**This document, developed by the City of Nashua’s Right to Know Attorney in reasonable anticipation
of the need for documentation in potential subsequent litigation (despite the City’s consistent good-
faith efforts to comply with RSA 91-A), should be considered attorney work-product and, as such, should
be considered exempt from disclosure under RSA 91-A:5, IV.
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USING FILTER BUTTONS

First step is to click the sort/filter button (looks like upside-down triangle) at the top of any
column in the table.

CC 5day elivered "promi:
Req# |-1/Requester |[-T|att(~|Dated [+|lettdrdi~|dde [+|date

2021-498 Colguhoun, L 8-Mar-21 |15-Mar-21 |n/fa nfa

This opens the menu for all your options.
The menu is separated into 2 sections: SORT and FILTER (in the below picture I separated them

by a yellow line

5day
cC Sday delivered
i |j'_Re yester | Tlatti vIDated |~ !letter di ~|date :.
21 Sort Oldest to Newest

Zl Sort Newest to Oldest “Sor-r"
>

Sort by Color

LTI o | /a
Filter by Color wee w '
Date Filters Fl I.rer

Search (All) le

-[+] (Select All)

499 Or] -] 2021

-] 2020

n/a

n/acorrespondence
pending Lehmann response

""" See other tracker

SO0 cop

coce

501 Colgquhoun, L 11-Mar-21 [18-Mar-21 |nfa




KEEP IN MIND — using a filter button on ANY column in the table will affect the WHOLE
table.

The specific criteria you select in the filter menu will determine one of two things:

1. If you select a SORT option: it will affect what order the rows are presented from top to
bottom, based upon the information in that column (i.e.: oldest to newest, alphabetical).

2. Ifyou select a FILTER option: it will determine whether or not a row is displayed, based
upon information in that column.

Just a quick administrative point — you can have a FILTER running on every single column, but
you can only SORT by one column.

You can tell which columns are FILTERING and which (single) column is SORTING the table
by the icons shown in the buttons.

- The arrow icon shown on the button in the “Req #” column shows that column is SORTING

- While the triangle on a stick icon in the “Requester” column shows that column is FILTERING

Saay

\ Sday delivered "promis
Reqg# gquester v |Dated |~ |letter d{ - |date |~ |date
2021-498 Colguhoun, L | 8-Mar-21 [15-Mar-21 |n/fa nfa




Now for some examples:

SORTING

Say you want to display the rows of the table with the oldest dated requests at the top and the
newest dated requests at the bottom.

First, you want to click the sort/filter button at the top of the “Dated” column to open the menu.

rD o Cut Calibri P11 e A A T = -  E¢Wapkxt Text - [E |_,
ER Copy ~ . d. R
Ete = == = | e=a= — o 0 .00 onditional Forma
¥ Format Painter ru ;- EMerge&Center $ % 2 %3 Formatting~ Tablg
Clipboard P Fant 1 Alignment [ Number Ta
1 g I Dated
A B 1= D E E G H 1
Sday request  further Dept.
cc day delivered "promise" delivered response requested
Req#  |-/|Requester |~ |atti~|Dat v |[ptterdi~ date |~ date |~|date |~ needei~ from | = | specific request
Kindly supply m
(12/11/2020-12/
2021-435 Colguhoun, L 6-Jan-21  |13-Jan-21 |sentby )G |setby 1G 14-Jan-21 CFO
Requesting copi
September 25, 2/
2021-436 Merit Const. 6-lan-21 13-Jan-21 |n/a nfa 12-Jan-21 Engineering
"FYl-1do notwi
You had Vern Ga
Please forward
Sarah or provided to a




Then in the menu select “Sort Oldest to Newest” at the top.

