Tips and Tricks

MAY 18, 2017

Annette Hughart, Treasurer
Barbour County Board of Education
(304) 457-3030


mailto:ahughart@k12.wv.us

Focus and Goal of Presentation

- This presentation is all about saving time

- Working more efficiently and effectively
- Most of us wear many hats and time is a precious commodity.

- Each year our workload gets heavier; requiring more and more time to
get the job done.

- Every minute counts, every second counts.
- Don’t laugh; it all adds up.

- Over time, minutes add up to hours.
- None of us like working overtime.
. It is the old adage, work smarter instead of harder.

- You may know some of the items in this presentation but some people
may not.



. | think sometimes we all feel like this!

", WORK! 4

DUE TO THE CURRENT
WORKLOAD, THE LIGHT
AT THE END OF THE
TUNNEL HAS BEEN
SWITCHED OFF
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It’s a big misconception. Everyone thinks
hell is all fire. Actually, it’s all paperwork.
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Date Format at Beginning of File Name

- To organize files and folders by date, use the date format at the beginning of the file
name or folder as YYYY-MM-DD.

File Home Share View 9
= S » Libraries » Documents » Documents » Annette s Barbour » FY2017 » AlE's v | D Search Al... P
# Quick access MName Date modified Type Size
Barbour (20160731 miEs ) 10/10/2016 %:43 AM  File folder
3 Downloads 2016-08-31 AJE's 10/10/2016 9:44 AM  File folder
FY2017 2016-09-30 AJE's 2/10,/2017 11:09 AM  File folder
2076-10-31 AJE's 11,/9/2016 9:09 AM File folder
Fy2nia I _ )
2016-11-30 AJE's 1/3/2017 11:35 AM File folder
& Dropbox 2016-12-31 AJE's 2/1/2017 B:34 AM  File folder
15 ACID Projects for VAIO 2017-01-31 AJE's 3/1/2017 82T AM  File folder
[ Deskiop 20017-02-28 AJE's 3/13/2017 11:13 AM  File folder
& iCloud Drive 2017-03-31 AJE's 371372017 336 PM File folder
= Documents 2017-04-30 AJE's 12/1/2016 930 AM  File folder
. 2017-05-31 AJE's 12/1/2016 9:371 AM File folder
&= Pictures
2017-06-30 AJE's 12/7/2016 10:23 AM  File folder
& 0D o R .
I Municipal Bond Recenciliation 3/6/2017 8:58 AM File folder
OneDrive - WV Department ¢ Indirect Cost Transfers 3172017356 PM File folder
§2H Recent ltems Year End 13th Month AJE's 6/23/2016 2251 PM  File folder
% iCloud Photos B3] Template for AJE's 12/1/2016 ::31 AM  Microsoft Excel W... 5213 KB

53 - Engagement-Management

« This file format always keeps files and folders in date order.
* Be sure to use two digits for the month and day to ensure
files stay in date order.



Windows Explorer Quick Access Folders

- Add folders to Windows Explorer window for quick access. This saves steps and mouse clicks.

I &[] =1 AEs - O x
Home Share View e

“— v » Libraries » Documents » Documents » Annette » Barbour » FY2017 » AJE's v O Search Al... @
s Ouick access “ Mame - Date modified Type Size
Barbour P 2016-N7-31 A IF's 10102016 G432 File folder i ]
& Downloads ’ 21 Open File folder Right click on any folder that
20m Open in new window File folder
Fy2017 »
fa0ie p o | Pintoquickaccess ] *—— | Ficfolder you want to add to the
& Dropbox * 221 £ Moveto Dropbox m:\ “QUICk ACCGSS" that |S OI"I the
13 ACID Projects for VAIO # E Share with p ! . . =
rlectsfor 21 . Fiefolder left side. Then click on “Pin to
I Desktop P 2017 Restore previous versions File folder . s
a iCloud Drive p 201] B3 Add to VAIO Gate Fle folder Quick access”.
@ Documents » 2017 ﬁ Combine files in Acrobat... File folder
=1 Pictures P 2017 ] - File folder
g 2017 3 S-canmth Malwarebytes Anti-Malware File folder
- ” Fv1 Pin to Start File folder
OneDrive - WV Departme Indi w0 Scan with Webroot File falder
9 Recent lterns -+ Yea Send to p File folder
% | iCloud Photos » B Tem Cut Microsoft Excel W... 5,213 KB
33 - Engagement-Manag e
&1 - Corrective Action Pla #
Create shortcut
2017-03-31 AJE's »*
Delete
Proposed Levy Rates * Rename
B Desktop Open folder location
23 Dropb
& Tropnex Properties
@ Onelrive
& Annette Hughart
[ This PC
'+ Libraries
. e em o e
16items 1 item selected =) =



Organization of File Folders

. If you want to start saving things and stop printing, the key is
ORGANIZATION of folders.

- To organize file folders think of them as you would for 3-ring binders
and dividers or vendor file folders.

- Organize by fiscal year.

- Always set-up folders in the same order with the same descriptions
each fiscal year to make it easy to find things.

- Most of your file folders for each year will be the same as previous years.

- To save time, set-up your folders for the year and then save these folders in
another location to be used as a template for future years.

- With these folders set-up you can just copy the folder listing into each
new fiscal year.

. Just check your current fiscal year folders for a few folder changes that
may need made.



Organization of File Folders (contd.)

. Set-up file folders with dates in the YYYY-MM-DD format at the
beginning of the folder name. This will keep folders in date
order.

- All of my documents are on my hard drive that | back up to
an external drive and keep at home so it is not in the same
place as my computer most of the time.

- All of my documents are on the OneDrive except the current
year since the OneDrive Is too slow to work from and can’t
handle the complexity of our Excel files.



Organization of File Folders (contd.)

Most everything | save is under a fiscal year, however, there are some things
that don’t fit into a fiscal year category and saved under (just a partial list):

. Deeds - Property
. GPS Coordinates for all » School Bank Accounts

WYV schools - School Floor Plans
. Manuals - WV State Code Sections
. Templates - VPN Set-Up

- Because, lol, you can’t ever

- Letterhead remember how to set it up
. Maps again.

- WVEIS Manuals
- WVEIS Settings, etc.

Vehicle Registration Cards



File Folder Organization Example

Home Share View

€ 3> v 4

3t Quick access
Barbour
4 Downloads
FY2017
Fy2018
Dropbox
15 ACID Projects for VAIO
[ Desktop
& iCloud Drive
= Documents
=/ Pictures
& 0D
OneDrive - WV Department ¢
::I Recent lterns
#  iCloud Photos
53 - Engagement-Manager:
61 - Corrective Action Plan
2017-03-31 AJE's

Proposed Levy Rates

[ Desktop
G‘} Dropbox
f@ OneDrive
a Annette Hughart
[ This PC
Libraries
e Local Disk (E2)
¥ Network
[EZ] Control Panel
‘4l Recycle Bin
Adobe Acrobat Xl
VTR1MOB4
i VIRIMOB4

116 items 1 item selected

1085-C

1089's

Affordable Care Act

AlE's

Allegheny Insurance
American Fidelity

Bank of America

Bank Recenciliation
Bankruptcy Discharge

BC Bank

Bids

BIE's

Board Financial Reports
Board Meeting Agenda ltems
Board Utility Reports
Bonding Potential
Brickstreet

Brickstreet Premium Audits
BRIM Claims

BRIM Insurance Certificates
BRIM Insurance Questionnaire
BRIM Loss Contrel Questionnaire
Budget

Budget Reconciliation
Budget Transfer Forms
Bureau of Labor Statistics
CJ. Wells

Cash Drawdowns

Cash Ledger

Certified List

Check Registers

Child Mutrition

City of Philippi

CMS GHP Report for IRS-55A-CMS Data ...

ComDoc
Conferences
Contracts

Deposits

Directories

Early Retirement
Employee Handbook
EnerNOC

F-Rata

» Libraries » Documents » Documents » Annette » Barbour ‘
~

MName

Date modified

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder

File folder

File folder

File folder

File folder

File folder

File folder

File folder

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File faldar

Size
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Search FY... 0@
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l Dropbox

Evernote for VAIO

Excel 2016
Feedback Hub
Get Office
Google Chrome

Groove Music

Help Systems

| HP A0 Printer Remote

IBM i Access for Windows

Pin Programs to Task Bar for Easy Access

Left click on Windows icon in bottom left corner of screen.
Find the program to pin to task bar.
Left click on program and hold then drag to task bar.

You can also rearrange the programs on
the task bar by left clicking on program
and holding then drag left or right.




Pin Files to Task Bar Programs

- When you have programs pinned to the task bar you can right click on
the program to see recently viewed files.

Pinned

Bl Chart of Accounts 2013-07-01

Bl FY17 Central Office Directory

ecent

FY18 Levy Rate Guidelines =

FY17 Schedule of Proposed Levy Rates...

FY17 Schedule of Proposed Levy Rates.. To pin files to the program, look under “Recent” for
FY18 Schedule of Proposed Levy Rates... the files recently used, then click on the thumb tack
FY17 Schedule of Proposed Levy Rates.. to the right. This will pin the file to the program.

FY1e BCEOE Draft Audit Findings

Stewart's Sanitation Invoice

Session A - [24 x 80]

2017-01-18 BRIM Claim Form - Bus 104

| Adobe Acrobat DC

5% Unpin from taskbar
CJ 5760 = 1080px : P

®» 7 @ s B p3




Clipboard

Edit

CalcTape — Free Program

H calctape 226

] | | follow us on

Twitter

| | Buy Pro

Font Size: 11pt | (=)

Iry CalcTape

For iPhone

@.

- A handy free program to use
instead of an adding machine is
CalcTape. | can’t tell you the last
time | used the adding machine
on my desk.

- CalcTape can be used run a
tape, can be printed and can
even be saved. There is also the
feature to add text descriptions,
as well

- It can be downloaded at
http://download.cnet.com/CalcT
ape/3000-20417 4-90456.htm|



http://download.cnet.com/CalcTape/3000-20417_4-90456.html

Clipboard

Ej CalcTape 226

Settings

Undo
Redo

E5 select Al
Edit

L:I Calculator

5| Text Editor

Search
P Find Mext
4 Find Previous

Mode Find

Ej FY15 Transportation Allowance Reconciliation [EJ

4

T X
]

472,483.4300008
1,923.316008
5,008.000008
1,465.796008

319. 6B8060
80,873, 008000
81.e06008

=+

+ + +

382,982,130000

1,923.3108600
1,465.7966868
88,873, 608080

81.000008

U K

+ + + + + +

84,181.700000

354,253, 008080
28,724, 008000
84,182, aoeces

287.0080080
780. 006008
286,858. 808000

+

674,285, 000000

674,289. 280000
2086,058.0680000

468,231, 000000

468,231, 008008
472,483.4300800

4,252,436000

468,231.000000 | CalcTape Freeware Edition [Personal use anly)

>

Total Unrestricted Transportation Expenditures
Deductibles Insurance, 11..12711.528

Bus Replacement, 11..12711.741

Property Insurance, 11..12731.521

Payment in Lieu of Transp, 11..12791.514
Vehicle Insurance, 11..12791.522

Liability Insurance, 11..12791.523

uding Payroll

Reconciles with FY15 Transportation Allowance for Operation, Maintenance & Contracted Servi

Deductibles Insurance, 11..12711.528
Property Insurance, 11..12731.521
Vehicle Insurance, 11..12791.522
Liability Insurance, 11..12791.523

Reconciles with FY14 Transportation Insurance Allowance

County Transportation Allowance at 92.5%

Add’1l Allowance Oper & Maint. For Alt. Fuel Buses (7.5%)
Insurance @ 100%

In Lieu Allowance

Operation & Maintenance MCVC Share (Add'l 7.5%)

Bus Replacement Allocation

Total Transportation Allowance

Total Transportation Allowance
Bus Replacement Allocation

Transportation Allowance, MNet of Bus Replacement

Transportation Allowance, Met of Bus Replacement
Total FY13 Transportation Expensitures Excluding Payrolléa

FY13 Transportation Expenditures Not Reimbursement

follow us on Twitter Buy Pro Activate Pro Font Size: 11pt E}

pEdLUny [

suopng wosns [

3

CalcTape Saved
File with Text
Descriptions

When you save the

__file, the file name
becomes the tab
name.




Email Organization

N . Organize emails by fiscal year.

o - Always set-up folders within each fiscal year the

= same.

o - This will make it easier to find an email when the
search feature returns too many possibilities or you
aren’t searching on the correct wording.

Superindendent

Title | - Connie Mundy

Vocational

Media

DDDDDDDDD



Quickly Spot Folders in Microsoft Outlook

- Microsoft Outlook still does not permit changing the color of
a folder. A work around can be to use special characters
In the built-in windows application “Character Map”.

I ‘ = 1

4 | Amr
4 [folder2
[ folderl
|| folder> Ak




Quickly Spot Folders in Microsoft Outlook (contd.)

- In the Windows search box type, “Character Map” and choose “Character Map’” Desktop
app.

=S| = O @

Best match
it
A Character Map
] Desktop app
Store
B Character Map
B windows Character Map
Search suggestions
/O character map - Get web search results
L
[
[

£ character map|




Quickly Spot Folders in Microsoft Outlook (contd.)

- With the Character Map window open, copy the character that you want to use.

x# Character Map El_lﬂ—hj
_ L | L | -
=TT e[z [x [o [ TS PP FEA A
LI [dL iL HES .
|J'L L=t " =011 | E=c
A'Tiﬂ}s-i}lnﬂ I JEedEeir N Ir
it (B L |PIR|A THI DK K|Z]Zz|AVv
Wiw | o | F{r{o|=[ [T e Personnel - Dave Meff
=R e S NITIN 2|7 (00N« || _
glolxn|xlalalTalil7e][7]2[7]al1]0]q 5p. Ed./Tech - Mike Ferguson
/¥ 7|awnli|a]3)9 N T|l|c|alili]e|e SuperintendentA A &
ﬂlTIQTIJJ_ILIJJiILinIinjR_EM_ﬁ_al:l
Bl g d| 2|3 TlZ|lxlxlz| 2l EZlZ x> E|E2 - T|t|E|'I:|:|nn|EMUHd}'-
Characters to copy |j,, [ Select ][ Copy ] Trﬂﬂipljrtﬂtiljﬂ
Advanced view ;
Vocational
Character set : ’L.Inicnde "’] Go to Unicode :
Group by : [AJI v]
Search for : Search
+25B2: Black Up-Poirting Trangle




Change File Type of Incoming Emails

In Outlook, select “File”, then “Options”.
Select “Trust Center” in the left pane.

Select “Trust Center Settings”, then “Email Security”.

In the “Read as Plain Text” section, deselect the box for “Read all standard mail in plain text”.

Trusted Publishers
T Encrypted email

Privacy Options
ﬂ_ Encrypt contents and attachments for outgeing messages

Email Security Add digital signature to outgoing messages

Attachment Handling /| Send clear text signed message when sending signed messages
Automatic Download Request 5/MIME receipt for all 5/MIME signed messages

Macro Settings Default Setting: Settings..

M DigitabDs{Cortificates)

= | Digital ID's or Certificates are documents that allow you to prove your identity in electronic tran
Publishto GAL.. | | Import/Export.. | | GetaDigital D...

Read as Plain Text




Cascading Emails

General

Mail

Calendar

Groups

Pecple

Tasks

Search

Language
Advanced
Customize Ribbon
CQuuick Access Toolbar
Add-ins

Trust Center

b Delivery and read receipts help provide confirmation that messages were successfully received. Mot all email
servers and applications support sending receipts.

For all messages sent, request:
Delivery receipt confirming the message was delivered to the recipient's email server

Bead receipt confirming the recipient viewed the message

For any message received that includes a read receipt request:

() Always send a read receipt

® Mever send a read receipt

() Ask each time whether to send a read receipt
| Autornatically process meeting requests and responses to meeting requests and polls
| Autornatically update original sent item with receipt infermation

Update tracking information, and then delete responses that don't contain comments

After updating tracking information, move receipt to: Deleted ltems

Message format

| Use Cascading Style Sheets (C55) for appearance of messages

| Reduce message size by removing format information not necessary to display the message
Encode attachments in WUENCODE format when sending plain-text messages
Autemnatically wrap text at character: | 78 -

| Remove extra line breaks in plain text messages

When sending messages in Rich Text format to Internet Convert to HTML format

recipients:

| Show Paste Options button when content is pasted into a message
| Show Mext and Previcus links in the message headers when reading messages

Deon't automatically expand conversations when using the keyboard to change messages

After moving or deleting an gpen item: | return to the current folder =

[4]

\

‘OK

| ‘ Cancel

. Cascade emalls to
show all related emalls
In a string.

- In Outlook, go to File,
— then Mall, then under
“Message format”,
check the “Use
Cascading Style
Sheets (CSS) for
appearance of
messages”.




Send / Receive

View ADOBE PDF

Cascading Email Example

wv.us - Outlook

Other Treasurers - ahughart @

Q Tell mewhat you wantto do

rI%Igm;»na
- Clean Up~

=1 &5

asot
" . Junk~
Erail ltems~ &S/Un

New Delete

I Favorites

Wendel
Warkforce WY - Unemployment
World Vision
WV Board of Accountancy
WV BRIM
WV DEP
WV DEpt of Agriculture
WV Dept of Transp
WV Development Office
WV DHHR
WV Municipal Bond Commission
WV PEIA
WV Retirement Board
WV Secretary of State
WV State Police
WV State Tax Dept
WV State Treasurer's Office
WVEA
4 \WVASEO
Other Treasurers
SASBO
WVASIS
WVCoRP
4 \WVDE
Budget Entry Approval
WVEA
WVEIS
4 WVSAD
Auditors
Direct Deposits
WVU Extension Service
4 Drafts [1]
Arieditrre

ltems: 221

F Iﬂ “ee

& Reminders: 4

x D ﬁ% [E% L;S [F2 Meeting

Mew  New Delete Archive

Reply Reply Forward E@Mnre'
All

Respond

Search Other Treasurers pel

nred enuons v
4 Monthly Financial Sta...
Denise Hott 3/3/2017

Yes. We have onein our

Denise, We are meeting at

Ann Bell
It's on my calendar!

3/32017

Veeta Burgess 3/3/2017
OF, then, Hampshire

Denise Hott 3/3/2017
That works for me. And yes

Beth Marrone 3/3/2017
lamin too:] Thanks, Beth

Veeta Burgess 3/3/2017
Thursday the 16th7 | am in.

Veeta Burgess 3/3/2017
From: Beth Marrone

Sure. This month | currently

Veeta Burgess
HI Annette, we are

3/3/2017

Ann Bell 332007
Thank you Annette!!

Annet hart T

If anyone has started to use

Amy Downey 2/22/2017
| went back and forth with

Amy Downey 2/21/2017
Ok, lwill do that, |

Annette Hughart 2/21/2017
Amy, Itisa programming

Amy Downey 22172007
Annette, |'ve been setting

Veeta Burgess  11/16/2016
That is what IP, Tony and

Annette Hughart 11/16/2...
Believe it or not, but | love

Transportation

Team Email

t 4

W

70

J

g Reply & Delete

Current Folder v“;

[ &

S To Manager iv @ﬂ E/_\,] B> ‘.a:' New Group Search Peaple ﬂ.~
v Dane :DI e i : L Browse Groups EE Address Book
Move Rules OneMote Unread/ Categorize Follow § Store
F Create New . . Read i Up- Y Filter Email -
Guick Steps m IMove Tags Groups Find Add-ins -~

2 Reply [E2Reply All £ Forward
Tue 2/212017 11:11 AM

Amy Downey
RE: Monthly Financial Statement Template

b Rt All of these )
emaills are
organized
and tracked
together
based on the
emall

conversation

Ok. 1 will do that. 1thought | was crazy and | kept redoing the report and then testing different parameters.

