Total Number of Participants / Quarterly Average
Program Attendance Workflow
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2  Hover your mouse over Attendance and click the plus sign next to Explore

A8 alv®

<ms Shared Drive Kb Finance - Accounts_..  F1 Nationwide Retirem... [B -FACCT P PolicyMap | Mappin... |8 Candid Leaming Youth Arrests K3 FY24_ Action Planni.. ) Dell > | B Othert

.* My Leaming - Bridge

L) | w CHANDRA BURGESS ‘

Home / Delivery / Dashbe

session will be recorded as this user. Note that the My Profile feature may be blocked during impersonation. Click here ta log back in to your account.

SITES v CASES v PARTICIPANTS v ATTENDANCE v VIEW REPORTS v OPTIONS v
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Explore *
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session will be recorded as this user. Note that the My Profile feature may be blocked during impersonation. Click here to log back in to your account.
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4  Ifyou see a page that looks like this, click on the menu

O [ escombisssmisioimodiesipies x| 4

= a x
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6  If the fields box does not initially appear, select the Fields button

RTS «~ WIKI  ~ OPTIONS ~

N e ® Back to Grid

I b
208 =
. = X X

Format Options Filelds Fullscre

13 14 15 16

A

7  Use the search bar and type in Participants

AGENCIES + ) PROGRAMS  + SITES  « 1 CASES ~ “&* PARTICIPANTS ~ @ ATTENDANCE +~ £ VIEW

Q Search or ask Al

) | B

ot Grid  Charts

Fields Add calculated value [¥] APPLY

Drag and drop fields to arrafige

All "e:’“ﬁ“ Q Report filters Columns
Expand a
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» Linked: Participant
» Linked: Program

» Linked: Service Unit - Unit__
Rows Values
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8 Move the Participant field over to the rows section

- SITES  ~

v B ATTENDANCE +~

l
&

Search or ask Al

Fields Add calculated value CANCEL

part|
» Allefidance = b
Participani
Linked: Participant
Created By (Linke...
Modified By (Linke.
Program (Linked.

Case (Linked: Part...

Participant Type (. i

H £ Type here to search . j

v SITES v

- B ATTENDANCE ~

Il
&+

Fields Add calculated value [ CANCEL
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Attendance = Valuwsy
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Linked: Participant
Created By (Linke.
Modified By (Linke
Participant
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Case (Linked: Part

Participant Type ( i
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10

SITES ~ CASES ~
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ser

» Attendance
Unit of Service l
Date Of Service
Date Of Service: ...
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Date Of Service:
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Date Of Senvic =i

Search for Date of Service

PARTICIPANTS  +

Add calculated value

I CANCEL

Values

Participant

ATTENDANCE VIEW

REPORTS v OPTIONS  ~

21,746 @® Backto Grid

1"

Search or a

Fields
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Date Of Service

Date Of Service:

Date Of Service

Date Of Service:
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PROGRAMS  + SITES  ~
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Date Only
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Days to Today

Month

Month Name =
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12 MENTAL HEALTH GRANTS ONLY -Select the drop-down and choose Distinct
Count

Fields Add calculated value [=) APPLY CANCEL

All fields Q Report filters Columns
Expand all
. Attendance Date Of Service
) S Values
» Linked: Participant
» Linked: Program
» Linked: Service Unit-U... Count
Rows -
Min
Participant -
Max
Site
Distinct Count 7
Service (Linked: Service...
13  HitApply
vill be recorded as this user. Note that the My Profile feature may be blocked during impersonation. Click here to log back in to your account.
SITES v CASES A4 PARTICIPANTS v ‘ ATTENDANCE v VIEW REPORTS v OPTIONS v
a = ) i
Format Options Fields Fullscreen

Add calculated value |7 APPLY CANCEL
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Values

-
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14  The pivot table contains all your participants and their dates of attendance

Next step is to filter by Date of Service

Click the drop-down arrow

= a x
ionxm=Explore@uam_row_index=08texplorer_view=Pivot&igrid_scroll_record_id=1611 AR 8 Q-9 - O
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¥ CHANDRA BURGESS e
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vill be recorded as this user. Note that the My Profile feature may be blocked during impersonation. Click here to log back in to your account.
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15 Click the Green Group button
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vill be recorded as this user. Note that the My Profile feature may be blocked during impersonation. Click here to log back in to your account.
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16
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17

Choose Between in the drop-down list
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18 Enter the start and end dates for the Quarter

- SITES  ~ CASES ICIPANTS  + B ATTENDANCE VIEW

- PROGRAMS
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19  Select Apply Filters and Close
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20 Everyone who attended in that quarter appears in the pivot table

Export the pivot chart to excel

v PROGRAMS v SITES  ~ CAsES v PARTICIPANTS B ATTENDANCE v

l
o

Search or ask Al

ort sid  Charis

DATE OF SERVICE
PARTICIPANT 2025-08-01 2025-08-07 2025-08-11 2025-08-12 2025-08-13 2025-08-14 2025-08-15 2025-08-18 2025-08-19 2025-08-20 2025-08-21 2025-08-22
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0 0 1 1 1 1 1 1 1 1 1
) 1 1] 1 1 1 1 1 1 1 1 0
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4

21 Download and open the exported file
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22 Highlight all participant names and a count will appear in the bottom right

That count is the Total Number of Participants
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26 v
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The total numbers at the end of each column show the number of participants
23
that attended each day
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24 Click on an empty excel cell in the document. Then click the Auto Sum dropdown
and select Average
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26 Click the corner of the blue square and drag the square across all total daily

attended numbers
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This number is the quarterly average attendance
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