A | B | D E E | G | B | | J
5day request  further Dept.
cCc 5 day delivered "promise" delivered response requested
1 |Rej——Fege=ster oot U lletter di~ | date ~ | date |~ date |~ needei~ from |~ | specific request
21 Sort Oldest to Newest Kindly supply me with &
Zl Sort Newest to Oldest (12/11/2020-12/31/202(
Sort by Color »
41 201 13-Jan-21 |sentbyJG [setbylG 14-Jan-21 CFO
Requesting copies of Pr
Date Filters ’ September 25, 2020 to
Search (All) P
(Select All)
42 2041 (-1 2021 13-Jan-21 |nfa nfa 12-lan-21 Engineering
-4 2020 "FY¥I- 1 do not wish fort
VIn/a
You had Vern Gardner g
Please forward this app
Sarash or provided to a group i
43 2041 14-Jan-21 |n/a nfa 7-Jan-21 Marchant _{3nd.twill obtain i thou
When does the city plag
Then does the city take
oK Cancel property to get back tax
44 12021-438 Colguhoun, L 8-lan-21  |N/A NSA NSA 11-Jan-21 Tax
Could you please provig

The rows will now be sorted based upon the information in the “dated” column with the oldest at
the top and the newest at the bottom of the table.



FILTERING

Now let’s say you want to find a request based upon the date it was delivered. For our example
let’s use February 17, 2021 (or 17-Feb-21 as I have it formatted)

First, select the sort/filter button at the top of the “request delivered date” column to open the
menu.

Font [ Alignment [ MNumber [ 9
I pending Lehmann response
g | B E | Fo| G [ | J

5day request furljer Dept.
cC 5day delivered "promise| delivered resgbnse requested
r [+ |att{~|Dated |~ |letterdi-i/date '~ |dste date_ [~Inefdel~|from [+ | specific request
81 Sort Oldest to Newest \ ) supply me with all emails
,{l Sort Newest to Oldest was a supervisor during pe
Sorg by Color N New Hampshire DRA from
CFO
nL 5-Dec-20  |14-] Assessing
provide email copies of th
Date Filters 4 held in 2018
Search (All) pz]
(Select All)
L 11-Dec-20 |18 (-] 2021 Assessing
6842020 1. provide a list of names ¢
Cancelled by LO
Cancelled by LO #457 property record card.
n/a 2. provide any data that is
requester never responded list what these codes stan
L 15-Dec-20 |21 (’;::Zf) Assessing 3. provide an email copy o
help finding “city ordinang
Cancel
L 15-Dec-20 |29-Dec-20 |29-Dec-20 |N/A 29-Dec-20 Assessing
1. the bill for RTM Commu
2 _sumamary of everny office




Next deselect the (Select All) box in order to remove checks for all the check boxes

& O E F T G T H — ]
5 day request  further Dept.
CcC 5 day delivered "promise" delivered response requested
atti ~|Dated |~ |letterdi~!|date |~ date '~ |date [+~|needel~|from | = | specific reg
2] Sort Oldest to Mewest supply me
"El Sort Mewest to Oldest Was a supe
Sort by Color b plevrHamp
CFO
5-Dec-20 |14 Assessing
provide e
[ate Filters 3 hald in 201
Kearch (All) \ ]
o )
11-Dec-20 |18-[ a-[] 2021 Assessing
@"D aks 1. provide 3
~~[] Cancelled by LO
~.[] Cancelled by LO #457 property re
~[On/a 2. provide 3
[] requester never responded list what th
~[Jsee 478 :
15-Dec-20 |21-L [ (Blanks) Assessing 3. Provide s
\ j help findin
oK | Cancel |
15-Dec-20 |(29-Dec-20 |29-Dec-20 |(N/A 29-Dec-20 Assessing
1. the bill f
2. summany




Then

(1) Use the + buttons to expand the menu options,
(2) Select the specific dates you want to display.