I'll email Kim and let you know what she says.
Thanks,

Amy W. Downey, Treasurer

From: Annette Hughart
Sent: Tuesday, February 21, 2017 11:10 AM

To: Amy Downey <adowney@k12 wv.us>
Subject: RE: Monthly Financial Statement Template

Amy,

It is a programming issue in WVEIS. I have contacted Kim Harvey before on these issues and 3 cated it had finally

been resolved. Lol, cause the problem keeps rearing its” ugly head. Kim has a hard time gettin

Maybe if you contact Kim Harvey to let her know that the issue is back and other treasurers are seeing the issue, not just me, she can push to try to get it
resolved again.

Let me know what she says.

Thanks,
Annette

From: Amy Downey

Sent: Tuesday, February 21, 2017 10:43 AM

To: Annette Hughart <ahughart@k12.wv.us>
Subject: RE: Monthly Financial Statement Template

Annette,

I've been setting up your reports and noticed that you seem to have an issue that I'm also having. On your food service report, 2013 is nearly all zeros and 2012 is all zeros. My 2013 and 2012 are also showing as
all zeros for those years. Any thoughts on why that is showing like that? v
] B -- -1 + 100%

All folders are up to date.  Connected to: Microsoft Exchange




Preface Email Response Comments with Your Name

General

Mail

Calendar

Groups

People

Tasks

Search

Language
Advanced
Customize Ribbon
Cuick Access Toolbar
Add-ins

Trust Center

| When a reply modifies a message, don't move the criginal

Replies and forwards

. In Outlook, go
to File, then
Mail, then under
“Replies and

- = . . .
L¢|\§ Open replies and forwards in a new window
=3 .. . . .
| Close original message window when replying or forwarding
f | Preface comments with:  [Annette Hughart \
When replying to a message: | | Include original message text -
— Py —
. . == .. -
When forwarding a message: | |= Include original message text -
Preface each line in a plain-text message with: >
Save messages
H | Automatically save itemns that have not been sent after this many minutes: | 5 .
g =

Save to this folder: | Drafts "

When replying to a message that is not in the Inbox, save the reply in the same folder
| Save forwarded messages
+| Save copies of messages in the Sent ltems folder

| Use Unicode format
Send messages

1= Default Importance level: !}ﬁ, Mormal -
Default Sensitrvity level: MNormal w7
Mark messages as expired after this many days: | 0
| Always use the default account when composing new messages
Commas can be used to separate multiple message recipients

| Automatic name checking

[elete meeting renuests and notificatinns from Inhoy after resnondinn

OK

Cancel

forwards”,
check the
“Preface
comments
with:” and type
your name in
the blank field.




Example of Preface Email Response

f:?, Ei L RE: Budget for next school year - Message (HTML)

Message Insert Options Format Text Review Developer ADOEBE PDF ' Tell me what you want to do

'_ & = - — . — r .. " - -
Cut Calibri -2 <A A =iz R S &I 5’\@ mJ f _.3 I* Follow Up -’
Copy ) I' High Importance ]
Paste B I U 3. .& . = = = &= 3= Address Check Attach Attach Signature Office
o ~ Farmat Painter = B — — | | Book Mames | Ele~ lem- o & Low Importance | pdd-ins
Clipboard P} Basic Text P MNames Include Tags fa | Add-ins S

0Yau are not responding to the latest message in this conversation. Click here to open it

From = ahughart@k12.wwv.us
To.. Jeff Woofter
Send
Ce...
Subject RE: Budget for next school year

From: James Poling
Sent: Monday, March 13, 2017 5:56 PM
To: leff Woofter

Subject: Fw: Budget for next school year

| sent the email out on February Sth, you can see it below.
[Annette Hughart] | had not seen the email. I

James R. Poling Jr.

Philip Barbour High School
99 Horseshoe Drive
Philippi WV 26416
impoling@k12.wv.us
304-457-1360
http://pbhs.barb.k12.wv.us

i L ({{




How to Edit/Make Notes on an Emaill Already Sent

- When you need information/responses from many people it can be cumbersome in tracking responses to ensure
information has been provided by everyone.
- Open the already sent email in Outlook then click on the dropdown for “Actions”, select “Edit Message”. Then type

anywhere in the email. You can also edit the font on anything in the email. The edited email is only seen by you;
Outlook doesn’t send the edited email to the recipients.

ADOEE PDF Q@ Tell me what you want to do

N o e i X = o - P Y 4
%Ignore x D E_1 (L_@ L_s 72 Meeting Transportation 3 To Manager ; ‘7 Rules L ;’ IEE > a& £ Find Q |
S T e f EJ Team Email v Done i LCasblats i s o [E] Related ~ y 3
® . Delete Archive Reply Reply Forward [ - ~ ov Mark Categorid Follow  Translate oom
wig Junk il Ef Mare Ei Reply & Delete # Create New - NEPAdions T | Unread s . [+ Select~
Delete Respond Quick Steps 1 Edit Megsage [F] Editing Zoom -~

Wed §/24/2016 2:10 PM = R 15 Message...

J—

ﬂ l Annette HLJgha[T it Resend This Message...
View in Browser

-

FY17 School Support Organizations

R 'a ” i
To Angela Harris (acfrey@k12.wv.us); Arretta Beck (ambeck@k12.wv.us); Briana Emigh (briana.emigh@k 12, wy.us); Cindy Wilmoth {cwilmot B Other Actions ’ 1@k 12wy us); Luella Saffle (lsaffle@k12.wv.us);
Misty Bolton (misty.bolton@k12.wv.us); Natalie Kristine Cross (ncross@k12.wv.us); Pam Manista {pmanista@k12.wv.us); Rosa Grose (rgrose @k12.wv.us); Tammy Hill (thill@k12.wv.us)

0 Follow up. Completed on Tuesday, September 20, 2016. \

You forwarded this message on 9/20/2016 8:41 AM, i

-_—é School Support Organi...
mE_i 21 KB

Please complete the attached for all support organizations for your school for this current school year. Please make sure to include the officers’ names | . .
for each organization. The I'ed teXt IS my ed |tS

Please return to me by Tuesday, August 30, 2016. to traCk responses

KEMS A

¢ Received 8/30/16

BES Edltlng emails is an

e Received 9/02/16

o o easy way to

¢ Received 8/29/16

MVES document / track

PES
» Received 9/07/16 e

vees verbal responses from

+ Received 8/20/16 phone conversations
PMS as well.

PBHS

e Received 8/24/16




Outlook Quick Parts

- We often type the same or very similar responses when replying to emails.

- To save time, save these phrases to Quick Parts.

- Highlight the text that you want to add to Quick Parts, then click on Quick Parts, then Save
Selection to Quick Part Gallery.

H S G e Q8 - FW: Philip Barbour High School - Message (HTML)

File Message Options Format Text Review Developer ADOBE PDF Q2 Tell rme what you want to do

| =2 E Q‘DF.&'EH a. @ [F ID‘iﬁ“’“"C“’ T Q 3=

r‘ Date & Time
Attach Outlook Business Calendar Slgnature Table | Pictures Online Shapes SmartArt Chart Screenshot  Hyperlink Bookmark  Text | Quick WordArt Equatlon Symbaol Horizontal

Filex Item  Card~ Pictures - Box~ Parts~ [ Object - Line
Include Tables INustrations Links Ef AutoText » [Symbols ~
'ﬂ'Ynu are not responding to the latest message in this conversation. Click here to open it. |__|E Save Selection to Quick Part Gallery... < Save
From + ahughart@k12.wv.us
=1 :
To.. Tammy Hill;
Send
Cc
Subject FW: Philip Barbour High School
ttached Kl w-9.pdf
ache H | s57kB
This vendor has been added to TRA School Funds Online. €= nghllghted text

From: Tammy Hill

Sent: Monday, March 13, 2017 9:14 AM

To: Annette Hughart <ahughart@k12.wv.us>
Subject: FW: Philip Barbour High School




Outlook Quick Parts (contd.)

. This next screen comes up to save your phrase. In the top field “Name”
give the phrase a description. Then click OK.

ERER
— Hame: Vendor Added to TRA

Gallery: Quick Parts W
Categony: General W
Description:

Save in: MormalEmail W
Qptions: Insert content only W

K Cancel




Outlook Quick Parts (contd.)

- To use a previously saved Quick Part, click On Quick Parts and a listing of
saved Quick Parts appears, click on the phrase that you want to insert.

H © = FW: Philip Barbour 1 Yigh School - Message (HTML)
File Message Options Format Text Review Developer ADOBE PDF Q' Te' me what you want to do
EEEEEEEEE: e\t HEI 4 T Qs
— —= (| &5 <> (=] I I (o B R | F.;'};.Date & Time . A
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes Smart&rt Chart Screenshot  Hyperlink Boolzgark  Text | Quick WordArt _ Equation Symbol Horizontal
i Filer ltem  Card-~ - - Pictures - - Box- Pats - L Object - - Line
Include Tables INustrations Links General L
'ﬂ"‘r’nu are not responding to the latest message in this conversation, Click here to open it e T
I Thits wendor has been added to TRA School Funds Ondine.
From = ahughart@k12.wv.us
=1
Ta.. Tammy Hill;
send
CL...
Subject FW: Philip Barbour High School | & AutoTed .
EEl w-9.pdf |__'E Save Selection to Cuick Part Gallery...
Attached L | 557KB N

This vendor has been added to TRA School Funds OnLine.




Outlook Quick Parts (contd.)

- Since getting to “Quick Parts” in the toolbar is cumbersome and too many steps, you can
add “Quick Parts” to the Quick Access Tool Bar that is at the very top of emails. To add, right
click on “Quick Parts” and choose “Add to Quick Access Tool Bar”

Right Click

Shows up here
/

H i 7 RE: SIGNED W-9 - Message (HTML)
File Message Options Format Text Review Developer ADOBE PDF ) Tell me what you want to do
EDE L B LELOr @ B EHE 4w Q
) 2 2 @ L dd @B Ml o0 @ [k H Roweatine | G
Attach Outlook Business Calendar Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot  Hyperlink Bookmark  Text  Quick WordArt ) Equation Symbaol
File= Item Card-~ - - Pictures - - Box~ Pi [ Ohiert )
Include Tables INustrations Links [ ]

i o . ) ) Customize Quick Access Toolbar...
ﬂ"r’ou are not responding to the latest ressage in this conversation. Click here to open it.

Show Quick Access Toolbar Below the Ribbon
From = ahughart@k12.wv.us

Customize the Ribbon...
|| =y | ustomize the Ribbon
To... Tammy Hil Collapse the Ribbon
{| Send 1
q Cc..
Subject RE: SIGNED W-5

From: Tammy Hill

Sent: Wednesday, May 10, 2017 8:07 AM
To: Annette Hughart <ahughart@k12.wv.us>
Subject: FW: SIGNED W-9




CURRENTLY BUSY. PLEASE DO NOT DISTURB.

TODAY I WILL KNOW THE JOY OF
" UNINTERRUPTED PRODUCTIVITY




Tasks Screenshot

Jo List - ahughal

Send / Receive Folder View ADOBE PDF Q Tell me what you want to do

3 El ’?‘ Meeting Today Next Week ' = Eﬂ Private 2% New Group Search People
“’E : Tomorrow No Date ¢ v ° M J - . High Importance 2 Browse Groups [EZ Address Book
New  New MNew = Delete / Forward More Mark  Remove o o Detailed Simple List | To-DoList | Prioritized Active Completed = Move OneNote = Categorize .
Task Email ltems~ Complete from This Week Custom Low Importance
MNew Delete Respond Manage Task Follow Up Current View Actions Tags Groups Find -
My Tasks ¢ Search To-Do List el
To-Do List [| Task SUBJECT START DATE REMINDER TIME DUE DATE - IN FOL... | CATEGORIES T |-
Click here to add a new Task
Tasks - ahughart@k12.wv.us
Tasks - ahughart@access k12.ww.us 4 |* Flag: Due Date: Tomorrow
Tasks - iCloud Archive %}Send Out Mor.lthlyCo!w?locAssoclnvolcas Mone Wed 3/15/2017 8:00 AM Wed 3/15/2017 Tasks |
- Put Flea and Tick Medicine on Dogs Mone ‘Wed 3/15/2017 8:30 AM Wed 3/15/2017 Tasks |
+iCloud A‘ | Flag: Due Date: This Week
. -¢ Check WVEIS WOW for Grants, Reimbursements, Budget Entries Mane Thu 3/16/2017 %:00 AM Thu 3/16/2017 Tasks |
Tasks - Cloud %, Check Freedom Bank Balance None Thu 3/16/2017 8:00 AM Thu 3/16/2017 Tasks |
4 | Flag: Due Date: Next Week
-:’:. E-Mail Directors for Quarterly Grant Clean Up Mon 3/20/2017 Mon 3/20/2017 8:00 AM Mon 3/20/2017 Tasks |
%:. Record Budget Supplement for Unfunded Retirement Liability Mane Mon 3/20/2017 8:00 AM Mon 3/20/2017 Tasks |
% Backup Computer Tue 3/21/2017 Tue 3/21/2017 8:00 AM Tue 3/21/2017 Tasks |
4 | Flag: Due Date: This Month
-:’:. Submit List of Early Retirement Bonus Employees to WVDE by March 15th Wed 3/15/2017 Mon 3/27/2017 8:00 AM Mon 3/27/2017 Tasks |
%:. Do BJE to Redistribute Payroll between Budget Lines MNone Tue 3/28/2017 8:00 AM Tue 3/28/2017 Tasks |
% Run "Budget Monitor” Report in WWVEIS and Clean Up Ledger MNone Tue 3/28/2017 8:00 AM Tue 3/28/2017 Tasks |
% Dis-Encumber and Re-Encumber Payroll Mone Tue 3/28/2017 8:00 AM Tue 3/28/2017 Tasks |
%} Submit Budget Supplements & Transfers through WVEIS WOW Mone Tue 3/28/2017 8:00 AM Tue 3/28/2017 Tasks |
Scholastic's Check Fri 3/31/2017 Fri 3/31/2017 &30 AM Fri 3/31/2017 A/P-Pur. I 1
check Fri 3/31/2017 Fri 3/31/2017 &:30 AM Fri 3/31/2017 A/P-Pur. I
el | Flag: Due Date: Next Month
%} Submit Chief School Business Official Certification Form Mone Sat 4/1/2017 8:00 AM Sat 4712017 Tasks |
%}Log Medical Mileage for Previous Month Mone Sat 4/1/2017 8:00 AM sat 41,2007 Tasks Personal I
%} Publish Budget Hearing Motice MNone Sat 4/1/2017 8:00 AM Sat 4/1/2017 Tasks |
%}Log into 10.172.0.14 to Reset Usage Data for Everyone on Big MFC in Mailro... MNone Sat 4/1/2017 8:00 AM Sat 4112017 Tasks |
-:’:. Supplement Miscellaneous Revenues Sun 4/2/2017 Sun 4/2/2017 8:00 AM Sun 4/2/2017 Tasks |
%:. Do AJE to Post Municipal Bond Commission Activity for Prior Manth Sun 4/2/2017 Sun 4/2/2017 8:00 AM Sun 4/2/2017 Tasks |
% Charge Indirect Costs for Previous Month Sun 4/2/2017 Sun 4/2/2017 8:00 AM Sun 4/2/2017 Tasks |
% Reconcile Monthly Ending Budget MNone Sun 4/2/2017 8:00 AM Sun 4/2/2017 Tasks |
%} Send Expiring Grant Report to Directors MNone Mon 4/3/2017 8:00 AM Naon 4/3/2017 Tasks |
%} Move Expired Grants to Refund Accounts Tue 4/4/2017 Tue 4/4/2017 2:00 AM Tue 4/4/2017 Tasks |
%} Prepare Budget Supplements from Previous Month for Board Approval Wed 4/5/2017 ‘Wed 4/5/2017 8:00 AM Wed 4/5/2017 Tasks |
-:’:. Prepare Budget Transfers from Previous Month for Board Approval Wed 4/5/2017 8:00 AM Wed 4/5/2017 Tasks | E
%}Send OQut Reminder to School Secretaries that Previous Month Finandial Rep... Wed 4/5/2017 Wed 4/5/2017 8:00 AM Tasks |
%Balance Bank Statement Mone Tasks |
% Close Previous Month Thu 4/6/2017 Thu 4/6/2017 12:00 AM Thu 4/6/2017 Tasks |
%} Prepare Previous Month Financial Report for Board Thu 4/6/2017 Thu 4/6/2017 12:00 AM Thu 4/6/2017 Tasks |
%} Close Qut Expired Grants & Transfer to Refund Accounts Sat 4/8/2017 Sat 4/8/2017 8:00 AM Sat 4/8/2017 Tasks |
%} Drawdown Cash Mon 4/10/2017 Mon 4/10/2017 8:00 AM Mon 4/10/2017 Tasks |
%. Update Fixed Asset System for Previous Month Mon 4/10/2017 Mon 4/10/2017 8:00 AM Mon 4/10/2017 Tasks | |
-:’:. 941 Due One Month After End of Quarter Mon 4/10/2017 Mon 4/10/2017 8:00 AM Maon 4/10/2017 Tasks |
= as E ae :-*:. Clean Up General Ledger Mon 4/10/2017 Mon 4/10/2017 8:00 AM Maon 4/10/2017 Tasks |
. Dis-Encumber and Re-Encumber Pavroll Moneg Fri 4/14/2017 8:00 AM Fri 4/14/2017 Tasks | s

Filter applied 2 Reminders: 4 All folders are up to date, Connected to: Microsoft Exchange |]:| @




Outlook Tasks

Use Outlook tasks to keep track of deadlines and reoccurring tasks.

You can create the task or you can flag an email that will create the task with a specified
date.

You can also delegate a task to someone else and Outlook will send the task to the individual
and add the task to their own tasks.

To make a task directly from a received emaill, click on Follow Up, then choose from the
dropdown. The Custom will allow you to choose a specific date and time.

