassenhigh.org 6/12/20] Completed

31 fer Alisse alisse.parker@lassenhigh.org 6/1/20 Completed

32 ler Rebecca rebecca.reger@lassenhigh.org 6/1/20] Completed

33p Christy christy.rose@lassenhigh.org 6/1/20 Completed

34 Brent brent.ross@lassenhigh.org 6/16/20] Completed

35 kell Courtney courtney.russell@lassenhigh.org 5/30/20 Not Started

Course_Status 2020 08 02 (2) i



13. After unchecking “Completed” you should only see Learners who are “In Progress” and “Not

14

”

Started.

HTML  Text Query All | Edit Links B i " Advanced Columns Fill Duplicates Validation

£l vl fe status

A B C D E F G H I J

1 Last Name First Name Email Enrolled m
7 _|Acuna Maria maria.acuna@lassenhigh.org 6/16/20 In Progress @ Status

10 |Damme David david.damme@Iassenhigh.org 6/1/20|  In Progress Sort
) Deal Lisa lisa.deal @lassenhigh.org 5/31/20 In "y - z -
17 |Harlan Nahid nahid.harlan@lassenhigh.org 5/31/20 In Progress z+ Ascending #+ Descending
.25 | Meadows Jason jason.meadows@Ilassenhigh.org 6/5/20|  NotStarted B tor: o
.28 [Music Lacy lacy.music@Iassenhigh.org 7/22/20  InProgress colet ¥
35 |Russell Courtney courtney.russell@lassenhigh.org 5/30/20 Not Started Filter
43 |Stewart Rachel rachel.stewart@lassenhigh.org 6/3/20 In Progress
.45 | Todd Chris chris.todd@lassenhigh.org 6/1/20 In Progress By color: | <
47 Wade Benjamin bwade@|assenhigh.org 6/1/20 InProgress Equals 5
50 |Rockey Michael mrockey@|coe.org 6/3/20 In Progress 9 &3 | In Progress

52 |Satica Carrie satica@msn.com 6/1/20| ~ InProgress | And ° or

53

¥ Equals Not Start... ~
55 I B | Q

56

57 ‘ & (Select All)

on @ Completed

59

60 I | In Progress

61 i B | Not Started

62 |

63

64

65 B |

66

67 | Clear Filter
68 1

ca I

Highlight Column E (Status), right click to Insert a Column. Then type “Expiration Date”
in the new column.

AutoSave @ oFF ﬁ E"E ﬂ Excel Lassen_Course_Status

Home Insert Draw  Page Layout Formulas Data Review View Acrobat & Tell me

I:% |:BE| @ . @ . [5] connections @ D:U Al N Clear CEE @

Properties E Reapply
From From New Database Refresh - _ Stocks Geogra.. Zl Sdrt  Filter Textto Flash
HTML  Text Query All Edit Links A \& Advanced Columns  Fill
E53 v Sx
A B e D E F G
_7_una Maria maria.acuna@lassenhigh.org 6/16/20 In Progress
10 mme David david.d @I high.org 6/1/20 In Progress
&al Lisa lisa.deal@lassenhigh.org 5/31/20 In Progress
71 rlan Nahid nahid.harlan@lassenhigh.org 5/31/20 In Progress
i sadows Jason jason.meadows@lassenhigh.org 6/5/20 Mot Started
iﬁic Lacy lacy.music@lassenhigh.org 7/22/20 In Progress
i‘lssell Courtney courtney.russell@lassenhigh.org 5/30/20 Mot Started
A3 awart Rachel rachel.stewart@lassenhigh.org 6/3/20 In Progress
A5 dd Chris chris.todd@lassenhigh.org 6/1/20 In Progress
A7 ade Benjamin bwade@Ilassenhigh.org 6/1/20 In Progress
50 ickey Michael mrockey®|coe.org 6/3/20 In Progress
52 tica Carrie satica@msn.com 6/1/20 In Progress



15. Entering Expiration Date formula: Select the first “Enrolled” date, then go into the Expiration

Date column and type in this formula: =sum( - then click on first “enrolled” date; type +60), then

hit Return.
a.
Excel File Edit View

AutoSave @ ofF

AR o

Insert Format Tools Data Window Help

Review

View

Acrobat

6/1/20
6/25/20
6/13/20

Slisian

& Excel Lassen_Course_Sta

This formula will provide the Expiration Date which is 60 days from the Enrolled date.

