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Submission #5 - Interim submission
What new skills did you learn in the period?

My next objectives for this project (from March 9th to March 30th) were to create/set up self-generated customer payment information sheets, quotes and invoices.I have learnt how to -

· Use formulas to aid in the generation of customer payment information sheets. With dynamic formulas that change with the initial work schedule I have been able to autofill material quantities that are commonly grouped together.
· Use ‘check boxes’ to flag ‘true or false’ to further link formulas for autofill of data.
· Automatically generate emails from the customer payment/job information sheet. This is extremely complicated so will take more time to complete but basic understanding of the working structure is in place.

How have you been able to adapt / use the new skills learnt within the work environment?

This section of work has been useful for the following reasons -
· I am really starting to see how useful Excel can be when developer level functions are explored. I have been using Excel for over 20 years in a fairly basic way but now realise how much more it can do. The further understanding of its functions will help me construct much more useful (and time saving) sheets in the future.
· Having the ability to create comprehensive excel sheets will also help show a level of experience and professionalism. 

What was the highlight and why?
The highlight has been further exploring the use of formulas to speed up the creation of customer job/materials sheets which in turn can generate emails. I have used dynamic formulas to link the job schedule to commonly used materials (and alternatives). The email generation (quotes and invoices) will potentially save me a lot of time, perhaps even likely to get me more work as I can send quotes in a shorter time frame.
What part of the task / activity were most challenging and least challenging?

The most challenging parts of this task were –
· When I started looking at how to generate emails from hyperlinks it became apparent that my version of Excel could not actually do it! It turns out that I have been happily using Microsoft Excel 2003! I have had to download the Microsoft Office 365 package as a complete upgrade on my PC which also meant a new version of Word. This has made me slightly uncomfortable as I have to re-learn interfaces and menus for both.
· Ok, so it also became apparent that to use the email hyperlink I would also have to use Outlook. I have been using a ‘Firefox’ based ‘workspace’ email on the PC for 5 years and have now decided to ‘bite the bullet’ and switch to Outlook. This has slowed me down so far so am not feeling to comfortable about it, I’m hoping I can get through this and become as familiar with Outlook.

· The email hyperlink functions (visual basic) will take time to learn as it is basically ‘coding’ within Excel. I have made some basic structure so far but this will take a lot longer than I thought.

The least challenging aspects were -

· Using dynamic formulas to generate a materials list of commonly used items for different job schedules/types. 
· Creating a ‘check box’ to link with a formula.

How are you progressing according to your objectives (learning contract)?

I am happy with progress so far. I have realised this section of work had a bigger scope than intended. I have gone over the time allocation for this section without completion. I estimate that there could be 20-30 hrs more work to complete this comprehensively, mostly due to the ‘visual basic’ coding element which I was unfamiliar with previously.
I will continue with this section of work into the time allocation for the next section of the project so I feel that I have achieved more before I move on. I may reduce the scope of the next section for this to happen or find more time to do so.
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