" Eﬂ# Ei: = 03.28.17 Online Payments - Message (HTML)

Developer ADOBE PDF  Tell me what you want to do

7 e o ¥ z - - Y i
rIl[?lgm:trva x D E_ﬂ @e ﬁ_eﬁ [ Meeting WVASEQ EE';T::: Manager w = Rules [ w ==I |’- ag) £ Find
Del P Reolr Reolr F | E3 Team Email v Done . _@DneNote Mok € i | [ Related
- Delete Archive eply hReply rForward [§ S _ ove ar ategarizg ow [Translate
s Junk All B More =] Reply & Delete F Create New v - [P Actions~ Unread o Up - N [ Select~
Delete Respond Quick Steps P Move Tags W Today \
: Thu 3/23/2017 12:28 PM I Tomorrow
Amanda Huft | This Week
i
: 03.28.17 Online Payments | Next Week
To  Annette Hughart |* Mo Date
|* Custom..
K 03.28.17 Online Payme... _ Add Reminder...
H~ 225¢8

Mark Cu:umpletE)

(<




Reoccurring Task

F

Cl I C k O n TaS kS I CO n at Insert Format Text Review Q' Tell me what you want to do

New New | Delete  Reply Re
mail Items~ ! [ N, s ol 20 ol =
bottom 2 X3 7 AR T
D - _u ) !' High Importance
4 My Tasks Save & Delete Forward OneNote | Task Details Mark  Assign Send Status | Recurrence [ Categorize Follow Zoom
To-Do List Clase Complete Task Report - Up~ & Low Importance
Tasks - ahughart@k12.wv.us Actions Show Manage Task Recurrence Tags Zoom
Tasks - ahughart@access.k12.wv.us
Tasks - iCloud Archive 7 Subject Monthly Board Financial Report
(1 77
Click on “New Task
4iCloud start date None El R Task Recurrence X
Toske-iCoud Due date Mone FE| Priority
Recurrence pattern
Reminder None Maone () Daily ® Day F o |E monthis)
O Weekly O The second |« | | Tuesday ~ || of every |1 manthis)
(®) Monthly
O Regenerate new task 1 months) after each task is completed
O Yearly
Range of recurrence
Start: | Tue 3/14/72017 «| ®No end date
O End after: 10 OCCUITENCEs
(O End by: Fri 1/5/2018 »
Cancel Remove Recurrence
Contacts...
H 5 @ -

Filter applied = Reminders: 4




Assign a Task to Someone Else

- You can delegate or assigh a task to someone else by forwarding (or replying) to an emaill to
the individual and under the Follow-Up tab choose Custom, then click the box for Flag for
Recipients. Click Reminder for you or the person that you are assigning the task to for
Outlook to remind them on a certain date and time.

Custom [ 23 |

Flagging a message for yourself creates a to-do item that reminds you to follow up.
After you follow up on the message, you can mark the to-do item complete.
Flagging a message for the recipient sends a flag and a reminder with your

message.
Flag for Me
Y’ Flag to Follow up e
Start date Saturday, March 25, 2017 o
Due date Saturday, March 25, 2017 o
|:| Reminder Saturday, March 25, 2017 200 AR
<g for Recipients
_ : Flag to Follow up o

_'eminder saturday, March 25, 2017 5:00 AM -

CIE Cancel




Assign a Task to Someone Else (contd.)

- You can also assign a task that is currently in your task list to someone else.

- Open the task pane, click Assign Task, fill in the email address and click Send.

" Ei: v Charge Indirect Costs for Previous Month - Task

Insert Format Text Review De reloper ADOBE PDF U Tell me what you want to do

E_‘?j x ﬁ% Eﬂ j iﬁlf:l “ _?; % O ..tz;. ==I - Private

! High Importance

Save & Delete Forward OneMote = Task Details Mark |Assign pend Status Recurrence Skip Categorize Follow
Close Complete| Task | Report Occurrence M Up~ ¥ Low Importance
Actions Show Manage Task Recurrence Tags

0 Due in 11 days.
Starts day 2 of every 1 month(s) effective 7/2/2010.

Subject Charge Indirect Costs for Previous Month

Start date Fri 6/2/2017 Status | Not Started -

Due date Fri &/2/2017 Hie{ | Priority Mormal - % Complete |0% :

[ ] Reminder Fri 6/2/2017 8:00 AM w | afiZ Owner Annette Hughart

Remember to close month end first before running reports to calculate indirect costs.
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Email Templates

- Many of us send repetitive emails. To save time create email templates. This saves time;
every second counts.

- Save your emaill templates in an Outlook folder in your Favorites for easy access.

- To use your email templates, click on the folder and then double click on the email that
you want to use; this will open the emaill. If no changes need made just hit send. DONE!

And you didn’t have to type the emalil!

. Instructions on next page to set-up.

FlEI = S Email Templates - ahughart@k12wwv.us - Outloo
File Home Send / Receive Folder =" Developer ADOBE PDF @ Tell me what you want to do
Copy Folder (/_\ F Al % Clean Up Folder - c ﬁ .,3_. —
=] ab =
Move Folder \») Z (<, Delete Al _ _L":’ _
Mew MNew Search | Rename Mark All Run Rules  Show All - Show in Viewon  Autofrchive  Folder Folder
Set-Up Email Folder  Folder Folder ' DeleteFolder  acpead  Now Folders AtoZ & RecoverDeleted ltems  Faypritec Server Settings  Permissions Properties
Template Mew Actions Clean Up Favorites | Online View Properties
4 Favorites < Search Email Templates £ | current Foider - Last changed: Wednesday, March 22, 2017

folder under

i Ernail Templates -
- i
Favorites for All Unread Mentions Newest o This file cannot be previewed | there & no previewer installed for it

easy access Inbox 4 \ 4 Today
Clutter Annette Hughart =

Sent ltemns WWVEIS WOW to Jeff Wooft... 2:37 PM

Drafts [2]



Create an email template

Email Template
- Start a new message in Outlook {HE‘;‘DDEI’G shortucut Ctr|+Shift+f‘-;'|:| =
_ Fill out the subject and the body of the email I n Stru Ctl O n S

. Go to FILE backstage and choose Save As
. Save the message as a template
1. Note that Outlook will automatically switch you to the default Templates location. You can
save the template there - just note the path so you can navigate to it in a later step
2. Alternatively, you may save the template to a different location that's easier to find than
then Cutlook templates location
5. Create a new folder in your Qutlook mail tree to hold the new template (Email Templates,
for example)

—

N A T A

1. Note that this step is different from what Microsoft guidance recommends. Microsoft
stops at step 4.1 above, and provides a different procedure for using the template. | find
this procedure unnecessarily complicated, requiring many clicks to execute. My process
is much simpler!

6. Navigate, in Windows Explorer, to the location you noted in step 4.1 or 4.2 above

7. Drag the OFT template file to the new folder created in step 5 See next slide for screen shot of
how to drag this file

Use the email template

1. Mavigate to the Email Templates folder created in step 5 of Create an email template
2_ Open the template (you may be prompted to confirm that you want to open this type of file)
3. Modify the text as needed, add email recipients
1. Note that modifying the body of the message or its subject will not change the underlying
template. To modify the template, follow steps outlined in Create an email template
above
4. Click on Send to send the message



Home

2 Reply

Email Template Instructions (contd.)

7

d

¥

@ = | File

Home

Share

View

v 4 sk » Quickaccess » 3/23/2017

5+ Quick access
Barbour

{ Downleads
FY2017
Fy2018

% % % % %

s Dropbox

Ijl |T| x ﬁ WVASBO Move ~ ™ 45 New Group Search People m-‘
“E - E:(.' Reply All £ To Manager ~| | s Rules~ £ Browse Groups [ Address Book
New  Mew Dele—Arrtmre E-E' = : _ Tags . . Store
Email ltems~ 80 M Forward Team Email | | R, OneNote - Y Filter Email -
MNew Dele _Respond Quick Steps [} Move Groups Find Add-ins

4 Favorites Search Email Templates £ [ current Folder - Last changed: Thursday, March 23, 2017

Email Templat:

m 'em es — M -

i leiiect b e . .
ok 3 + Copy Al Unrese ile cannot be previewed because there is no
nibox 4 Yesterday previewer i
Clutter

Annette Hughart =

Sent ltems Previous Month School Fin... Thu 10:27 AM
Drafts [1] 4 Wednesday

J.-_.,.,._....u._..u.._.u < Annette Hughart =

Title | - Connie Mundy WVEIS WOW to Jeff Wooft.. Wed 3:03 PM

Transportation
Vocational
E-Rate
Media

15 ACID Projects for
[ Desktop
# iCloud Drive

5| Documents

OneDrive - WV Department ¢

=
a
[=4
i
PO " " " " Y Y

l‘._'_fj Recent ltems

T PRy T -

MName

P L3 2017-03-16 Tips and Tricks Presentation
@ Documents

=L 2017-03-23 Annette Hughart Invoice 138
=L 2017-03-20 Frontier Invoice

e

2017-03-31 Deposits

Date modified -

3/23/2017 11:16 AM
3/23/2017 10:19 AM
3/23/2017 11:48 AM
3/23/2017 11:33 AM
3/23/2017 11:24 AM
3/23/2017 10:19 AM
372372017 11:27 AM

32
3/23/2017 11:48 AM

Type

Microsoft PowerP...

System Folder

Adobe Acrobat D...
Adobe Acrobat D...

Adobe Acrobat D...

Outlook Item
File folder

File folder

b
Size
265,300 KB
5KB
194 KB
2KB
55 KB

[J] Search Qu... @

* This is the path that Microsoft Outlook 2016 will probably use to save the email template.
o C:\Users\ahughart\AppData\Roaming\Microsoft\Templates
 You may want to choose another location to save the template.




This is my
emaill
template
opened

| Annette Hughart, CPA

| Barbour County Board of Education
| 45 School St

| (304) 457-3030 ext. 134
ahughart@kl12.wv.us

Email Template

[ R WVEIS WOW - Message (HTML)

Options Format Text Developer ADOBE PDF Q@ Tell me what you want to do

T P W 2l ef “ i z, 8 -
Cut Verdana ~|12 <|A &= x| b0 5.&i - [”J 1 [* Faollow Up ’
ot v@ = T oHi ®
— EE) Copy ; ! High Importance ;
Paste B I U ay,A, = = = &= 3= Address Check Attach Attach Signature Office
- ' Format Painter = = T 7 777" Book Mames Filer ltem~ - d Low Importance  pdd-ins
Clipboard 1 Basic Text I MNames Include Tags L Add-ins
Fromw ahughart@k12ww.us
=1 -
To... Jeffrey P. Woofter (jwoofter @k12.wv.us)
Send s
Co
Subject [wvers wow
Jeff,

Please log into WVEIS WOW and approve the grant(s) that I have processed.

| Thanks,

NOTE: If you have your
email set to automatically
include your Name,
Address, etc. make sure it
\ is NOT on the template
when you save it since
Outlook will add it when

you open the emaill
template.

Chief School Business Official/Treasurer

Philippi, WV 26416




Task Plus Email Template with Formulas in Email for Text
and Calculated Dates

- This is my reoccurring task for a monthly email to our school secretaries to remind them that

their previous month financial reports are due to me by the 10t of the month or the first
business day thereafter.

L I " Ei = Send Out Reminder to School Secretanies that Previous Month Fina

Insert Format Text Review Developer ADOEE PDF Q' Tell me what you want to do

|ﬁ_‘| x z‘\}l Eﬂ s ol s e ’-\ 7 II P
_ r 4 ("
[d = vilg vV e ST Y m
Save & Delete Forward OneMote | Task Details Mark  Assign Send Status Recurrence Skip Categorize Follow
Close Complete Task Report Occurrence v Up~
Actions Show Manage Task Recurrence
ﬂ DCue in 14 days.
Starts day 3 of every 1 month(s) effective 5/5/2016.
Subject send Cut Reminder to 3chool Secretaries that Previous Month Financial Reports are Due on the 10th
start date Mon &/5/2017 oy Status Mot Started -
= L . Y o .
Due date Mon &/5/2017 o) Priority Maormal - % Complete (0% = NO'[ICG there iS an
Reminder Mon &/5/2017 fie]| | 8:00 AM w | | df: Owner Annette Hughart

attached item; this is
an Email Template

Previous Month

School Financia...




Task Plus Email Template with Formulas in Email for Text

and Calculated Dates (contd.)

You can attach just about anything to a task.

While in the Task go to Insert and choose the type of item you want to insert:

File, Outlook Item (can be an Email Template), business card, etc.

This example is to attach an Email Template.

Go to Insert, then Outlook Item:

™~

Task Pan

Send Out Reminder to School Secretaries that Previous W

Review Developer ADOEBE PDF Q Tell me what you want

: @QDE@@E" &+ % »

File [tern Card = - - Pictures - -

nclude Tables Hlustrations Links

ﬂ Due in 13 days.

Starts day 5 of every 1 month(s) effective 5/5/2016.
Subject send Cut Reminder to 3chool Secretaries that Previous Month Financial Reports are Due on the 10th
Start date Wed 4/5/2017 FE]| status Mot Started -
Due date Wed 4/5/2017 El Priority Mormal - % Complete |0% :
| Reminder Wed 4/5/2017 E' 2:00 AM | |afg Owner Annette Hughart

4

Previous Maonth
School Financia...



Task Plus Emalil Template with Formulas in Email for Text
and Calculated Dates (contd.)

- This is the screen that opens. Find your Email Templates and choose the Email Template that
you want to attach and click OK.

Send Out Reminder to School Secretaries that Previous ' lonth Financial Reports are Due on the 10th - Task

Review Developer ADOEBE PDF 2 Tell me what you w mnt to do

EEEEEEEE I e =

Date & Time

Attach Outlook Business Signature  Table  Pictures Online Shapes SmartArt Chart Screenshot  HyperlinkfBookmark  Text Quick WordArt ] Equation Symbol Horizontal
Filer ltem (Card~ - - Pictures - - Box~ Parts~ - [ Object - Line
| Include Tables Symbols ~
Insert [tem *
ﬂ Due in 13 days.
Starts day 5 of every 1 month(s) effective 5/3/20186. Look in:
Subject Send Out Reminder to School Secretaries that Pt |~ 00X ) of Bl M-V
end Cut Reminder to School Secretaries tha
" B ] 1- TCBOE L
; Cancel
Start date Wed 4/5/2017 | status frotherBrinter
3 [ Email Templates ] Insert as
Due date Wed 4/5/2017 Priority
E Y | FCBOE () Text only
7] Reminder | Wed 4/5/2017 | |e00 Am F¥2009 @® Attachment
= FY2010 B
"
| s RS - Evan11
: f I : Items:
d1 : 4@ |FR.. |SuBJECT |REC...| CATEGORIES|MENTL..
"Previous Month® |
iSchool Financia... 4 Date:Toda
M| e B = = Ann.. Previous Month School Financial Reports.oft Thu .. |:|
[ 4 Date: Yesterday
=) Ann.. WVEIS WOW to Jeff Woofter.oft We... |:|
|

Contacts...




Task Plus Email Template with Formulas in Email for Text
and Calculated Dates (contd.)
- This is the attached Email Template that | created and is my Outlook Emalll

E‘a @. = Previous Month School Financial Reports - Message (HTML)

Insert Options Format Text Review Developer ADOEBE PDF U Tell me what you want to do

) Cut o | e s =1 a® M Il L -
- Verdana ~-|12 ~| A A | *— = 5: - | Ro 56} s L”J f . [* Follow Up ’
oo Y@ 2 . 2
Copy . ! High Importance ;
Paste 2 _ B I U 3. .&  E=E= | eEE Address Check  Attach Attach Signature Office
- Format Painter = e e e R * ¥ Low Importance  add-ins
Clipboard T Basic Text T Mames Include Tags e Add-ins
From ahughart@k12.wv.us
Fo | Barbour School Secretaries
Send
Cc...
Subject Previous Month Schoaol Financial Reports

This is a reminder that the schools' February 2017 Financial Reports are due to me by Friday, March 10, 2017.

If you have already sent your reports to me, thank you.

Thanks,

..ﬂ?mffe.ﬁf@fmt orAa

Chief School Business Official/Treasurer
Barbour County Board of Education

45 School 5t

Philippi, WV 26416
(304) 457-3030 ext. 134
ahughart@k12.wv.us




Task Plus Email Template with Formulas in Email for Text and
Calculated Dates (contd.)

- When it is time to perform the task, open the task window and double click the attachment
(this will be your Email Template that opens), make any needed changes and hit send.
DONE!

- But wait we can take this a step further. In your Email Template you can insert an Excel

worksheet for calculations and text.

- Again this is my Email Template that | attached to the Task:

qr:?, Eil 5 Previous Month School Financial Reports - Message (HTML)

Insert Options Format Text Review Developer ADOEE PDF 0 Tell me what you want to do

Ci - - — —_— A .'.' M I |3 el
D Verdana =12 =~ A A = - E: - | Ao .u.&} 3‘\;@1} L”J f _._?* I* Follow Up .’
B Copy : I' High Importance ;
Paste 7 ) B I U 3. .& B == == Address Check  Attach Attach Signature Office
. Format Painter Bank Ramesdl Bl ierm= J Low Importance  aqd-ins
Clipboard i Basic Text i Names Include Tags | Add-ins
From ahughart@k12.wwv.us
B | Barbour School Secretaries
Send
Cc..
Subject Previous Month School Financial Reports

If you have already sent your reports to me, thank you.
Thanks,
Annette Hughart, CPA

Chief School Business Official/Treasurer
Barbour County Board of Education

This is a reminder that the schools' February 2017 Financial Reports are due to me by Friday, March 10, 2017. /

Notice this line looks
like text but it is an
Excel spreadsheet
with a formula for
the text and
automatically
calculates the first
business day that is
after the 9t of the
current month




Task Plus Email Template with Formulas in Email for

Text and Calculated Dates (contd.)

(=8 el

[ Previeus Month Scheol Financial Reports - Message (HTML)
File

5 Share

Insert Page Layout Formulas Data Review View Developer Inquire ACROBAT MNew Tab Q Tell me what you want to do

T 4 Lo = = ) ED)( = 3 AutoSum - A
Calibri -l A A T == ®-  EfWapTet General - = 4 .} €m O @ A4 p
K Emy ~ 2 ¥ B = Fill = =
Paste " B I U- &- My . A-l=== = 3= E Merge & Center ~ $ - op 3 000 Conditi!:nnal Format as  Cell Insert Delete Format Clear - Spd& Find &
- Formatting~ Table~ Styles - - - - == Filter - Select -
Clipboard Font Iy Alignment ] Number Iy Styles Cells Editing Fad
Al W L ="This is a reminder that the schools'" &TEXT(ECMONTH({TCODAY(),-2)+1,"mmmm yyyy") &" Financial Reports are due to me by " &TEXT((DATE(YEAR(NOW(}),

MONTH(NOW()),10)+CHOOSE(WEEKDAY(DATE(YEAR(NOW()), MONTH{NOW(}),10),2),0,0,0,0,0,2,1)),"dddd, mmmm dd, yyyy") &"."

From ahughart@k12.wv.u?
1=1
Tou. Barbour School Secretaries
Send
e
Subject Previous Manth School Financial Reports
wfl A B C O E F G H [ ] K L M N 0 -1
- " " " " g
This is a reminder that the schools' February 2017 Financial Reports are due to me by Friday, March 10, 2017. - e
F]
Sheet1 * : - %
~ =

&’*""f(”f’(ﬂ’{’4’(C(‘Vd"’ﬁ’((ﬁ’(ﬂ'{f’”_’(d’(’((”{/@((("(’d’i‘?’d’(’(@’(ﬁ"{’K({‘_";"’f(‘m’({’.( T

Thanks,
Arnette Hughart, CPA

Chief School Business Official/Treasurer
Barbour County Board of Education

45 School St

Philippi, WV 26416

(304) 457-3030 ext. 134
ahughart@k12.wv.us

Dates will
automatically
update
based on the
formula when
the Emaill
Template is
opened and
you double
click on the
Excel portion.




Email Formula

A Concatenate formula will allow you to string multiple fields of text together but will not
allow you to imbed formulas with the text strings.

- Let’s take a look at that Excel formula a little more closely.

- This is an interesting formula that will allow you to string text and formulas together. The text
sections are in quotes, then to join each section there is a SPACE and an & sign together.

- ="This is a reminder that the schools""

Financial Reports are due to me by "
TEXT((DATE(YEAR(NOW()),MONTH(NOW()),10)+CHOOSE(WEEKDAY (DATE(Y
)),10),2),0,0,0,0,0,2,1)),"dddd, mmmm dd, yyyy") &".“

TEXT(EOMONTH(TODAY(),-2)+1,"mmmm yyyy") &

NOW()),MON

See the SPACE& together?