Q Tell me

Conditio

Format &

Cell Sty

Completed
Completed
Completed
Completed

~ Dok

Expiration Date column, type in
formula =sum(then click on first
“enrolled” date; type +60).

Home Insert Draw Page Layout Formulas  Data
4 v v
03~
Paste
sum 2 % v fx =sum(D2+60)
A B o
1 Last Name First Name
2 |Miller Shannon shannonca7@gmail.cg
3 McLarty Deborah dmclart@hotmail.coq
4 Jauregui Camille cjauregui@johnston
5 Kirkpatrick Bobbie bjkirkpatrick@ johnstg
6 Urquizu Lisa Marie lurguizu@johnstonvil
7 Acuna Maria maria.acuna@lasse
g Ammon Elizabeth lizabeth @I
9 Barber Zeane zeane.barber@lasse
10 |Damme David david.damme@lasse) _OFE
11 Deal Lisa lisa.deal@lassenhigh.org
12 English Kenna kenna i high.org
13 Ernaga James jim.ernaga@Iassenhigh.org
14 Freeman Micah micah.freeman@Ilassenhigh.org
15 Hanson Kelli kelli.hanson@lassenhigh.org
16 |Haproff Victoria victoria.haproff@lassenhigh.org
17 (Uaclan Makid mahid hadanflacranhink aes

16. Then go to the corner and drag it to the last name in the row so that each date will now have a

corresponding Expiration Date.

|  Excel File Edit View Insert Format

6/1/20
5/31/20
6/9/20
6/3/20

ciavimn

Tools Data Window Help

Completed
Completed
Completed
Completed

9 Excel Lassen_Course_Status

AutoSave @ orr @

| Home Insert Draw Page Layout Formulas Data

ﬁ“j v & Calibri (Body) vz v A A T
| | EB “ =
| B r M vi &AL =

£2 . fic  =SUM(D2+60)

A B =

| 2 Last Name First Name Email

2 |Miller Shannon shannonca7@gmail.com

3 Mclarty Deborah dmclart@hotmail.com
i 4 Jauregui Camille cjauregui@johnstonville.org
1 5 Kirkpatrick Bobbie bjkirkpatrick@johnstonville.org
i 6 Urquizu Lisa Marie lurquizu@johnstonville.org
{7 Acuna Maria maria.acuna@lassenhigh.org
18 Ammon Elizabeth elizabeth.ammon@Ilassenhigh.org
! 9 Barber Zeane zeane.barber@lassenhigh.org
f10 Damme David david.damme@lassenhigh.org
| 11 Deal Lisa lisa.deal @lassenhigh.org
} 12 English Kenna kenna.english@lassenhigh.org

Review

AR

Enrolled
7/30/20
6/1/20
6/25/20
6/13/20
6/15/20
6/16/20
6/1/20
6/1/20
6/1/20
5/31/20
6/2/20

View  Acrobat @ Tell me
Date . ﬁ Conditional F
[iZZ Formatas Ta
$v% 9 % % [iZ cell styles
E F G H
Expiration Date Status
9/28/201  Completed
Completed
le]
Comple]l  Click here and drag it
s W he last line of
In Progr own to the last line o
Comple] data.
Comple|
In Progress
In Progress
V Completed




The result:

