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Microsoft Excel for Tracking and Analysis Training
For District of Columbia's Peer Case Managers
Introduction
The District of Columbia recognizes the vital role Peer Case Managers play in supporting individuals and communities. To enhance efficiency and empower Peer Case Managers in their daily responsibilities, this training program provides a comprehensive introduction to Microsoft Excel, focusing on practical tracking and analysis skills tailored to your needs.
Training Objectives
· Understand the basic features and interface of Microsoft Excel.
· Learn to create, organize, and maintain case management tracking spreadsheets.
· Utilize Excel tools for data analysis to inform decision-making and reporting.
· Develop best practices for data security and confidentiality within Excel workbooks.
Module 1: Getting Started with Excel
· Overview of Excel Interface: Ribbon, Tabs, and Workbooks
· Creating and Saving Workbooks
· Entering and Formatting Data
· Using Rows, Columns, and Cells Effectively
Module 2: Building Tracking Tools
· Designing a Case Management Spreadsheet
· Customizing Column Headers (e.g., Client Name, Contact Info, Case Status, Next Steps)
· Sorting and Filtering Data for Quick Reference
· Using Data Validation to Ensure Consistency
Module 3: Data Analysis and Reporting
· Introduction to Basic Formulas (SUM, AVERAGE, COUNTIF)
· Conditional Formatting to Highlight Key Information
· Creating Simple Charts and Graphs to Visualize Trends
· Generating Summary Reports for Supervisors and Stakeholders
Module 4: Data Security and Confidentiality
· Protecting Sensitive Information with Passwords
· Hiding and Locking Cells or Sheets
· Version Control and Safe Sharing Practices
· District of Columbia Data Privacy Guidelines Overview
Module 5: Best Practices and Troubleshooting
· Tips for Maintaining Organized and Up-to-Date Records
· Common Error Messages and How to Fix Them
· When and How to Seek Help or Advanced Training
Hands-On Activities
· Practice Building a Case Tracker from a Template
· Analyze Mock Data to Identify Service Gaps
· Simulate Real-World Reporting Tasks
Resources and Support
· Step-by-Step Reference Guides (provided in training materials)
· Contact Information for Technical Support
· Links to Additional Online Tutorials and DC Government Guidelines
Conclusion
Upon completion of this training, Peer Case Managers will have foundational Excel skills to streamline their workflows, enhance data accuracy, and contribute more effectively to the District of Columbia's case management objectives. Continuous learning and practice are encouraged to further develop Excel proficiency.