- The formula populates in the emall as:

- This is a reminder that the schools’ February 2017 Financial Reports are due to me by Friday, March
10, 2017.

- Again when the email template is opened, all of the date references update automatically
based on the current date.



Compose an Emaill to Send at a Future Date

- Compose an emaill and set it to send at a future date and time.

email, go to Options, then Delay Deliver

9 (3 F¥13 Pay Tables for Website - Message (HTML)
Message Insert Format Text Review Developer ADOEE PDF O Tell me what you want to do
Colors = - o-d : : EY (¢ 9
Aa o =] ol Request a Delivery Receipt Y =1
I | A Fonts - = e ] q ry Receip =7 || e
Themes . re Page Bec Permission = Use Voting Request a Read Receipt Save Senf Dgla:,r irect
ects T Color - Buttons ~ ltem To | Delivery| Heplies To
Themes Show Fields | Permission Tracking P MoNeLlptions P
Delay Delivery
1= From '~ Fhughart@kiz s Specify a specific date and time at
oo Homer Talbott (htalbott@k12,wy.us); 1 wh!ch this message should be
Send L delivered.
Ce..
Subject |F\"1B Pay Tables for Website

K FY18 Pay Tables for BC...
Attached = 218 KB

Homer,

Attached are the FY18 pay tables for the website. Please update.

Thanks,
Anrette Hughart, CPA

Chief School Business Official/Treasurer
Barbour County Board of Education

In your



Compose an Email to Send at a Future Date (contd.)

- When you click on Delivery Delay, a Properties box pops up. Now select the
date and time for the email to be delivered.

El
Settings Security
Importance | Mormal e Change security settings faor this message.
Sensitivity | Mormal b Security Settings...
|:| Do not Autodrchive this item
Voting and Tracking options
—|_ |:| Use voting buttons =
= |:| Request a delivery receipt for this message
|:| Fequest a read receipt for this message
Delivery options
.-"'H.
(H— |:| Have replies sent to Select Mames..,
—
Do not deliver before | 712017 s || Se00 AM W <+
[ ] Expires after Mone 12:00 AM
Save copy of sent message
Contacts... CIICk Close
Categories Mone
Close




Compose an Email to Send at a Future Date (contd.)

- Now click Send on your email.

H © ' F¥18 Pay Tables for Website - Message (

Farmat Text Review Developer ADOEE PDF J Tell me what you wa
@

| - & 0 N L
| Culurs @ EEI{_ = | Request a Delivery Receipt '3' b %
: A|Fonts ~ i
Themes — Page Bee Permission  Use Voting [ : Save Sent . Del Jrect Delay De“ver bOX
: g 9 | | Request a Read Receipt =y
- EH:ECU" Color = z Buttons ~ Itemn To ~ Delivery: Repli beCOmeS greyed
Themes Show Fields ' Permission Tracking P Maore Options T ;
| | when Properties
1 | From ahughart@k12.wv.us have been
o To.. | |Homer Talbott (htalbott@k12 wy.us): Saved
en j
/- Cc...
subject |FY18 Pay Tables for Website

KD  FY18 Pay Tables for BC...
Attached A 318 KB

Homer,

Attached are the FY18 pay tables for the website. Please update.

Thanks,

Annette Hughart, CPA

| Chief Schonl Business Official Treasurar




How to Find an Emaill Set to Send In the Future

Emails set to deliver in the future, appear in your Outbox. So you can easily see if you have
already created the emall or if you need to reopen the email to make changes before
Outlook sends the emaill.

E:'p IFE = Search Tools
Home Send f Receive Folder View Developer ADOBE PDF Q0 Tell me what you want to do
@ @ Current Folder g.’_j ﬁ @ [ ] F3 This Week ~ [|™ Flagged D) lT B
}E) ’G) Subfolders a“ - III ‘.EI Sent To~ I Important =
All Current Include To  Subject Has Categorized Recent Search = Close
- iIbox &2 All Outlook It £ Unread &= More -
Mailboxes Mailbox S utlook tem= | Older Results Attachments - nrea ore Searches - Tools~ = Search
Scope Results Refine Options Close
7 £ -

4 Favorites All Unread Mentions Search Outbox
Email Templates | M@ |10 SUBJECT SENT ¥ SIZE
Inbox 4 Date: Today
Clutter = @J ‘Homer Talbott (htalbott... FY18 Pay Tables for Websife Tue 4/25/2017 1:10 PM 237 KB
= I Homer, Attached are the FY18 pay tables for the website, Please update. Thanks, Annette Hughart, CPA Chief School Business Official/Treasurer Barbour County Board of Education

ent ltems
Drafts
4 \WVDE
Budget Entry Approval
WVEA
WVEIS
WWVOASIS
4 WVSAQ
Auditors

Direct Deposits
WVU Extension Service

I» Drafts

Sent [tems
[ Deleted ltems 2026

Archive

Clutter
I Conversation History

Junk Email

[ Outbox [1] ]

DCC Condd-




To a New Emall, Attach a Previous Emaill

- In a new message, select Attach Item.
« Choose Outlook Item.
« Then find and select the emaill to attach.

@’ -

Message Insert

Options

Farmat Text

Review

Developer

FW: Previous Manth School Financial Reports - Message (HTML)

ADOBE PPT Q Tell me what you want to do

— . o
D Cut |:' E‘! “3}.@) 1] _2$ [™ Fallow Up -’
g Copy _ I High Importance ]
Paste I u Address Check  Attadh Attach Ngnature Office
> Format Painter Book MNames= | Filel HiEGE = ow Importance  pdd-ins
Clipboard r Basic Text Names E Business Card » Tags x| Add-ins
d @ You are not responding to the latest message in this conversation. Click here to open it. F2 Calendar..
| 1] QOutlook ltem
E From « ahughart@k12.wv.us \
3 To. Amanda Huff;
1| Send
1 C...
Subject FW: Previous Month School Financial Reports

From: Annette Hughart
Sent: Thursday, May 04, 2017 4:22 PM

To: Angela Harris (acfrey@kl12.wv.us) <acfrey@kl2.wv.us>; Arretta Beck (ambeck@k12.wv.us) <ambeck@k12.wv.us>; Briana Emigh (briana.emigh@k12.wv.us) <briana.emigh@k12.wv.us>; Cindy Wilmoth
(cwilmoth@k12.wv.us) <cwilmoth@k12.wv.us>; Kimberly Dean (kdean@k12.wv.us) <kdean@k12.wv.us>; Luella Saffle (|saffle@k12.wv.us) <lsaffle@k12.wv.us=; Misty Bolton (misty.bolton@k12.wv.us)
<misty.bolton@k12.wv.us>; Natalie Kristine Cross (ncross@k12.wv.us) <ncross@k12.wv.us>; Pam Manista (pmanista@k12.wv.us) <pmanista@k12.wv.us>; Rosa Grose (rgrose@k12.wv.us)

<rgrose@k12.wv.us>; Tammy Hill (tihill@k12.wv.us) <tlhill@k12.wv.us>
Subject: Previous Month School Financial Reports

This is a reminder that the schools' April 2017 Financial Reports are due to me by Wednesday, May 10, 2017.

If you have already sent your reports to me, thank you.

Thanks,

Annette Hughart, CPA




To a New Emaill, Attach a Previous Email (contd.)

« Find the emall to insert.

1sert [tem | &3 |
Look im:
v EE ahughart@k12.wv.us A oK
Inbox (3)
7 Drafts [1] Cancel
=7 Sent lterns Insert as
=
2] D‘EIE:t«E'd Items (2162) () Text only
Archive (@) Attachment
ey Calendar
" lutter i
ltems:
N[ W |FR.. |SUBJECT RECEIVED | CATEGORIES MEMNTION M
4  Date: Today
Bayl... Re: FY2017 Budget Tue 5/9... []
Hello Annette, Thank you! Bayli Helmick 5taff Writer The Intermountain
@I BM5... 5canned Document Tue 5/9... []
The attached document was scanned and sent to you using the Xerox MFP at
Mic... Fu: guestion Tue 5/9/.. [ ]
Brenda. Could vou aive us anv auidance on how we could aet this up and i




To a New Emall, Attach a Business Card

- If you have your contacts set-up in Outlook, you can attach a business card
to an email to send to someone else

qr:l,@ @‘. H FW: Previous Month School Financial R -ports - Message (HTML)

Message Insert Options Format Text Review Developer ADOEBE PDF @ Te’ me what y ou want to do

D Cut 1 Eﬂ ‘3%@ mJ 1] Q‘ M/ Fallow Up~ .’ |

Copy ) High Impartance ]
Paste B I U Address Check = Attach Attach Signature Office
- Format Painter Book MNames | File~ HIEmEE - d Low Importance | pAdd-ins
Clipboard I Basic Text Names &) Business Card » lessica Lowe =
b
) vou are not responding to the latest message in this conversation. Click here to open it. FE Calendar.. Teresa Maxi |
7 Qutlock ltem Dave Black
From « ahughart@k12.wmw.us
EE| | Donna Fossett
Amanda Huff;
Send To : Jeffrey Smell - |
| | |
Ce... | COther Business Cards... L k
Subject FW: Previous Month School Financial Reports

From: Annette Hughart

Sent: Thursday, May 04, 2017 4:22 PM B
To: Angela Harris (acfrey@k12.wv.us) <acfrey@kl12.wv.us>; Arretta Beck (ambeck@kl12.wv.us) <ambeck@kl12.wv.us>; Briana Emigh (briana.emigh@k12.wv.us) <briana.emigh@k12.wv.us>; Cindy Wilmoth

(cwilmoth@k12.wv.us) <cwilmoth@k12.wv.us>; Kimberly Dean (kdean@k12.wv.us) <kdean@k12.wv.us>; Luella Saffle (Isaffle@k12.wv.us) <lsaffle@k12.wv.us>; Misty Bolton (misty.bolton@k12.wv.us) !
<misty.bolton@k12.wwv.us>; Natalie Kristine Cross (ncross@k12.wv.us) <ncross@k12.wv.us>; Pam Manista (pmanista@k12.wv.us) <pmanista@k12.wv.us>; Rosa Grose (rgrose@k12.wv.us) i

<rgrose@k12.wv.us>; Tammy Hill {tlhill@k12.wv.us) <tlhill@k12.wv.us>
Subject: Previous Month School Financial Reports

This is a reminder that the schools' April 2017 Financial Reports are due to me by Wednesday, May 10, 2017.

If you have already sent your reports to me, thank you.

Thanks,

Annette Hughart, CPA




Excel 2016 Shortcuts Listing

. This is a link for all 253 Excel 2016 Shortcuts
https:.//shortcutworld.com/export.pdf?id=bc6RIDKU]
91IZOphpSBQIOhHQNRpPo8PNKAL2fLMg%2BczQ%3D

- The listing I1s more than you will ever use but some
are handy.

. Strikethrough Is something | use frequently. Did you
know that Control+5 will strikethrough or un-
strikethrough?


https://shortcutworld.com/export.pdf?id=bc6RlDKUj9iZOphpSBQiOhHqnRpo8PNkAb2fLmg%2BczQ%3D

Customize Excel Quick Access Toolbar

Bookl - Excel

o
b Cut Calibri
i E‘@Cop}r =
aste
- ¥ Format Painter C

Clipboard
Watch Window

7 Add Watch...

Book Sheet MName Cell

=
i

A | 8B |

[N LS T O R N T S R N R e e e e e e
c\I‘J.|I“hl“ull\JI_‘IDItolmI‘.“lIc'\I‘-ﬂI“hl“uIr\)l_‘l‘:llolml‘l"lIcﬁluqlbll“ulrU -

I nt to do
Open — &~  =¢WrapTed Genera I ,_:.‘l Normal Bad Good Neutral .
v Save = &= 3= Merg & Cent $ % Conditignal Format as lZI Explanatory ... ,Input—l Linked Ce MNote -
Formatting = Table~
Ernail Alignment Numb Styles
v Quick Print

v Print Preview and Print

Spelling

v Undo
v Redo
Sort Ascending

Sort Descending

Touch/Mouse Mode
More Comman ds...
Show Below the Ribbon

Click on the little down arrow in the top left
corner of Excel.

Then click Customize Quick Access Toolbar.
Then add any functions that you may want
easy access to.

You can see above that | have added Save,
Undo, Redo, Print Preview, Quick Print and
Strikethrough.




Excel Number of Default Sheets in New Files

- Excel, | think, defaults new files to only have 3 sheets.

- Sometimes you need more sheets than 3. So to save time and keystrokes change the default
for number of sheets in new files. If you don’t use all of the sheets in a new file, it doesn’t

matter.

- You can change the number of Default Sheets in new files under Excel Options, General,
“When creating new workbooks”, then in the field “Include this many sheets:” change the
number. | have mine default to 15.

Excel Options @
General . ) ) .
‘0¥ General options for working with Excel.
[ "]
Formulas
Proofing User Interface options
Save | Show Mini Toolbar on selection G
Language | Show CQuick Analysis options on selection

, | Enable Live Preview [
Advanced

ScreenTip styler | Show feature descriptions in ScreenTips "
Customize Ribbon

When creating new workbooks

Quick Access Toolbar
\ Add-ins Use this as the default font: | Body Font -

Troe er Font size: 11 -

Default view for new EhE%: Maormal View -

Include this many sheets: 15 - ]




Excel Listing of Recent Files

In Excel you can see a listing of recently used files by using ALT+F or clicking on File in the top
left of the screen.

Excel defaults to a low number of recent files to display.

You can change the number of recent files to display by clicking on File, then Excel Options,
then Advanced, under the Display section change “Show this number of Recent Workbooks:”
| have mine set to 25. It saves time.

If you have ever saved a file and then can’t find it, this may help so that you can open the file
and save it in the correct location.

Excel Options @

S STTOW EITdTO ETETTTETTL TIdTTTES: TTT TTOVET
s

General | Show data point values on howver
Formulas | Properties follow chart data point for all new workbooks G
Proofing Current workbook: | [$] Book1 -
Save | Properties follow chart data point for current workbook
Language Display
Advanced -
Show this number of Becent Workbooks: | 25 |G —
Customize Ribbon TIUTCRTy SCCERS tNIE MUTIDEr O TeCEnt TioTRp oo o
Quick Access Toolbar Show this number of unpinned Recent Folders: | 20 -
Add-ins Ruler units | Default Units -

Trust Center | Show formula bar

| Show function ScreenTips
Disable hardware graphics acceleration

For cells with comments, show:

Mo comments or indicators

® |ndicators only, and comments on howver



Excel Listing of Recent Files Screenshot

Bookl - Excel Anr
@ Recent Today
@ User Name and Passwords T BT T
Save C: = Users » ahughart » OD » Barbour » User Names and Passwords
2 3zezlgk{zmvu?epanment orE- @ 250-M5-Excel-Keyboards-Shortcuts 3/14/2017 2:36 PM
Save As g o C: » Users = ahughart » OD » Barbour » Excel '
m-=| Schedule of Proposed Levy Rates 18
5 Adob ive - & 371472017 8:49 AM
;EDV: asAcene OneDrive - WV Department of E... Documents = Annette » Barbour » FY2018 » Budget » Levy Rates» P... A
ahughart@k12.wv.us )
& pessionls 3/14/2017 809 AM
Print Desktop
OneDrive - Personal
Share sunshinestripes@hotmail.com Yesterday

FY17 Fixed Asset Change Form
Documents » Annette » Barbour = FY2017 » Fixed Assets by Month

== Appendix A and B for Client Letterhead
C: = Users » ahughart » OD » Barbour » FY2016 = Year-End Workpap...

2017-03-31 AJE's

. 3/13/2017 3:50 PM
Export Sites - WV Department of Educ... A

ahughart@k12.wv.us

R R R R

Publish 3/13/2017 3:45 PM

Sites - WV Department of Educ...

Close

3/13/2017 3:35 PM

gL e Documents » Annette » Barbour » FY2017 » AJE's » 2017-03-31 AJE's
a--| TRA Chart of Accounts for Schools 3/13/2017 3:10 PM
Account This PC Documents » Annette » Barbour = F¥2017 » Schools - TRA Reports ... ’
== FY2017 Vehicle Listing 3/13/2017 2:37 PM
Options Add a Place Documents » Annette » Barbour = FY2017 » Transportation ’
E | FY15 Audit Corrective Action Plans o
Feedback T C: » Users » ahughart » OD » Barbour » FY2015 = Year-End Workpap... ’
Browse

2017-02-28 AJE's

3/13/2017 11:13 AM
Documents » Annette » Barbour = FY2017 » AJE's » 2017-02-28 AJE's

Mon Power Accounts Breakdown

i 3/13/2017 10:52 AM
Documents » Annette » Barbour » FY2017 = Utilities

FY17 Coaching Supplements
Documents = Annette » Barbour » FY2017 » Budget » Payroll » Coac...

Last Week

FY17 TRA Monthly School Reports Checklist
Documents » Annette » Barbour » FY2017 » Schools - TRA Reports ...

CJ. Wells Gas and Royalty Calculations
Documents » Annette » Barbour » FY2017 = Utilities

Session B - [24 x 80]
Desktop

3/13/2017 B:44 AM

R B R

BB R R

3/10/2017 2:43 PM

3/10/2017 8:34 AM

3/8/2017 3:45 PM

FY18 Coaching Supplements

3/8/2017 1:38 PM
Documents » Annette » Barbour = FY2018 » Budget » Payroll » Coac...

FY18 Personnel Season Changes By Location

3/8/2017 11:49 AM -
Daruments w Anneatte w Rarhnor o FY2M18 w Rudaet w Pavrall « Pere

Eﬂ




Watch Window

- Our year-end financial statements is a perfect place to use a “Watch Window” in Excel.

- There are many, many, many cells throughout the spreadsheet that have to balance to
zero. Itis areal pain going from sheet to sheet to sheet, etc. trying to find all of the cells that
have to balance to zero. This last round of the financial statement template was even
worse for this issue.

- An easy way to see if all of the cells are balancing to zero is through a Watch Window.

. The Watch Window is created from the Formulas tab.

H B #2 & = 2017-02-14 BCBOE Financial Statement New Template - Revised 16 - Excel
File Home Insert Page Layout Formulas Data Review View Developer Inguire ACROBAT MNew Tab Q Tell me what you want to do
E 1 - E:n —
fx z I IE I I IE Im I! é\\lﬂ 2=] Define Name ¥ I:ITrﬂr:va Precedents EShﬂw Formulas h Calculate Now
) ] ] _ “fl Use in Formula o0t Trace Dependents ¥4 Error Checking - & )
Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math &  Mare Mame _ — Watch | Calculation [F Calculate Sheet
Function - Uszed - - - = Time~ Reference~ Trig= Functions~ Manager [ Create from Selection Ig;\ Remove Arrows ~ (%) Evaluate Formula  |window Options =

Function Library Defined Mames Formula Auditing Calculation

« The nextslide is a video of a Watch Window in our year-end financial
statements.









Watch Window (contd.)

The cool thing about a Watch Window is that it can be moved around.

It can be on the top.
It can be floating on top of your Excel File window
It can be moved to a different monitor than Excel is on.

Every time you make a change in your financial statements you can see in
the watch window what the immediate affect is throughout the financial
statements.

The cool thing about a watch window is that you can click on an item in
the watch window and it will take you directly to that particular cell on that
particular page.

