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Total Number of Participants / Quarterly Average
Program Attendance Workflow

1 Go to Delivery
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2 Hover your mouse over Attendance and click the plus sign next to Explore

3 Choose Attendance
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4 If you see a page that looks like this, click on the menu

5 Select Pivot
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6 If the fields box does not initially appear, select the Fields button

7 Use the search bar and type in Participants
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8 Move the Participant field over to the rows section

9
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10 Search for Date of Service

11 Move Date of Service over to the columns and values tab
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12 MENTAL HEALTH GRANTS ONLY -Select the drop-down and choose Distinct
Count

13 Hit Apply
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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

15 Click the Green Group button
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16 Search Date of Service

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

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

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

23 The total numbers at the end of each column show the number of participants
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

25 Select the first total daily attended number
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26 Click the corner of the blue square and drag the square across all total daily
attended numbers

27 Hit Enter after the cells have been selected
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28 This number is the quarterly average attendance