O AutoSave @@ oFF ’ﬁ" Pg E" (j v tj S a Excel Lassen_Course

Home Insert Draw Page Layout Formulas Data Review View  Acrobat Q Tell me

E?@ [I;E @v FQV [sd Connec.tictns @ mj al . ? N4 Clear EE

Properties rx Reapply
From From New Database  Refresh Stacks Geogra.. Z| sort Filter Text to
HTML Text  Query Al [ EditLinks \& Advanced  Columne
£7 . Jx =SUM(D7+60)
A B G D E F

|48 Enrolled Expiration Date

7 |Acuna Maria 6/16/20 8/15/20 In Progress
T Damme David Each Learner now i 7/31/20 In Progress
_11 | Deal Lisa has a 60-day 7/30/20 In Progress
_17 |Harlan Nahid Expiration Date. 7/30/20 In Progress
_25 |Meadows Jason 6/5/20 8/4/20 Not Started
28 | Music Lacy ey ITISSETTET.OTE 7/22/20 9/20/20 In Progress
35 |Russell Courtney courtney.russell@lassenhigh.org 5/30/20 7/29/20 Not Started
_43 | Stewart Rachel rachel.stewart@lassenhigh.org 6/3/20 8/2/20 In Progress
_45 | Todd Chris chris.todd@lassenhigh.org 6/1/20 7/31/20 In Progress
_47 |wade Benjamin bwade@lassenhigh.org 6/1/20 7/31/20 In Progress
50 Rockey Michael mrockey@lcoe.org 6/3/20 8/2/20 In Progress

52 |Satica Carrie satica@msn.com 6/1/20 7/31/20 In Progress

17. After following all the steps above, you will have a final Course Status List showing:

Insert Format Tools

A\ File Edit View Data Window Help @B O 3 D0 ¢
L Autosave @orf A B2 EF © v (I = & Excel Lassen_Course_Status

Home Insert Draw  Page Layout Formulas Data Review \View  Acrobat Q Tell me

b1 Connections Clear = £z =
Learners are sorted o —— @ ﬂ:ﬂ 2l . ? % S _E ﬂ% E)L g@ ¥
alphabetically by Last Name e Stocks Geogra.. Z| sort Filter i Textto Flash Remove Data Ca
Edit Links m,' d Cal Fill  Duplicat lidati
All
A53 - vﬁc
B C D E F G

| Last Name First Name i Enrolled Expiration Date Learner’s

? Acuna Maljla ma;jia.acuna@Iassenhig_h.org 6/16/20 8/15/20 In Progress - course status

10 Damme David david.damme@lassenhigh.org 6/1/20 7/31/20 In Progress
|11 |Deal Lisa lisa.deal @lassenhigh.org 5/31/20 7/30/20 In Progress and 60-day
17 Harlan Nahid nahid. harlan@lassenhigh org 5/31/20 7/30/20 In Progress Expiration
25 Meadows Jason jason d high.org 6/5/20 8/4/20 Not Started Date
|28 Music Lacy lacy.music@lassenhigh.org 7/22/20 9/20/20 In Progress
|35 Russell Courtney 2] Y li@!. high.org 5/30/20 7/29/20 Not Started
43 Stewart Rachel rachel.stewart@lassenhigh.org 6/3/20 8/2/20 In Progress
|45 Todd Chris chris.todd@|assenhigh.org 6/1/20 7/31/20 In Progress
47 Wade Benjami bwade®@|. high.org 6/1/20 7/31/20 In Progress
|50 Rockey Michael mrockey@lcoe.org 6/3/20 8/2f20 In Progress
| 52 Satica Carrie satica@msn.com 6/1/20 7/31/20 In Progress

|
ca

Emails are grouped by same
email domain which means

you can identify school By determining a Leaner’s 60-day
districts (unless a Learner expiration date, you can email
used a personal email them to remind them to complete
address). their Start training before they

lose access to it.

*Remember: In Progress licenses
past the 60-day mark, we CANNOT
re-distribute.




TIPS:

a. To select large amounts of data within your spreadsheet, go to the column and select a
row where you want your selection to start. Press Shift + Command + “right” arrow and
press the “right” arrow button as many times necessary to include columns that have

data. Then to select all data rows, keep pressing Shift + Command and now press “down”
arrow.