It is the happiest feeling when all of your items in the watch window are
$0.00 and everything balances.

No more searching from screen to screen to see how the change affected
everything.



How to Unprotect Multiple Worksheets at Once in Excel

- You can use VBA for this even if you don’t understand the coding.
- | use this for our year-end financial statement file. It does work!

1. Hold down the ALT + F11 keys, and it opens the Microsoft Visual Basic for Applications window.

2. Click Insert = Module, and paste the following code in the Module Window.

Sub unprotect_all sheets()

On Errer Goto booboo

unpass = InputBox("password")

For Each Worksheet In ActivelWorkbook.Worksheets
Worksheet.Unprotect Password:=unpass

Next

Exit Sub

booboo: MsgBox "There is s problem - check your password, capslock, etc.™
End Sub

3. Then press F5 key to run the code, and enter the password that you have applied for the protected sheets. (the protected sheets must have the same password)See
screenshot:

Microsoft Excel H The password for our
e FY2016 year-end financial
oo statement Excel file was

“BOE2016”. You would
RERER] enter “BOE2016” in the
box.

4. Click OK, and the protected sheets have been unprotected at once.



Excel AutoFit Column Width

- When you build an Excel file that you reuse sometimes the column width needs adjusted due
to more digits in a number or text length.

- You can have Excel AutoFit the Column Width so it will automatically adjust. This saves time.
It works most of the time. Every once in a while a column may need adjusted by hand for
some reason.

|—_d \‘._.?, abe = 2017-02-28 Board Financial Statements - Excel Annette Hughart

Insert Page Layout Formulas Data View Developer Inquire ACROBAT New Tab Q Tellme what you want ( | I ' k O n FO rl I l at th e n
]

ala, . e = - ==l [==1 131 .
& o adal o m S ==E % Swepte Accounting M E Comma Commalo] e i émmm L e -
AutoFit Column
Paste B I U~ |« 3= EMer eBCenter ~ $ - % %% Conditional Format as | Currency Currency [0] Percent _ Insert Delfge Format Sortf Find &
- ¥ Format Painter BT = 9 T emmimre ke M o i - Clear - Filtefl- Select -
Clipboard (] Font [ Alignment [ Mumber [F1 Styles Cel Cell Size Wi :lth
Watch Window 1L RowHeight.. .

2 Add Watch... AutoFit Row Height

Book Sheet Mame Cell Value Formula L1 Column Width...
\r— Y Iso AutoFit
ou can also AutoFi
Hide & Unhide S R H = ht
B18 - £ | =ROUND(1193694.33-668057.38/6710,0) Organize Sheets OW e I g "
Rename Sheet
A B i D E F G H | 1 K L M N (o] P Q T u vV
- Move or Capy Sheet...

1 Barbour County Board of Education
2 Monthly Financial Report Tab Color "
3 Estimated Reserve for Contingencies Protection
4 February 28, 2017 [ Protect Sheet...
5 [T Lockcen
6 General Current Expense Funds Special Revenue Funds

E Format Cells...

Regional Multi- Regional
Multi-County Education Debt Bond Permanent Capital County  Education
Excess Vocational Se Trust{ Service|Construction|lmprovement| Projects Feed to Vocational Service
7 County Levy Center Agency Agency Totals Funds Funds Funds Funds County Achieve  Center Agency Totals
8
9 | Current Reserve for Contingencies Balance $23154150 § - $ - $ - $ - §$ 2316541805 - $ - $ 660,539.69 | § 48,003.81| 5 47508046 § - $ - $ - % 475,080.46
10
Budget Accounts that have a Projected Possible Surplus
{Shortage) Based on Current Rate of Spending /

11 Receipts:
12 Payroll Expenditures Surplus (Shortage) $116,524 81 § 116,524 81 s -
13 Legal Expenditures Surplus (Shortage) 5 = 5 - 3 -
14 | Maintenance Expenditures Surplus (Shortage) $376,705.00 § 376,705 00 s -
15 Transportation Expenditures Surplus (Shortage) $102,122.00 §102.122.00 5 -
16 Child Nutrition Expenditures Surplus (Shortage) $ (2,958.00) §  (2,958.00) 5 -
17 Food Service Local Revenue Surplus (Shortage) $ (1.975.00 §  (1.975.00) 5 -
18 Food Service Federal Revenue Surplus (Shortage) $ 80,265.00 1 § 80.265.00 5 -
19 Tax Revenue Surplus (Shortage) 3 - 5 -
20 Projected PEIA Final Allocation Adjustment $ (43,335.00) $ (43,335.00) $ -
21 Construction Project Surplus (Shortage) 3 = 3 - $ -
22 Medicaid Revenue Surplus (Shortage) 3 = 3 - $ -
23 Restricted/Commited/Assigned 3 - 3 - |5 - |8 - §$(48,003.81) 5(475.08046) § -  § - 8 - $(475,080.45)
24







Format Multiple Excel Sheets at the Same Time

- Sometimes when you build a file each sheet is set-up
identically.

. |t can be cumbersome to format a file with a lot of sheets.

- You can highlight all of the sheets and then format all of the
sheets at one time.

- Click on the first sheet in the bottom bar of Excel then scroll right
to find the last sheet. Hit Shift and left click on the last sheet to
be formatted.

- Perform the formatting.

- Then scroll left to the first highlighted sheet, Hit Shift and left click
on the first sheet. Done!



H o

B @ w

Insert Page Layout

Formulas Data

View Developer

Ingquire

ACROBAT

New Tab

Excel Sheets Listing

=2 Cut . o= .
D % Y Arial -0 - A AT == @/' ?f‘WrapTﬂﬂ: Accounting -
o B Copy -~ -
aste . = - - ’ €0 .00 onditior
€ & Format Painter I u === Merge & Center $- % o 30 Formattiny
Clipboard [F} Font [F} Alignment [F} Number [F}
F
A | B | C | D | E | F | G H | v
7 : 77 &7 i & F7 #7F 57
g | General Special Debt Bond Permanent Capital
9 | Current Special Peverue  Service  Construction  Improvement  Projects Total
10 Eupensze Feverus ARRA Furd Fund Furd Furd Govermmental
11 |Revenues:
1 3: Property tazes $4.305138.05 # = ¥ - ¥ - ¥ = * 40380 % - +4,305,545.55
14| OtherLocal sources 97.303 163,186 = = = 43 16288 276,820
15 | State sources 15,361,459 7 1.292,095 = = = = FLTIE 16 685,270
16 |  Federal sources 34,715 3,314,931 = = = = = 3.343 646
17 | Miscellanecus sources = = = = = = = -
18 | Total revenues 13,735,616 4770213 - - - 453 45004 24,617,286
20 |Enpenditures:
22: Instruction 11,645,854 2431463 = = = = = 14,080,315
23 |Supporting services:
24 | Studerts 1,042 621 192,694 = = = = = 1,235,315
25 | Instructional staff 235,639 734,743 = = = = = 1.030,331
26 | General administration 472,440 546 = = = = = 472,956
27 | School administration 1.368.412 41615 o o = o o 1.410.023
28|  CerwralSenices 1827 = = = = = 505,155
29| Operation and maintenance of facilities 5612 = = - = = 2,236,550
30| Studentiransportation = = = = 2,033,734
31| Other suppart services = = = = 5,021
32 |Food services = = = = = 1.331.855
33 [Community services = = = = 130,932
34 |Capital outlay - - - = = 48,004 43,004
35 |Debt service:
36 | Principal retirement 65,240 = = = = = =
37 | Interest andfizcal charges 6238 = = = = = =
38 Total expenditures 13,503,735 5.154.076 - - - - 45,004
40 | Encess [deficiency] of revenues over
41 | enpenditures 268,876 (413,563 - - - (124.532)
43 |Other financing sources [uses):
44 | Proceeds from dizposal of real or personal property = = = = = = -
45 Praceeds from the sale of bonds = = = = = = -
46 |  Transfersin |- 371,206 7 236646 = = 102,312 = 770,165
47 | Transfers [out) (303,194 (364 B53) - - - = 02, 312) (7701651
48 | Total other financing sources [uses) 68,013 (65,013 - 0232 (102,312) -
§U: Ezxtraordinary ltem:
§g: Other post employment benefits - - - - - -
éﬂ: Met change in fund balances 356.891 - - 102,765 (102.312) (124.,532)
56: Fund balances - beginning 343,957 = = - 274,845 102,312 2,235,300
57 |Prior period adjustments — (See Note __] = = = 310,063 = 30,063
58 |Fund balances - beginning, as restated 35T 969,787 - - - 554,907 102,312 2.605,363
| |Fund balances - ending 54754 $457.91M42 ¢ - ¥ - 3 - $EETETR12 ¢ - 3 248143138

Siee Motes to Financial

Statements

DwW

When you have an Excel file with
numerous sheets, instead of scrolling left
and right to find the sheet that you need,
go to the bottom left of your screen and
hover over the left and right arrows, then
right click, this will pull up a listing of all of
the sheets in your file. From this window
listing left double click on the sheet that
you want to go to.




Excel Sheet Listing (contd.)

r

Activate

Activate:

% =]

Title BQOE

MDEA Section

MDEA DW-Met Position
MDE&A DW-Act

MDE&A Cap Assets
MDE&A Gen Obligation
Basic Stmts

D'W Met Position

DWW 5t of Activities

>ov Funds - Bal Sheet

Fecon Adivities

Fiduciary Funds Net Position
Motes Section

Motes - Fund Balance
Capital Assets

Motes - Cap Assets & Dep.
long term debt

Motes - OPEE Trend

MPL Assoc, w LEA

Ok

Cancel

This Is the sheet listing from our
year-end financial statement
file.

Double left click on the sheet
that you want to go to.

You can also scroll in this
window.




Conditional Formatting

- Conditional formatting can be helpful to highlight and/or change the color of Excel cells
based on certain criteria.

- This is an example of conditional formatting to change the formatting of cells where there was
a change of 30% or more.

Barbour County Board of Education
FY18 Bus Run Changes

Current Changes Proposed Percentage Change
Run Time Run Run Time
(in Student Time Student (in Student Run Time (in
minutes) Totals {in Totals minutes) Totals minutes) Student Totals
Total Total Total Total
Time Miles Time Miles Time Miles Time
Bus # AM | PM |Per Day Per Day AM PM Bus# AM PM| Per Day  Per Day AM PM Bus# | AM | PM | PerDay Per Day AM | PM Bus # AM PM | Per Day
1068 115 120 235 45.94 60 | 60 106B - 106B 115 | 120 235 45.94 | 60 | 60 106B 0.00%  0.00%| 0.00% ! 0.00%
27 (120B) 68 74 142 76.53 32 41 27 (120B) 3 3 9.00 25 27 (120B) 68 77 145 85.53 | 32 | bb 27 (120B) 0.00% 4.05% 2.11% . 0.00%
1048 87 68 155 59.35 36 44 104B 7 7 1.30 25 104B 87 75| 162 60.65 | 36 | 69 104B 0.00%| 10.29% | 4.52% . 0.00%
1128 105 65 170 6l1.64 32 74 112B 13 13 4.30 35 112B 118 65| 183 65.94 | 67 | 74 112B 12.38%| 0.00%| 7.65% . 109.38%
21B 60 73 133 45.17 34 | 89 21B 7 7 1.70 16 21B 60 80 140 46.87 | 34 | 85 21B 0.00%| 9.59%  5.26% . 0.00%
35 70 120 190 87.69 37 75 35 4 4 1.10 19 35 74| 120 194 88.79 |56 | 75 35 5.71% 0.00%| 2.11% . 51.35%
Select a Rule Type:
= Farmat all cells based on their values
= Farmat only cells that contain
= Farmat only top or bottom ranked values
= Farmat only values that are above or below average
. H ~ Farmat only unigue or duplicate values
For background: We had multiple bus runs that were Cromatonunique ordupliate vaves |
being reconfigured during this personnel season. If a
M Format only cells with:
bus run changes by 30% or more then the driver must -
o greater than £ =0.2999
be put on transfer. The driver may request a hearing.
Preview: AaBchYyZz Format...

oK Cancel




Conditional Formatting (contd.)

To apply Conditional Formatting highlight the cells that you want to apply
the formatting to. Then on the Home tab, click on Conditional
Formatting. A dropdown will appear with many options.

= FY18 Bus Run Changes - Excel Annette Hugha
Insert Page Layout Farmulas Data Review View Developer Inguire ACROBAT MNew Tab 2 Tell mewhat you want to do
s gﬁcut Calbri s S=E 9 SwepTe Percentage ¥ 60%- Accents g =X ] Eﬂutﬂum A
53 Copy - - Fill =
Past L. LA . ===|eE=5= . . <o of  Conditional Fo t _— — Insert Delete Format Sort ¢
a'se * Format Painter B I U i O A === #F= 3= [& Merge & Center $-9% » %A For:1;ttl|‘:1r;av r:laevas Accent5 Accentf Comma Comma [0] Currency - nsve e' e or:'rla Clear - Fﬁte,
- Clipboard P Fant [P Alignment [P MNumber ] Cells Editing
- Highlight Cells Rules » ’—_‘El Greater Than...
AE9 - 5 =+W9/GS-1 =
Top/Bottom Rules  » = Less Than...
A B C D E F| G |H | J K L M N  C W X Y Z AA AB AC AD AE J
1 | . Bari::o Data Bars » E Between... B
; B [::I Color Scales 3 = Equal To...
4 | Current Changes | lcon Sets ' D Text that Contains... | Percentage Change
Run Time Run
fin Student Time Studern Bl NewRule.. | A Date Occurring... udent Run Time (in
. . [# ClearRules > | .
5 minutes) Totals {in Totals otals minutes) Student Totals
1 —T — E Manage Rules... |:| Duplicate Values... — B
Total Total ] T T Total
Time Miles Time Miles More Rules... Time Miles
6 | Bus# AM | PM | Per Day  Per Day AM  PM Bus# AM PM| Per Day | Per Day AM PM Bus # AM | PM | Per Day | Per Day 'M PM Bus # AM PM Per Day | Per Day AM PM
7
8 |106B 115 | 120 235 45.94 60 | 60 106B - 106B 115 | 120 r 235 45.94 | 60 | 60 1068 0.00%| 0.00%| 0.00% 0.00% 0.00% | 0.00%
9 |27 (120B) 68 74 142 76.53| 32 | 41 27 (120B) 3 3 9.00 25 27 (120B) 68 77 f 145 85.53 | 32 | 66 27 (120B) 0.00%  4.05% 2.11%| 11.76% U.DD%l 60.98%1
10 |104B 87 68 155 59.35 36 | 44 104B 7 7 1.30 25 104B 87 75 162 60.65 | 36 | 69 1048 0.00%| 10.29%  4.52% 2.19% 0.00%  56.82%
| r
11 |112B 105 65 170 61.64 32 | 74 112B 13 13 4.30 35 112B 118 65 183 65.94 | 67 | 74 112B 12.38% 0.00% 7.65% 6.98% 109.28% 0.00%
12 1218 60 73 133 45.17 34 | 69 21B 7 7 1.70 16 21B 60 80 140 46.87 | 34 | 85 21B 0.00%/| 9.59% 5.26% 3.76% 0.00% | 23.19%
13 [35 70 120 190 87.69 37 | 75 35 4 4 1.10| 19 35 74 | 120 194 88.79 | 56 | 75 35 5.71%| 0.00%| 2.11% 1.25%| 51.35% 0.00%
14




Attaching a Screen Shot

- You can attach a current screen shot of any open window on your desktop in Excel, Word,
Outlook and PowerPoint or you can also attach a screen clipping that was previously saved.

- Click on the Insert tab, then click Screenshot. This will show a dropdown of mini pictures of
windows currently open on your desktop. Click the picture of the window that you want to insert
or Choose Screen Clipping and find the file to insert.

Ho-

File Page Layout Farmulas Data Review View Developer Inguire ACROBAT Mew Tab

J E? &S E l_z>|_' r[l ﬁStore E I"-? :};:' |I|;"|
Screenshaot

PivotTable Recommended Table  Pictures Online Shapes SmartArd & My Add-ins - Bing People Recommended

PivotTables Pictures - Maps Graph Charts . MU
Tables [Nustrations Available Windows
AE9 - j =+W9/G9-1 / . — \
LI
A . B . C . D . E . F A ' — —
| —_— — | [Windows that are
2 : . . i £
> i . open on my
4 Current = - .
] Run Time | . dESktOp
I{;n ._' —
5 minutes)
Total
Time Miles




Cropping a Screen Shot or Picture

- Any picture that is inserted into Excel, Word, Outlook and PowerPoint can be cropped and
resized.

- Click on the picture and a Picture Tools tab will appear at the top of your screen. Click on
the Picture Tools tab, click Format, then Crop.

Annette Hughart

I m i
L# Picture Border ~ [ |Z Align - B
|l gn -
- CITs -

o' San Bl e [ a0~ ] (] & 5 [| Height: |5.17"
= IEI il | ot | ot | ol | |- | L@ Picture Effects - . ot Select Group c i
. ring en election rop = v e "
*| B, Picture Layout* | Forward - Backward - Pane -~ Rotate~ o Je=s Width: 903
Picture Styles a Arrange H Crop a

[& Cropto Shape »

Aspect Ratio

ftaching a Screen Shot “n

- The screen of your picture will change to a greyed color and little paddles will appear on
the top, bottom, left and right and corners (see next slide).

- For those of you that remember Pong, the paddles look like Pong paddles.

- Left click and hold on a paddle and move your mouse to crop out areas. When done click
outside the grayed area.



\ % H o g T @ W5 B » o k :' 15 K TR
ProtTable Recommended Table  Pictures Onbne Shapes Smartint Screenshal gy by sidging - B9 People | Recommended ‘, - e, PRORCHST 30 Line Column  Winy
Proncrt Tabiles, Puctunes * Wap wph Charts ¢ " Mag - Loas
abins alsgn g ar harti »  Taun Lparikng Filtan
A B [ D E F G H 1 R L M N O P (8] R S T u v W
Barbour County Board of Education
FY18 Bus Run Changes
Current Changes Proposed
Run Time Run Run Time |
fir Student Time Student fin Student
minutes) Totals fin Totals minutes) Totols
Total Total Total
Time = Mies Time = Miles Time = Miles
Bus# AM PM PerDay PerDay AM PM  Bus# AM PM PerDay PerDay AM PM  Bus¥ AM PM PerDay PerDay AM PM
1068 115 120 235 4594 60 60 1068 1068 115 120 235 4594 60 60
27(1208) 68 74 142 76.53 32 41 27(1208) 3 3 5.00 5 27(120B) 68 777 145 38553 32 66
1048 87 68 155 5935 36 44 1048 7 7 1.30 5 1048 87 75 162 60.65 36 69
1128 105 65 170 61.64 32 74 1128 13 13 4.30 35 1128 118 65 183 6594 67 74
218 60 73 133 4517 34 69 218 7 7 1.70 16 218 60 80 140 4687 34 85
35 70 120 190 B7.69 37 75 35 4 4 1.10 19 35 74 120 194 8879 56 75
17
18
19
20
21
22
23
24
25
26
! -
w2 | Sheetd | Sheetd | Sheets | Sheets | Sheel? | Shewts | Sheetd | Sheet10 | Sheet?? | Sheat12 | 3 Sheettd | Shet ... (¥ "

Shety Tomefing  Hyperink Tet

B E D 4

Percentage Change

Bow B Fooler
Y Z Ad
Run Time (in
minutes)

Bus# AM L]
1068 0.00% 0.00%
27(120B) 0.00% 4.05%
1048 0.00% 10.29%
1128 12.38% 0.00%
218 0.00% 9.59%
35 5.71% 0.00%

Header Worditrt Signatuse Obpect

£ T Q
Equatson Symbaod
Lirsg = ¥
Sy=toh ot
AB AL AD AE AF AG AH =

Total
Time

Per Day | Per Day

0.00%
2.11%
4,52%
7.65%
5.26%
2.11%

Student Totals

Miles.

