Submission Form
Please submit the following information by e-mail to:  ELW2011@astdatlanta.org
Organization Name: (as will be printed on the award) Select Merchandising Services
Contact Person(s): Carey Garback, Training and Development Manager; Karen Sieczka, Training Coordinator
Email: cgarback@selectmerchandisingservices.com or karen.siezcka@selectmerchandisingservices.com 
Phone:  770-863-9180
Address: 1955 Lake Park Dr. SE, Suite 400, Smyrna, Georgia 30080
Name and title of person authorizing the sharing of this story/report on our Website and to Metro Atlanta and Georgia media outlets: print, online, radio, TV: Michael Rogge, VP of Human Resources
Your Learning Story:  
Essential Excel Skills for Managers
In conjunction with Employee Learning Week, Select Merchandising Services (SMS) is kicking off a new project designed in-house by the SMS Training Department. The project, Excel for SMS Managers, is a PowerPoint training module designed to assist managers and supervisors in performing strategic tasks in Excel. High-level expectations of SMS supervisors and managers include pulling and culling large Excel reports generated by internal data-gathering systems.  The following specific and essential tasks were pinpointed as necessary to successfully grasp Excel and achieve their reporting goals:
· Freezing header row
· Filtering and Sorting
· Adding a column
· Adding a formula
· Formatting
· Copying a worksheet
· Printing
A beta version of the program was sent to select field managers in October for their feedback on the usefulness of the topics covered and the understandability of how the materials were presented. Their input was invaluable to adding and expanding some of the topic areas to make them more user-friendly for managers. 
Comments from the reviewing managers were favorable and included: “This presentation covers the everyday practical basics that an SMS manager needs to do his/her job.” “…the word "formula" may scare off some people but you have broken it down with clear and concise steps for application.”
The format for this project is a PowerPoint show designed for on-demand viewing to be hosted on the SMS intranet website. In addition, the program will be publicized to all supervisors and managers and go live during Employee Learning Week 2011.  The PowerPoint show will remain available indefinitely.






Please attach any available materials supporting your submission that could be used by others to implement similar events, programs in their organizations.  These will be posted on the website (i.e. the annual learning report, sample of enhanced learning plans, actual learning reward criteria, flyer from the learning fair, sample learning communications etc.) 
Please also submit a corporate logo that will appear on our Website with your story in the listing of organizations who are being recognized as Champions of Learning.

Submission deadline is November 21, 2011

For any questions or comments, please contact us by e-mail:
ELW2011@astdatlanta.org  