AM | PM

b

0.00% 000% 0.00%
11.76% 0.00%  60.98%
2.19% 0.00% 56.82%
6.98% 109.38% 0.00%
3.76% 0.00% 23.19%

1.25% 51.35% 0.00%




Building Formulas
- Formulas with multiple parts are usually trial and error for all of us.

- When trying to build a formula with multiple sections or formulas
Imbedded into other formulas, it can be helpful to build each section in
a separate cell to aid in determining that that particular section works
without an error. Once each section has been built separately then try
to nest them together.

. If you have a nested formula that is causing particular grief, Open Word
and change the orientation to Landscape and then change the paper
size to Legal or Ledger (even wider), also make the left and right
margins really small.

- Then copy the formula into Word and step it out, either on multiple lines
with spaces in between each section. Sometimes this helps you to
visually see where the problem is. When a formula is all scrunched
together it can be difficult to see where the problem is.



Building Formulas (contd.)

- This is a simple formula as an example:

Ho -0 RB® -

File Home Insert Draw Design Layout References Mailings Review
ﬂ IE == W= Breaks ~ Indent Spacing
_ _ _ _ — :[ILine Numbers~ 3= left 0" N I: Before: O pt
Margins Orientation Size Columns A - g =
- = = - bc Hyphenation ~ =€ Right: |0" - | n= After |8 pt
Page Setup P Paragraph
~ROUND(SUM(K15:R15)/200*B15,2) < Origina| Formula

=ROUND( SUM(K15:R15) /200 *B15 2) — Formula Wlth SpaCing

=ROUND
SUM(K15:R15) B Formula stepped out on
/200 ) multiple lines for each
*B15 section

,2)



Building Formulas (contd.)

- In Excel we have all used the Excel help with building formulas by choosing a formula then
Excel steps you through a formula with the Function Arguments window.

- This Function Arguments window is another tool to use try to determine where a problem is in
a formula.

- Place your curser on the cell where the formula is and then click on the Formula tab, then
Insert Function. This will bring up the formula Function Arguments. From the Function
Arguments window you may be able to see which section may be causing the error issue.

Function Arguments @
COUNTIFS
Criteria_range1 | D547:D569 Fes| = [42804:42811:42835:42836,0:0:0,0:0;...
Criterial | "= =March 1" Fez| = ">=March 1"
Criteria_range2 | DS47:DS69 FR:| = {42804;42811;42835,42836,0;0,0,0,0;...
Criteria2 | "<=March 31° FRz| = "«=March 31"
= 2

Counts the number of cells specified by a given set of conditions or criteria.

Criteria_rangel: isthe range of cells you want evaluated for the particular condition.

Formula result = 2

Help on this fundion K Cancel




Building Formulas (contd.)

- On the Formulas tab, you could also use Evaluate Formula to assist with a
formula issue.

R & e

Home Insert

Page Layout Formulas Data Review View Developer Inquire

ACROBAT

2017-03-31 Board Financial Statements - Excel

Mew Tab

Q@ Tell m:: what you want to do

Formulas

=

Watch
- ) Evaluate Formula Window

Formula Auditing

Evaluate Formula

Debug a complex formula,
evaluating each part of the formula
individually. Stepping through the
formula part by part can help you
verify it's calculating correctly.

= (=] Define Name - 2o Trace Precedents Sha

A REREIE R B B S " :

] i i — ‘fx Use in Formula ol Trace Dependents, ~
Insert  AutoSumn Recently Financial Logical Text Date & Lookup & Math &  More Marme )
unction - Used - - - = Time~ Reference~ Trig~ Functions~ Manager £5 Create from Selection % Remove Arrows

Function Library Defined Names
D37 - Je =COUNTIF5({D547:D569,">=May 1",D547:D569,"<=May 31")
A . E . T D
Cllpboard v ok 20 |Average Retirement Percentage for County B2.47% From "
Clesr All 21 |Workers' Comp Rate for Class 8868 (object 262) for County 0.20%

ilirk an tam tn Pactas 22

Calculate Mow

glculation 73 c31culate Sheet

ptions =

Calculation

H I J

rm WV DE [received during buc

- With a complicated formula, this can help with determining which section of
a formula may be the issue.



Excel Formula Cell Expansion

- When building formulas, expand the formula cell so the full formula shows and
Is not cutoff.

- Just drag down on the bottom of the formula cell to expand.

7 2017-03-31 Board Financial Statements - Excel
Home Insert Page Layout Formulas Data Review View Developer Ingquire ACROBAT MNew Tab @ Tell me what you want to do
1 " r3c rer c 1% Show 1 c —
fx z I IE I I IE IE I= Define Name Trace Precedents %] Show Formulas T
] ] ] — (ﬂ- Use in Formula = Trace Dependents Error Checking )

Insert  Auto5urn Recently Financial Logical Text Date & Lookup & Math &  Mare Marne - ) _ - Watch | Calculation [ Calculate Sheet

Function - Used ~ - - -  Time~ Reference~ Trig~ Functions~ | Manager Lo Create from Selection Remaove Arrows i) Evaluate Formula  window | Options
Function Library Defined Mames Formula Auditing Calculation
DAY - x v K Func",0.0111})+IF(ISERROR(+GETPIVOTDATA{COMCATENATE("Sum of YTD FY",YEAR('Input Sheet'lSBS5)],'Prog-Func Pivot Table #2'1SAS7,"Prog/Func”,0.01111}),"0" ,+GETPIVOTDA]
A . E C T D . E YEAR(serial_number) G [ H [ | | J [ K
1 Barbour Cgunty Board of Education
2 | Analysis of Revenues iy Comparison to Prior Year Revenues
3 | Fabruary 28, 2017 Highlight lines ti
4 Fiscal Yegr Ending June 30, 2017 and others to wa
5 ~
6 Revenues from . . .
Revenue
Source 07/01/16 to 07/91/15 to 07/01/14 to 07/0113 to 07/01M12 to 07/01/11 to 01/01/10 to 01/01/09 to

7 Codes Description 02/28M17 042916 02/28M15 02/28M14 02/28M13 02/29/12 02/28M11 08/31/09
a

Drag down




Excel Formula Cell Expansion (contd.)

1

sial Logical

Functio

2017-03-31 Board Financial Statements - Bxcel Annette Hughart
Formulas Data Rewview View Developer Inquire ACROBAT New Tab Q@ Tell me what you want to do ,f;:_";_ Share
== (=] Define Name ~ %30 Trace Precedents Show Formulas =
BE@E®E S Bisontoms | [ | (F] @ ciateron
- S M_ T ‘fx Use in Formula = ol Trace Dependents ™! Error Checking - T P
ext ate aokup at ore arme — atc alculation
-  Time~ Reference~ Trig~ Functions~ Manager £ Create from Selection [ Remove Arrows ~ (&) Evaluate Formula Window = Options~ CE Calculate Sheet
n Library Defined Mames Formula Auditing Calculation

ﬁ

=(IF(ISERROR({+GETPIVOTDATA(CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'1$BS5)), Prog-Func Pivot Table #2'1$A%7,"Prog/Func",0.0111)},"0" +GETPIVOTDATA{CONCATENATE( "Sum of YTD FY",YEAR('Input Sheet'|$B%5)), Prog-Func Pivot Table #2'L$A5?,"Proh
Func",0.0111))+IF(ISERROR({+GETPIVOTDATA(CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'I5B55)),'Prog-Func Pivot Table #2'1$A57,"Prog/Func”,0.01111}),"0" +GETPIVOTDATA(CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'!$BS5)),'Prog-Func Pivot Table #2'!
$AS7,"Prog/Func",0.01111) ) HIF(ISERROR(+GETPIVOTDATA[CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'!$B35)),'Prog-Func Pivot Table #2'1SA57,"Prog/Func”,0.01112)),"0" +GETRIVOTDATA{CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'1$B35)},'Prog-Func
Pivot Table #2'1$A$7,"Prog/Func",0.01112)}+IF (ISERROR(+GETPIVOTDATA(CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'1$8$5)),'Prog-Func Pivot Table #2'1$A57,"Prog/Func”,0.01113}),"0", +GETPIVOTDATA(CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'I$BS5)
),'Prog-Func Pivot Table #2'1$A$7,"Prog/Func",0.01113)) +IF(ISERROR(+GETPIVOTDATA(CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'!$BS5)), Prog-Func Pivot Table #2'1$AS7,"Prog/Func”,0.01114)),"0", +GETPIVOTDATA(CONCATENATE("Sum of YTD FY",YEAR('Input
Sheet'!SBS5)),'Prog-Func Pivot Table #2'15A57,"Prog/Func”,0.01114) }+IF(ISERROR(+GETPIVOTDATA{CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'I5BS5)),'Prog-Func Pivot Table #2'15AS7,"Prog/Func",0.01115)),"0" +GETPIVOTDATA{CONCATENATE("Sum of ¥TD FY",
YEAR({'Input Sheet'!$B$5)),' Prog-Func Pivot Table #2'1$A$7,"Prog/Func”,0.01115) }+IF (ISERROR(+GETPIVOTDATA(CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'|$B35)),'Prog-Func Pivot Table #2'1$A$7,"Prog/Func”,0.01116)),"0", +GETPIVOTDATA(CONCATENATE(
"Sum of YTD FY", YEAR('Input Sheet'!SB55)),'Prog-Func Pivot Table #2'15A57,"Prog/Func",0.01116) )+IF(ISERROR({+GETPIVOTDATA(CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'ISB55)), 'Prog-Func Pivot Table #2'13A57,"Prog/Func”,0.01117)),"0" +GETPIVOTDATA(
CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'1$8%5)), 'Prog-Func Pivot Table #2'1$AS7,"Prog/Func”,0.01117) | +IF{ISERROR(+GETPIVOTDATA{CONCATENATE("Sum of YTD FY", YEAR('Input Sheet'I$BS5)), Prog-Func Pivot Table #2'1$A%7,"Prog/Func”,0.01118)),"0",+
GETPIVOTDATA(CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'!$B55)),'Prog-Func Pivot Table #2'15A57,"Prog/Func”,0.01118))+IF(ISERROR({+GETPIVOTDATA(CONCATENATE("Sum of ¥TD FY", YEAR('Input Sheet'!5B55)),'Prog-Func Pivot Table #2'15A57,"Prog/Func",
0.01119)),"0",+GETPIVOTDATA(CONCATENATE("Sum of YTD FY",YEAR('Input Sheet'|$B$5)), Prog-Func Pivot Table #2'1$A57,"Prog/Func”,0.01119))) j

B Faormula Bar D E F G H | J K L M M (6] p Q R S T

Description 02/28M17 02/29/16 02/28/15 02/28/14 02/28/13 0202912 02/28/11 08/31/09

Barbour County Board of Education
Analysis of Revenues in Comparison to Prior Year Revenues

February 28, 2017 Highlight lines that you want the Board, superintendent
Fiscal Year Ending June 30, 2017 and others to watch. RED for BAD; BLUE for GOOD.

Revenues from . . .

07/01/16 to 07/01/15 to 07/01/14 to 07/01/13 to 07/01/12 to

=

/0111 to 01/01/10 to 01/01/09 to

ocal Sources:

E

ation Plan

| 3,078,450.62 | 2,949,015.59  2,339,109.48  2,383,228.74  2,107,902.31 ,§03,512.12  1,960,318.34  1,577,626.80
L]
(IRP) Fee 15,417.54 29,940.58 14,268.58 18,261.97 24,036.53 21,532.73 4,928.56 9,640.14

(=3

Formula cell extended to
show entire formula




Clipboard

- Copying and pasting a lot of different things can be tedious.

- In most Microsoft programs clicking Ctrl+C twice will bring up the
Clipboard.

- The Clipboard will allow you to copy many items to the Clipboard
and then use them when needed.

- The items on the Clipboard don’t disappear when used. The items
are only removed from the Clipboard when you clear the items.

- One of the interesting things about the Clipboard is when multiple
Microsoft programs are open on your desktop that the Clipboard
appears in each program with items copied from different programs.

- | was able to get the same exact Clipboard to show up on Excel,
Word and Outlook that were open on my desktop.




€

lipboard ~

Clear All

Click an Item to Paste:

7

Ciglsanl

@] This Function
Arguments window is
another tool to use tr..

El:j Building Formulas

Eh

-

)

Original Fomula

EI:'] T

El:j Building Formulas

El:] This is a simple formula
as an example:

El:j e ———

@] =ROUND(
SUM(K15:R15) /200
*B15,2)

@] =ROUND|
SUM(K15:R15) /200
*B15,2)

E‘.]:] =ROUND{SUM(K15:R...

Options =

)

J

Ready =

14
15
16
17
18
19
20
21
22
23
24
25

26
27
28
29
30
31
32
33
34
35
36
37
33
24
40
41
42
43

45

A B C

Average Annual Professional Salary for County

Average Annual Service Salary for County

Average Annual PEIA Premiums for County

Eye and Dental Annual Premiums for Family Plan for County
Pay-Go Annual Premiums

Social Security Percentage

Average Retirement Percentage for County

Workers' Comp Rate for Class 8868 (object 262) for County

Number of Instructional School Days in Calendar:

This is used to calculated estimated remaining substitute costs.

Days from Original
Calendar (Fill in Dates
in Yellow Boxes # of Snow Days (Days pull
Month Ending Below] from chart below]

7/31/2016 = -
8/31/2016 13 -
9/30/2016 19 -
10/31/2016 20 -
11/30/2016
12/31/2016 16 -
1/31/2017 20 (3)
2/28/2017 19 -
3/31/2017 22 (1)
4/30/2017 18 -
5/31/2017 18 - [
6/30/2017 = -

Total (should be 180) 180 (4)

Snow Days
Date of Snow Days (Fill in

1 v ... | InputSheet Input-Vacant Positions | WWEIS Downloac

Clipboard (contd.)

 This Is the screen shot
of the Clipboard in
Excel.

- Notice that there are
items from PowerPoint,
Word and Excel on the
Clipboard.

- The Clipboard is
iIdentical in Excel, Word

and Outlook.




A

Cllpboard - o3 14 |Average Annual Professional §
e 15 |Average Annual Service Sal-ar',f
. 16 |Average Annual PEIA Premium
a7 17 |Eye and Dental Annual Premiul
Clipboard T
~ Hiphoar 18 |Pay-Go Annual Premiums
19_Social Security Percentage
Eﬁ 20 |Average Retirement Percentag
21 |Workers' Comp Rate for Class 8
22
Pl 23 |Number of Instructional Schoo
| Evtnd 24 |This is used to calculated estin
23
@) This Function -
Arguments window is
another tool to use tr... Days fror
Calendar (i
@) Building Formulas in Yello
26 |Month Endin Be
" 27 7/31/2016
h |
I E— 28 | 8/31/2016
29 | 9/30/2016
) 30 10/31/2016
| Ddginal Fomula | 31 | 11/30/2016
32 | 12/31/2016
) 33
34 |
35 |
III:'f] Building Formulas 36 4/30/2017
5/31/2017
38 6/30/2017
El:] This is a simple formula 39'
as an example: .
40 Total (should be 18

Show Office Clipboard Automatically

Collect Without Showing Office (i
Show Office Clipboard |cg#fon Taskbar

R b iztus Near Johar When Copying
=

1 » .. | Input Sheet I

Snow Day

pboard (contd.)

. To have the Clipboard
"~ show automatically,
open the Clipboard by
clicking Ctrl+C twice,
_ then at the bottom of
the Clipboard window
left click on Options,
then check beside
Show Office Clipboard
Automatically.




Excel Templates (contd.)

We all know it is about working smarter instead of harder.

If you have something that is reoccurring, create templates in Excel.

| have a lot of templates that | have built over the years. It saves so much time.

Some of the templates that | have built over the years are:

- AJE's (right click and select
Open Hyperlink)

- BJE's (nght click and select
Open Hyperlink)

- WV Municipal Bond
Reconcliliation

. Indirect Cost Transfers
Calculations

- Monthly Board Financial
Reports

Bank Reconciliations
Utility Reports

Budget File

Budget Reconciliation
Indirect Cost Calculations

Faculty Senate
Distribution

On and on and on



There may be times when you want to Remove Duplicates from a large amount of data.

Ho-

File

® s ln [$

From From From From Other
Access Web  Text Sources -

Get External Data

B 2

Home Insert

E2

-

x

Clipboard

Clear All

Click an ltem to Paste:

i

II.l:'j Remave Duplicates in
Excel

@' But it is WVEIS and
sometimes it has a
hiccup and doesn't p...

“This is a reminder that
the schools’”

-

Remove Duplicates in Excel

FY¥18 Payroll Projections - Excel

Page Layout Formulas Review View Developer Inguire ACROBAT MNew Tab & Tell me what vou want to do
>—] DShowQueriE r L=l Connections a] [Z1A Clear ~¥ = —
E Bk [ B oot 21 Y 2 BfE = 5
— E From Table =4 Properties ] Reapply ] ] )
Existing Mew Refresh - = Sort Filter Textto  Flashf = Remowve Data Consolidate Relationships P
Connections = Query ~ [ Recent Sources All - Edit Links Yo Advanced  Columns  Fill Duplicates TaferamromT - j Da
Get & Transform Connections Sort & Filter Data Tools
i . Remove Duplicates
= Budget Forecasting Account Distribution
Delete duplicate rows from a sheet.
You can pick which columns should
ke checked for duplicate
information.
A | B . C | D E F . G .
1 |PR  0OG-P BF.617 BARBOUR COUNTY SCHOOLS PAGE 1
2 |DA TE- 4/15/2001 0|Budget Forecasting Account Distribution Ib‘y’ ACCOUNT !
3m MmE-1 2:45:03 5 b
4 |- —_— | — t
5 |[Ac  count Code FTE/ ]
6 | Emp loyee Job  Pay Reference Type Vendor Amount r
7 |Fund Project  Progf/Func Object Junk #1 FTE Junk #2 I
8§ 11 0 011111 0.111 .101.0000.0000.00 PROFESSIOMAL REG SALARY & 11.2
9 | 902 -3 72 ANGLIN, SUSAN L. TCH TCH 21 53,174.00
10| 902 -4 7 BOLYARD, CINDY 5. TCH TCH 21 49,528.00
11 | 902 -1 60 BRIGHT, MATTHEW L. TCH TCH 21 9,459.80
12 | 902 -10 33 COFFMAN, LINDA 1. TCH  TCH 21 59,371.00
13 | 902" -2 53 GRAY, CRYSTALD. TCH TCH 21 40,823.00



Remove Duplicates in Excel (contd.)

When downloading reports from WVEIS, sometimes WVEIS will list the first row on a page that
is a duplicate from the last row of the previous page.

This can be a problem if you are trying to run the data through a pivot table.

Most of the time, WVEIS prints the header with “** Continued **” as follows:

PROG - PBF.617 BARBOUR COUNTY SCHOOLS PACZE 3
DATE - 4/28/17 Budget Forecasting Account Distribution by ACCOUNT
TIME - 13:23:07
Account Code FTE/

Emploves Job Fay Reference Type Vendor Amount
11.00000.11111.111.303.0000.0000.00 PROFESSIONAL REG SALARY 8 16.185 P* Continued 'ﬂ ]

But it is WVEIS and sometimes it has a hiccup and doesn’t print the *Continued**.
This is the bottom of page 68 of our Budget Forecasting Account Distribution by Account report:

11 .00000.12471.3121.201.0000.0000.00 SERVICE EREGULAR SALARY 8 1.050

This is the top of page 69, WVEIS missed the **Continued**.

PROG - PBF.E17 BARBOUR COUNTY SCHOOLS PAZE &9
DATE - 4/28/17 Budget Forecasting Account Distribution by ACCOUNT
TIME - 13:23:07
Account Code FTE/
Employeea Job Fay Reference Type Vendor Amount
11.00000.12411.121.201.0000.0000.00 SERVICE REGULAR SALARY 8 1.050
202-00-0427 DEAN, EKIMBERLY D. SRV SRV 2 1 26,512.50
202-00-0427 DEAN, EKIMBERLY D. SRV Z1ZHER 2 6 115.50
902-00-0427 DEAN, EIMBERLY D. SRV Z5TH 2 [ T77.00
Total pistributions For 11.00000.12411.121.201.0000.0000.00 27,405.00




Remove Duplicates in Excel (contd.)

- If the duplicate information isn’t removed, a pivot table will
count the information twice since there isn’t the statement of
**Continued** to be able to exclude these cells through the
Pivot Table.

- Without the duplicates removed a Pivot Table will return that
there are 2.10 FTE in account code 11.00000.12411.121.201
when it is really only 1.05 FTE.

- When the duplicates are removed, the Pivot Table calculates
the correct FTE at 1.05.

- Working with large amounts of data can be easier with the
duplicates removed.



Pivot Table Calculated Field

. If you have never used a Pivot Table before, this could make
you take the leap.

- We all hate it when a grant award letter is issued with a different
dollar amount than we received as an estimate when we built
our budgets.

- It is usually easier to reverse out the whole budget and then re-
enter the new budget instead of trying to figure out the amount
of difference for each budget line. But this is a lot of work!

- A Pivot Table Calculated Field can assist with this process.

- | think all or most of us enter our Title | budgets down to the
location code.

- We will use Title | as an example.



H - E‘l \rtar’ abe 31 Manth Ending BJE's -

Insert Page Layout Farmulas Data View Developer Ingquire ACROBAT MNew Tab Q Tell me what you want to do

o o . -
DR, eewiteme mew e - R D eeens mmo Piyot Table Calculated Field
58 Copy ~ -
Pavste & Format Painter I u- R A - EEE=E Merge & Center ~ $ - % (.-0'3 -')0.3 Conditional Format as | Pt/e-ylad

Formatting =  Table ~
Clipboard [F] Font [F] Alignment [F} Mumber [F} (' O ntd )
(]

- This Is a partial screen shot
s le e : T PR of Excel for the reversal of

Barbour Board of Education
Budget Supplement for Title |

g the original budget

Budget Supplement (add new budget)

e o ] estimate with the final

8 =
Revenue
Source
= udget amounts
Function, or . [ ]
Balance . Credit
Shest Debit (add ~ (subtract
7 | Fund Project  Account Obiject Location Account Description to) from)
] ]
r r r r Title | - Elementary and Secondary PY
Education Act — Thru State Restricted —
9| 6 £1710 04511 003 Revenues 865,861.00 ]
r 4 4 4 4 Title | - Elementary and Secondary
Education Act — Attendance & Social Work
110, 81 41710 12110 611 o - General — Supplies 10,000.00 y
r 4 4 4 4 Title | - Elementary and Secondary

Education Act — Parent/Family D u
1| 81 4710 12170 581 001 Invelvement: — Staff Travel - In County 20,000.00 e n r WI e ewe r I n e S
r r r r r .
Title |- Elementary and Secondary

Education Act — Parent/Family

12| 61 41710 12170 611 01 Involvement: — Supplies 10,000.00
r 4 4 4 4 Title |- Elementary and Secondary F] a n a O O O e r
Education Act — Parent/Family
13 61 41710 12170 643 o001 Invelvement: — Supplemental 50,000.00 ]
Title | - Elementary and Secondary
Education Act — Supervision of u I -
Improvement of Instruction Services —
14 | 61 41710 12211 111 01 Regular 52,145.00

Title | - Elementary and Secondary
Education Act — Supervision of

L] L] L]
Improvement of Instruction Services —
15| #©1 4710 12211 121 o Regular 21,806.00 [ ] e re are I I I eS I I l IS
r r r r r

Title | - Elementary and Secondary
Education Act — Supervision of

Improvement of Instruction Services —
16 | 61 41710 12211 21 001 Health/Accident/Life 2,994.00 .
r r r r r

Title | - Elementary and Secondary

Education Act — Supervision of

, Improvement of Instruction Services —

Other Post Employment Benefits (OPEB)

17 &1 41710 12211 218 001 Paid 1,529.00

L4 r r r r

lel Sheetl Healthy Children PES Healthy Children KEMS Simulated Workplace | IDEA | Title | 2 Title | 3 Literacy Lite




Pivot Table Calculated Field (contd.)

« This Is a screen shot of a Pivot Table with a Calculated Field.

- Now all we have to key into WVEIS are the amounts in the Calculated Field

which is 13 lines and not 140 lines!

 Excel Pivot
Table
Spreadsheet

 Double Click
to open the
Imbedded
Excel sheet
and scroll
through rows

Fund
-6l
\ 61

61
61
61
61
61
61
61
61
61
61
61
61
61
61
61

Revenue

Source,

Program /

Function,

or Balance

Sheet Sum of Debit

- Project * Account ~ Object ~ Location -' (add to)
-41710 ='11111 =111 20 $ 127,712.00

41710 11111 111 202 $ 54,083.00
41710 11111 111 203 S 26,233.00
41710 11111 111 201 $ 113,572.00
41710 11111 111 303 S 71,096.00
41710 11111 -1211 201 S 17,928.00
41710 11111 211 202 S 8952.00
41710 11111 211 203 S  4476.00
41710 11111 211 201 $ 13,776.00
41710 11111 211 303 $  10,560.00
41710 11111 =218 20 S  4704.00
41710 11111 218 202 S  2,352.00
41710 11111 218 203 S 1,176.00
41710 11111 218 201 S 5,880.00
41710 11111 218 303 S 3,528.00
41710 11111 -1221 201 S 9,322.00
41710 11111 221 202 $  3,830.00

Sum of Credit
(subtract
from)

$ 127,712.00
S 54,083.00
$  26,233.00
$ 113,572.00
71,096.00
17,928.00
8,952.00
4,476.00
13,776.00
10,560.00
4,704.00
2,352.00
1,176.00
5,880.00
3,528.00
9,322.00
3,830.00

L7 W T 75 L U R 5 B T RV A T2 N T4 WA ¥, N 75 L Oy B ¥y

Sum of
Difference -
Debit (Credit)

AT 0 T Vo R B T B O Y SR AR T MR T2 A T BE U, E o B £ MR Tr WAV, BT, S
I

A

Calculated
Field




Pivot Table Calculated Field (contd.)

H - G & & - 2016-10-31 Manth Ending BJE's - Excel PivatTable Tools
File Home Insert Page Layout Farmulas Data Review View Developer Inquire ACROBAT New Tab @ Tell me what you want to do
PivotTable Name: Active Field: += Eypand Field =% Group Selection E == D D o ,j‘ n TO I n Se rt a C al C u | ate d
PivotTablel Fund ) ) -F & Ungroup Y ) S Lj‘ IZ["\’ S ) fx ) ) I I: ¢
- : - Drill  Drill = Collapse Field - o Insert  Insert Filter Refresh Change Data  Clear Select  Move Figlds, ltems, ONFP Relationships = PivotChart Recorr . . .
[E Options - (9 Field Settings Down Up 7] Group Field Slicer Timeline Connections b Source ™ - - PivotTable BLSets | Tools Pivo F | P
PivotTable Active Field Group Filter Data Actions Calculated Field... Tools I e I n tO a IVOt
AL - 5~ Fund Lalculm...
Table put your curser
l_?}. List Formulas | | f h
A B C D E F G H J K L M M S . b |
1 pivot table.
3
Revenue
Source, -
Pogan, - The PivotTable Tools
Function, or
Balance =
Sheet Locati Sum of Debit Sum of Credit tab WI | | S h OW u Wh e n
4 |Fun-T|Project * | Account |~ Object ~ on |-T (add to) (subtract from)
5 =61 =470 =111 =111 20 5 127.712.00 & 127.712.00 .
6| 61 41710 11111 111 202 $ 5408300 § 54,083.00 O u r C u rsor IS O n a Ce | |
7 61 41710 111 111 203 § 2623300 § 26,233.00 y
8| 61 41710 11111 111 204 $ 11357200 § 113,572.00 : .
9| 61 41710 11111 111 303 $ 7109600 § 71,096.00
10| 61 41710 11111 =211 201 5 1792800 §  17.928.00 I n t e p IVOt ta e .
11 61 41710 11111 211 202 $ 895200 % 8,952.00
12| 61 4710 11N 21 203 5 447600 5 4.,476.00
13| 61 41710 11111 211 204 $ 1377600 §  13.776.00
14| 61 41710 11111 211 303 $ 1056000 §  10,560.00 . =
15 61 70 11111 =218 201 § 470400 § 470400 ° ‘ | I C k O n th e An al S I S
16| 61 41710 11111 218 202 $ 235200 % 2,352.00
17| 61 4710 11N 218 203 5 1,176.00 5 1,176.00 .
18 61 41710 41111 28 204 5 588000 § 588000 tab Th en Cl IC k on
19| 61 41710 11111 218 303 $ 352800 % 3.528.00 "
200 B 41710 111 =221 201 $ 932200 5 9,322.00 u
21| 61 #1710 111 21 202 5 383000 5 3,830.00 F I d I t & S t |
22| 61 #1710 11111 221 203§ 184000 5 1584000 I e y e I I lS e S . n
23 ®1 41710 11111 pral 204 $ 836000 % 8,360.00
24 ®1 41710 11111 pral 303 $ 450000 % 4,500.00
o iine T e w1 |5 esirooTs —cairoo the dro pdown
260 61 41710 11111 233 202 $  4056.00 % 4,056.00
27| 1 41710 1111 233 203 5 1,967.00 5 1,967.00
28 61 M710 11111 233 204 5 851800 5 851800 C h O Ose ‘ al C u I ate d
29 ®1 41710 11111 233 303 $ 533200 % 5,332.00
30| 61 41710 111 =262 201 3 47300 § 473.00 .
| 6 41710 11111 262 202 b 200,00 % 200.00 F I e I d
32| 61 41710 1N 262 203 3 97.00 % 97.00 u
33 61 41710 11111 262 204 b 42000 % 420.00
M 6 41710 11111 262 303 b 263.00 % 263.00
» | Lookup | Title | Sheetl Healthy Children PES Healthy Children KEMS Simulated Workplace | IDEA | Title 1 2 Title | 3 Literacy Litearcy 2 Child Nutrition Chi

Ready



Pivot Table Calculated Field (contd.)

Name the New Field

/ Header
In the Formula Bar:
Insert Calculated Field / @ e Insert the Name
Name: Difference - Debit (Credit) - of the First

Column, “Debit
(add to)” using
— the Insert Field

Formula: | ="Debit (add to) - "Credit (subtract from]’

\ S T
i EL
-4 =
[ ]

Fields:

Fund / button

Project 73

F‘.E'l.ler'ILIE Source, Program / Function, or Balance Sheet Account Type - In the

Object formula bar

Location | tth N

Account Description e |nser e Name

Debit (add to /

Cedtpubtmdiom of the second
Insert Field column, “Credit

(subtract from)”

ok close using the Insert

Field button
e Click OK




Build a Pivot Table

- Building pivot tables and reusing year after year after
year will save tons of time.

- There are many ways to build and format pivot tables. It
IS not as hard as it looks. Pivot tables look intimidating. |
was hooked after the first Pivot Table | built.

- YOu can do so much more with pivot tables than just
select certain data to populate in columns. This next
hyperlink iIs a good example; it is a little more complex.

- Child Nutrition balances pivot tables (to open, right click
and then choose Open Hyperlink)




How to Correct When a Formula Returns an Error of “#REF”

- The formula of “ISERROR” doesn’t show up In Excel under the
Formulas tab, searching in Insert Function field.

- There is always more than one way to write a formula in Excel but
this one Is pretty straight forward when built into an IF statement.

« =IF(ISERROR(+GETPIVOTDATA("Current YTD Budget",'Reserve for
Cont. Pivot Table''$A%$7,"Fund",11)),0,+GETPIVOTDATA("Current YTD
Budget','Reserve for Cont. Pivot Table''$A$7,"Fund”,11))

- This Is just an IF statement where if Condition 1 is an error because it
can’t be found, then the formula returns a “0”, if Condition 1 does
not return an error then it returns the value.

. Itis just an IF statement with 3 sections just like any other IF
statement.



How to Record a Macro

B &
Home Insert Page Layout Formulas ' ' Developer Inguire ACROBAT MNew Tab
] D l I.'|_-| Record Macro ’ -]:l- f— Properties Map Properties E{? Import
L . Use Relative Referapces — o {TJ View Code Ij Expansion Packs Export
Visual Macros Excel COM Insert Design Source
Basic ! Macro Security ins Add-ins Add-ins - Mode . Run Dialog Refresh Data
Code Add-ins Contrals XML
{ A ! B 1 C ! E 1 F ! G 1 H ! ! J 1 H- ! L 1 rlll
1

e See next page for a video of a Macro recording.









Shortcut Keys

- This is a link for Shortcut Keys https:.//support.microsoft.com/en-
us/help/12445/windows-keyboard-shortcuts for

- General Keyboard Shortcuts

- Windows Logo Key Keyboard Shortcuts
- Command Prompt Keyboard Shortcuts
- File Explorer Keyboard Shortcuts

- Virtual Desktops Keyboard Shortcuts

- Taskbar Keyboard Shortcuts

. Settings Keyboard Shortcuts

- A few Windows Logo shortcuts that you might use are on the
next slides.


https://support.microsoft.com/en-us/help/12445/windows-keyboard-shortcuts

¢

L

.r

&

i Apps

C {t | & Secure

Accounting Websites

https

Accounts Receivable

support.microsoft.com/en-us/help/1244

American Benefit Co

Windows logo key &R
Windows logo key 5a
Windows logo key &a
Windows logo key &
Windows logo key &&
Windows logo key &a

Windows logo key &a

Windows logo key 5&
Windows logo key 5a
Windows logo key 5&
Windows logo key &R
Windows logo key &a
Windows logo key &
Windows logo key &a
Windows logo key &a
Windows logo key &a
Windows logo key &a
Windows logo key &a
Windows logo key &a

Windows logo key 5&

Barbour County BOE

+ Alt + D

+ Shift + V

+ X

Brickstreet ERIM Business Cards Champion Industries ComDoc Condo Association Contracter Info to C
Display and hide the date and time on the desktop

Open File Explorer

Open Feedback Hub

Open Game bar when a game is open

Open the Share charm

Open Settings

Set focus to a Windows tip when one is available.

When a Windows tip appears, bring focus to the Tip. Pressing the keyboard shortcuts again to bring focus to the
element on the screen to which the Windows tip is anchored.

Open the Connect quick action

Lock your PC or switch accounts

Minimize all windows

Lock device orientation

Choose a presentation display model

Open the Run dialog box

Open search

Cycle through apps on the taskbar

Open Ease of Access Center

Cycle through notifications

Cycle through notifications in reverse order

Open the Quick Link menu

Show the commands available in an app in full-screen mode

Fixed Asset Website

pd b

Links for United State

a

Medicaid

»




¢

L

.r

&

i Apps

C {t | & Secure

Accounting Websites

https

Accounts Receivable

support.microsoft.com/en-us/he

American Benefit Co

Windows logo key &&
arrow

Windows logo key &a
arrow

Windows logo key 5&
arrow

Windows logo key 5&
arrow

Windows logo key &a

Windows logo key &a
Up arrow

Windows logo key &a
Down arrow

Windows logo key &&

Barbour County BOE

+Up

+ Down

+ Left

+ Right

+ Home

+ Shift +

+ Shift +

+ Shift +

Left arrow or Right arrow

Windows logo key &a
Spacebar

Windows logo key &R
Spacebar

Windows logo key 5&

Windows logo key 5&
slash (/)

Windows logo key &a
or minus (-)

Windows logo key &a

+ Ctrl +

+ Enter

+ forward

+ plus (+)

+ Esc

Brickstreet ERIM Business Cards Champion Industries ComDoc Condo Association Contracter Info to C

Maximize the window

Remove current app from screen or minimize the desktop window

Maximize the app or desktop window to the left side of the screen

Maximize the app or desktop window to the right side of the screen

Minimize all except the active desktop window (restores all windows on second stroke)

Stretch the desktop window to the top and bottom of the screen

Restore/minimize active desktop windows vertically, maintaining width

Move an app or window in the desktop from one monitor to another

Switch input language and keyboard layout

Change to a previously selected input

Open Narrator

Begin IME reconversion

Zoom in or out using Magnifier

Exit Magnifier

Command Prompt keyboard shortcuts

Fixed Asset Website

pd b

Links for United State

a

Medicaid

»




Windows Explorer Shortcut Keys that You
May Use

- Create a new folder, “Cltrl + Shift + N”
- Display the preview panel, “Alt + P”
« Maximize or minimize the active window, “F11”



Print WVEIS Reports to PDF Instead of Printer

—

File Edit WYiew Communication Actions Wing

ow Help

B B e @ % 2 &)

“ | Printer Setup

Prirter:

Microsoft XP5S Document Whiter on PORT
Microsoft Prirt to POF an PORTPROMPT:
4 |HF LaserJet 300 colorMFP M375nw UPD
Fax on SHRFAX;

Brother MFC-J4500W Prirter (Copy 1)on !
Brother MFC-J4500W Printer on BRW3ICT

[ Use Windows Defautt Printer

[ Use POT
[ Show this dialog before every print

lir'] 1902 - Session successfully started
st T sl e : e

]

L

Adobe PDF

on Documentsy™, pdf

- Open WVEIS printer
session.

. Left click on File, then

Printer Setup.

. In the printer dropdown

choose Adobe PDF (this
will be an option if you
have Adobe Pro) or
Microsoft Print to PDF.




Set-Up Dummy Files on Desktop to Print
WVEIS Report

- Sometimes when we print WVEIS reports we don’t need to keep
them. We may be just checking balances or looking at account
detall.

- Set-up dummy files on desktop to print WVEIS reports to when the files
don’t need saved with a specific name.

- | have two WVEIS green screens and one WVEIS printer screen. The
dummy file names | have set-up on my desktop are the same names
of each of the WVEIS screens:

“ R R —

Bl This PC Session A - [24x 20] Session B - [24 x 20]
L } Adobe Acrobat Document ).? Adobe Acrobat Document
¢ Libraries " | 131 KB "~ 243KB

= Local Disk (E:) I Session C-[24x80]2 G Session C - [24x 80]

¥ Metwork } Adobe Acrobat Document ).? Adobe Acrobat Document
B & 13.6KB 20.3 KB

Control Panel



Default Print Drivers to Print to PDF

- In the Windows search field in the bottom left hand corner of computer
screen, type Devices and Printers.

« Double click on the Printer named Adobe PDF.

- In the Adobe PDF Printer window, click on Printer, then “Set As Default Printer”.
This will print all programs to PDF instead of an actual printer.

~ Printers (12)

v sy =@®

Adobe PDF Brother Brother HP Laser/et 300 soft Printto Microso ft XPS PaperPort Image Cuicken PDF Send To OneMote  WorkCent XRX9C934E15AA8
MFC-J450DW MFC-J450DW colorMFP PDF Document Writer  Printer Prin 2016 BE05DMN-1296E5 3PS
Printer Printer (Copy 1) MB?S w UPD PS PS
=l Adobe PDF - O X

Connec t Status Cwner Pages Size Sub

Update Driver
Pause Printing
Cancel All Documents

default printer.

Sharing...
Use Printer Offline

Properties

Close

Adobe PDF Model: Adobe PDF Converter
Category:  Printer

v
Q‘/ Status: 0 document(s) in queue



Print WVEIS Reports to PDF through WVEIS WOW

- Itis possible to print WVEIS green screen reports to PDF through WVEIS WOW. | can’t take
credit for this one, Ann Bell gets the credit for this tip.

- Run your report in WVEIS green screen and put the report on hold.

- Open WVEIS WOW and go to the “Reports” Tab and you will see the report that you put on
hold in the green screen.
€ WVEIS - Google Chrome [= = |[=]

& c 0 @ 10.140.200.17:9220/etl/ascent/wvw/resa7/LoginRevd.shtml?usrid= AXH02001&ssnld=9928321029118ichnl=7&isrvr="11EOM15944088:05)ob=99283 Magid=RES AT & pgmm =WEB100C&dom =*CLIENT&dftCli=WV0028Resa=T&sys=FMS&dis=( ¥ | & [E] & O | Y ] D 0 :

HH Apps Accounting Websites Accounts Receivable American Benefit Cor Barbour County BOE Erickstreet ERIM Business Cards Champion Industries ComDi Condo Association Contractor Info to Ch Fixed Asset Website Links for United State Medicaid »

WIS Barbour County WV002 RESA VII 2017 v CFO A -
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Print WVEIS Reports to PDF through WVEIS WOW_ (contd.)

This Is the screen that comes up when you click on the report in WVEIS
WOW.

[ OGNL5T0 - Google Chrome - O e

i
|

@ 10.140.200.17:9220/etl/R

Click the
Download
AIToOw.

OGNLS570

DATE — 3/23/17 BARBOUR COUNTY SCHOOLS FAGE 1

TIME - 7:47:23 DARILY FINANCIAL STATEHMENT

FPROG - GML.S570

REPT — DAILY FINANCIAL Harch 31, 2017

YEAR-TO-DATE AVAILABLE

ACCOUNT HUMEER / TITLE EXFENDITURES  ENCUHERANCES BUDGET BALANCE

FUND 11 COUNTY BOARD

11. 00000 . X300 300K 0. XXX . 20000 XX 1D,242,423.52 6,229,470.21 20,912,756.34 4,440,862.21
UNRESTRICTED FEOJECTS

11.00011 630030l . 00K 2000, 000 NN XX 202.64 .00 202.64 il
SUHMMER SCHOOL

11.00026 00300 . 300K . 2000 . 20000 . X0 XX 2,687.82 .00 10,946.00 B8,258.18
EMERGY CURTAILMENT

11 00083 x00300 . 300K 2000 . 3000 30000 XX &7,759_48 5,014.70 Té, 77418 i)
MEDICAID

11. 00085 . X300300 . 3000 . K300 . XX K0 XX 345.55 .00 345.55 T
FACULTY SENATE IN HIRING

11.0018% . 30030l . 300K L2000, J000 . NN XX 24,814 89 1,420.07 34,282 04 B8,045.598
CLEARING ACCOUMT

11 OGN 0000 L 300X x}.x xx}.x xx}.x Xx 10,338,236.30 6,23%,904.98 21,035,307.65 4,457, 166.37

COUNTY BOARD

FUHD 41 FPERMANENT IMPROVEMENT

4100000 . X30300 . 3000 000 00 X000 XX T0,749.50 51,210.89 ERT, 693 _69 565,733_30
UHRESTRICTED FROJECTS
A1 200000 X006000 . 2000 2000 000 X000 XX T0,749.50 51,210.89 ERT, 693 _69 565,733_30

FERMANEHT IMFROVEHENT

FOND 51 BUILDING FROJECTS

S51. 00000 . K030 . 00K 2000, 000 NN XK .00 .00 48,003 81 48,003.41
UNRESTRICTED EROJECTS
51.25610 00000 . 200X . 2000 . 20000 . 20000 XX 1,781,295.00 .00 4,561,605 88 2,7e0,310.488
SEA-FERFORMANCE CONTEACT
51_ 25630 00300 . 300K 2000 . 3000 30000 XX 8992,390.52 .oa 2,448,352_31 1,455,961.79
BCEOE-PERE CNTRCT FORTION
51. 25710 . X300300 . 000 00K . X0 . 20000 L XX 28,0746.84 T,117.30 ITL,846.00 337,631 86 ke
SBA - PBHSE CONMECTION ar
51.25730 300300 . 00K L2000 . 20000 0L XX 1,681.08 8az.70 27,154.00 24,590.24
BCEQE EORTION-FEHS COMNEC
S1 00000 00000 00K L2000, xx}.x xx}.x Xx 2,803,443, 42 8 oao. Dl] ?.'IS?,QB“.DIJ 'l 5-16 S1B.58
EUILDING EROJECTS
FUND &1 SFECIAL REVENUE FUND +
E1_ 00000 x00300 . 300K 000 . 3000 30000 XX i ] .oa 475,080 44 475, 080_46&
UMRESTRICTED EROJECTS
E1. 01602 . X000 . 00 00K . X0 . 0000 XX 7,197.18 3, 200.60 19,826 62 T,428.84
STEF 7 - TECHNOLOGY
E1.01E05 300300 . 00K L2000 . 2000 N XX 3,441.04 .00 3,441.04 il —
STEF 7 - INSTRUC TRAVEL
EL1.0LEQT 00300 . 200K . 2000 . 2000 X0 XX 2,917.68 3,274.09 6,181 77 .00
STEF 7-TRAVEL/STUDNT SBVE
101614 300300 . 3000 . X000 . HXI00 . K0 XX T54.00 .00 T56.00 T
STEF 7 - FHILIFPFI ELEM
E.l IJ].E.20 EI00300 . 3000 . KH00 . HXI00 . K0 XX 4,500.00 .00 4,500, 00 T

- FBRED EBERLE
Bl Dl'ml HIOEI00 L JO0K . 0300 MO0 XK XX 60,154.21 37,267.79 97,422.00 -ao




Print WVEIS Reports to PDF through WVEIS WOW_ (contd.)

- This should be the screen that comes up to save the file as a pdf. The Save as
type should come up as Adobe Acrobat Document.

[ Save As >
= v » Libraries * Documents » Documents *» Annette » Barbour » FY2017 AN ] Search FY2017 o)
Organize - Mew folder == - 0
FY2017 + " Mame Date modified Type Size -
o8 o 1005-C 1/12/20171224PM  File folder
& Dropbox - 109%'s 2/2/2017 11:21 AM  File folder
15 ACID Praje o Affordable Care Act 172472017 1:58 PM File folder
B Desktop # AlE's 316/2017 249 PM  File folder
» iCloud Drive # Allegheny Insurance 8/2/2016 2:43 AM File folder
EI Documents  # American Fidelity 3720720017 36 AM  File folder
Bank of America 3272017 &:34 AM File folder
= Pict
= Fictures 7 Bank Reconciliation 3/2/2017 10:18 AM  File folder
% 0D * Bankruptcy Discharge 6/23/2016 3:47PM  File folder
OneDrive - W BC Bank 3/1/2017 822 AM  File folder
2017-03-31 AJE' Bids 6/23/2016 3:47 PM  File folder
2017-03-21 BJE's BIE's 31572017 2:00 PM File folder
2017-03-31 Depe Board Financial Reports 172772017 11:44 AM  File folder
Medcaid Molina ¥ Board Meeting Agenda ltems 313720017 251 AM  File folder -
File name: | OGML570-170323-074723 -
Save as type: | Adobe Acrobat Document w
~ Hide Folders Cancel
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Adobe Acrobat Files Open WAY TOO LARGE

- It used to drive me crazy to open an Adobe Acrobat file only to have it display REALLY LARGE.
There is a way to change the zoom when Adobe Acrobat Pro opens files.

- In Adobe Acrobat Pro, go to Edit in the top tool bar, then Preferences, Page Display. Change
Zoom to “Fit Page”. =]

Categories: Default Layout and Zoom
Commenting ~ Page Layout: | Automatic ~ Zoom: |Fit Page V| A
Documnents
Full Screen Resclution —
General
Page Display () Use system setting: 96 pixelsfinch (®) Custom resolution: 110 2 pixelsfinch
30 & Multimedia .
L Rendering
Accessibility
Action Wizard Smooth Text: | For Laptop/LCD screens
Adobe Online Services
Catalog [~ Smooth line art Smoothimages ] Use local fonts
Color Management o
Content Editing [+“] Enhance thin lines [ Use page cache

Convert From PDF
Convert To PDF

Email Accounts Page Content and Infermation

Forms

1 ] oW 1arge images se smooth zoomin
Identity [ Show large imag [u h ing
Internet
Jr;\rea?cript [] Show art, trim, & bleed boxes [[] Show transparency grid
Language [~ Use logical page numbers [] Always show document page size
Measuring (20
Measuring (3D) Use Overprint Preview: | Only For PDF/X Files e
Measuring (Geo)
Multimedia (legacy) Default Transparency Blending Color Spacer | Working RGE -
Multimedia Trust (legacy)
Reaf:lm.g Reference XObjects View Mode
Reviewing
Search Show reference XObject targets: | Only PDF/X-3 compliant ones e
Security
Security (Enhanced) Location of referenced files: Browse for Location...
Signatures

[ | Lo,

0K Cancel




Adobe Pro Bookmarks and Links

| can’t say enough positive things about Adobe Pro. | couldn’t live without it.

Bookmarks are a great feature when you use files electronically.
Our Chart of Accounts is a good example:

Chart of Accounts (right click and select Open Hyperlink)

Our Board Agenda’s are done in PDF using Adobe Pro with links throughout
AQ.03.13.17.pdf

The Educator Price for Adobe Acrobat Pro DC is $119.00,
http://www.adobe.com/products/catalog/software. sl id-
contentfilter_s| catalog_sl education_sl alledu.edu.htmli?start=10

. If the $119.00 doesn’t show up on the website, call them, it is available. Sometimes the
monthly fee amount only shows up but you can buy it out right for $119.00.

The program is worth the cost. You will save that much just in paper and
toner.


http://www.adobe.com/products/catalog/software._sl_id-contentfilter_sl_catalog_sl_education_sl_alledu.edu.html?start=10
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Combining Multiple Files into a Single PDF

"L FY18 Schedule of Proposed Levy Rates - Signed.pdf - Adobe Acrobat Pro DC
3 edit View Window Help

B QOpen... Ctrl+0 Q 1 71 @ & T I:%’-
(1Y
Lgy Create ' Ciy PDF from File... Ctrl+N
?a PDF from Scanner 4
] DULE OF PR
Save As.. shift+Ctri+s | @5y PDF from Web Page.. Shift+Ctrl+O  JUR COUNTY
E. ) he Fiscal Ye:
Save as Other N a PDF from Clipboard
sy fram the re
Export To ' l T3 Combine Files into a Single PDF... *
1] R . Colu
E Attach to Email... B Create Multiple PDF Files... Cortiicato |
Assessed V
@’ Create Form... Purp
Close Ctri+W @; PDF Portfolio...
- TOTAarCIEss T
Properties... Ctrl+D — |
Class Il
& eon. ey ——
Total Class Il
1 CLAFY18 Schedule of ..Rates - Signed.pdf P
55
2 Ch\.A\Deposit 201700342, dated 3-15-17.pdf Real Estate I
Personal Property
3 C\Users\ahughart\Documents\,..\1.pdf Public Utilities
Total Class |11
4 C\.M\Chart of Accounts 2013-07-01.pdf
5 C\..\Deposit 201700341, dated 3-15-17.pdf gf;z':m
View All Recent Files... Personal Property
Public LHtilities
) Total Class IV
Exit Ctrl+Q Total Assessed Valuation

 The next slide is a video of combining multiple files of different types into
a single PDF.









Adobe Pro

To replace existing pages in an Adobe file, open the Page Thumbnails, then
In the Thumbnails highlight the pages you want to replace (make sure
replacement pages are the same number of pages), then right click on the
thumbnail highlighted pages and choose, Replace Pages.

Extracting pages from an Adobe file is done through the Page Thumbnails as
well. Just right click and choose Extract Pages and the highlighted pages wiill
open in a separate file, then you can save the extracted pages in a new file.

Delete pages can also be done through the Page Thumbnails. Right Click
and choose Delete Pages. This will delete the pages that you highlighted in
the thumbnaill.

Page Labels can be used to number pages through the Page Thumbnails.
Right Click and choose Page Labels.

- | use this feature on all of my year-end work papers. Instead of at the top where it would
say 1 of 6 pages, mine will say A-1, A-2, A-3, etc. which correspond to other work paper
tick marks.
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Multiple Monitors

To go paperless, you will need multiple monitors. | have 3 27-inch curved
monitors.

- Curved monitors flow better for the eyes and have become pretty cheap.

Even with 3 monitors, there are times | need 6 but manage with 3.
It is best to have all of your monitors the same size.

It becomes cumbersome to have monitors of different sizes since moving a
screen from one monitor to another monitor will require you to more than
likely resize the screen to fit the monitor.

When all monitors are the same size, you can slide a screen to a different
monitor and not have to resize the screen.

The next slide is a picture of my monitors. You will notice that the center
screen is an HDMI (clarity is much better). | need to order adapters for the
other two monitors to make them HDMI.



Picture of Monitors




How to Extend the Screen for a Laptop Connected to a Projector

When connecting your laptop to a projector for a business presentation, you can
display the screen image in a variety of ways, such as sending the image only to the
projector or projecting the same image to both screens. However, to maximize your
avallable screen area, extend your screen so the laptop and projector each display
a portion of the overall Image. Extending your screen lets you keep windows on your
IaPtop screen and only drag them to the projector screen when they become
relevant.

Click the Windows orb on the taskbar to open the Start menu.

Type "screen resolution” into the search box in the lower-left corner of the Start
menu. A list of search results automatically appear on the left side of the Start menu.
Click "Adjust screen resolution” in the list of search results to open the Screen
Resolution dialog box.

Click the drop-down box labeled "Multiple displays" to open a drop-down menu.

Click "Extend these displays" to expand your screen across the laptop and
projector.

Click "OK" to apply your changes and close the dialog box.



	Tips and Tricks
	Focus and Goal of Presentation
	Slide Number 3
	Slide Number 4
	Date Format at Beginning of File Name
	Windows Explorer Quick Access Folders
	Organization of File Folders
	Organization of File Folders (contd.)
	Organization of File Folders (contd.)
	File Folder Organization Example
	Pin Programs to Task Bar for Easy Access
	Pin Files to Task Bar Programs
	CalcTape – Free Program
	CalcTape Saved File with Text Descriptions
	Email Organization
	Quickly Spot Folders in Microsoft Outlook
	Quickly Spot Folders in Microsoft Outlook  (contd.)
	Quickly Spot Folders in Microsoft Outlook  (contd.)
	Change File Type of Incoming Emails
	Cascading Emails
	Cascading Email Example
	Preface Email Response Comments with Your Name
	Example of Preface Email Response
	How to Edit/Make Notes on an Email Already Sent
	Outlook Quick Parts
	Outlook Quick Parts (contd.)
	Outlook Quick Parts (contd.)
	Outlook Quick Parts (contd.)
	Slide Number 29
	My Tasks Screenshot
	Outlook Tasks
	Reoccurring Task
	Assign a Task to Someone Else
	Assign a Task to Someone Else (contd.)
	Slide Number 35
	Email Templates
	Email Template Instructions
	Email Template Instructions (contd.)
	Email Template
	Task Plus Email Template with Formulas in Email for Text and Calculated Dates
	Task Plus Email Template with Formulas in Email for Text and Calculated Dates  (contd.)
	Task Plus Email Template with Formulas in Email for Text and Calculated Dates  (contd.)
	Task Plus Email Template with Formulas in Email for Text and Calculated Dates  (contd.)
	Task Plus Email Template with Formulas in Email for Text and Calculated Dates  (contd.)
	Task Plus Email Template with Formulas in Email for Text and Calculated Dates  (contd.)
	Email Formula
	Compose an Email to Send at a Future Date
	Compose an Email to Send at a Future Date  (contd.)
	Compose an Email to Send at a Future Date  (contd.)
	How to Find an Email Set to Send in the Future
	To a New Email, Attach a Previous Email
	To a New Email, Attach a Previous Email  (contd.)
	To a New Email, Attach a Business Card
	Excel 2016 Shortcuts Listing
	Customize Excel Quick Access Toolbar
	Excel Number of Default Sheets in New Files
	Excel Listing of Recent Files
	Excel Listing of Recent Files Screenshot
	Watch Window
	Slide Number 60
	Watch Window (contd.)
	How to Unprotect Multiple Worksheets at Once in Excel
	Excel AutoFit Column Width
	Slide Number 64
	Format Multiple Excel Sheets at the Same Time
	Excel Sheets Listing
	Excel Sheet Listing (contd.)
	Conditional Formatting
	Conditional Formatting (contd.)
	Attaching a Screen Shot
	Cropping a Screen Shot or Picture
	Cropping a Screen Shot or Picture (contd.)
	Building Formulas 
	Building Formulas  (contd.)
	Building Formulas  (contd.)
	Building Formulas  (contd.)
	Excel Formula Cell Expansion
	Excel Formula Cell Expansion  (contd.)
	Clipboard
	Clipboard  (contd.)
	Clipboard  (contd.)
	Excel Templates (contd.)
	Remove Duplicates in Excel
	Remove Duplicates in Excel  (contd.)
	Remove Duplicates in Excel  (contd.)
	Pivot Table Calculated Field
	Pivot Table Calculated Field  (contd.)
	Pivot Table Calculated Field  (contd.)
	Pivot Table Calculated Field  (contd.)
	Pivot Table Calculated Field  (contd.)
	Build a Pivot Table
	How to Correct When a Formula Returns an Error of “#REF”
	How to Record a Macro
	Slide Number 94
	Shortcut Keys
	Slide Number 96
	Slide Number 97
	Windows Explorer Shortcut Keys that You May Use
	Print WVEIS Reports to PDF Instead of Printer
	Set-Up Dummy Files on Desktop to Print WVEIS Report
	Default Print Drivers to Print to PDF
	Print WVEIS Reports to PDF through WVEIS WOW
	Print WVEIS Reports to PDF through WVEIS WOW  (contd.)
	Print WVEIS Reports to PDF through WVEIS WOW  (contd.)
	Slide Number 105
	Adobe Acrobat Files Open WAY TOO LARGE
	Adobe Pro Bookmarks and Links
	Slide Number 108
	Combining Multiple Files into a Single PDF
	Combining Multiple Tiles into a Single PDF
	Adobe Pro
	Slide Number 112
	Multiple Monitors
	Picture of Monitors
	How to Extend the Screen for a Laptop Connected to a Projector