(3) Click OK

| SortAtoZ

B M
it

Sort Zto A

Sort by Color 3

Filter by Color

Step 1

E.Searc“h .(}:1.||-_I. ,O

Text Filters

CHC | Cancel

2| Sort Oldest to Mewest ?-L Sort Oldest to Mewest
Zl Sort Mewest to Oldest 2l Sort Mewest to Oldest
Sort by Color b Sort by Color 3
Step 2 "~ "Step 3
Date Filters b Date Filters 3
i) ISearch (A I .':
L4 ~
¥ v
oK Cancel é.anc;l

Now ONLY the rows that have your selected date (17-Feb-21) in the “request delivered date”

column will be displayed.

1116 - 5 pending Lehmann response
A | B g D E F G H J |
—
5 day request  fijrther Dept.
cc 5 day delivered "promise"| delivered rsponse requested

|Req# |~ |Requester | |atti~ Dated |~ letterdi-lidate |~ date ‘date ¥ n|edei~ from | * | specific request
Attached please find a self-ex;
neighbors of 49 Buckmeadow |
I am happy to come to City Hal
staff time than making copies.

312021-473  Hildreth, T 12-Feb-21 |19-Feb-21 |n/a n/a 17-Feb-21 Flesse let me kngw whien nex!
| am requesting a copy of any €
meeting of September 18, 202
meeting via the link sent out b

812021-475 Lu, Elizabeth 17-Feb-21 |nfa 17-Feb-21 |n/a 17-Feb-21
On January 8, you providedar
permit information submitted

pending & 2020-375-A. You sent the res
Vipena On January 12, 2021, | received
5/2021-469 Ortolang, L Vi 8-Feb-21 |response [n/a n/a 17-Feb-21 legal tome. Attorney Lehmann and




CLEARING FILTERS

When you have FILTERS active, only rows with matching information are displayed.
The other rows are hidden. In order to show all rows, you need to clear any FILTERS that you

have active.

First look for the active FILTER icon at the top of each column
(you may need to scroll left or right to see the buttons on top of all the columns)

In this example we can see that there are active FILTERS on the “5 day delivered date” column
and the “request delivered date” (but again, don’t forget to scroll left and right to check all

columns)
A B C D E F H 2,
5day request  further Dept.
cc 5day delivefed "Nromise" delivg Nsponse requested

eq # ~1|Requester - |atti v | Dated |~ |letter di | date T|dfte |~ date gedel ¥ | from - |specific request
1. The checks that were paid to 188 Concor
Does the city have leases with 188 Concord
of time does the lease go for.
2. | could assume that the city would not p

h20-400-B  Colgquhoun, L 30-Dec-20 |7-Jan-21 |7-Jan-21  |14-Jan-21 |12-Jan-21 were performed. Kindly give me the listin

1RTK number for request sent on 14dec20:
2 lndated dornmentatinn nn the BTK list

Now, in each of these columns, open the menu and select “Clear Filter From...”

5day 1l
jCC 5day delivered "promise" ¢
ester = |atti = | Dated = letter dv ~ date [7] date id
2l SortAtoZ
Zl SortZtoA
Sort by Color >
q ¥, ClearFilter From "5 day delivered date"
ano, 22-Jan-21 |1
Text Filters >
Search (All) Plv
v (W] (Select All)
houn, L -] 2021 22-lan-21 |2
+-[] 2020
[(On/a
[Jsent by JG
houn, L 26-Jan-21 |4
oK Cancel
ano, L | 27-1an-21 |3-Feb-21 |26-Jan-21 |[nfa i

Once you do this for all the columns, every row should be showing.



SORTING and FILTERING WORDS and NAMES

Filters can be used to find more than just dates. Using the same principles above we can sort and
filter by text instead of dates.

SORTING by WORDS or NAMES
Say for example we want to sort the rows by name of the requester in alphabetical order.

Open the sort/filter menu for the “Requester” column and select “Sort A to Z” or “Sort Z to A”
you want the rows sorted in reverse alphabetical order.

5day
cc 5day delivered "promis
att{~|Dated |+ letterdi~|date  [~|date

2l SortAtoZ
Zl SortZtoA

Sort by Color >
—
13-Jan-21 |20-Jan-21 (20-Jan-21 |26-Jan-2
Filter by Color >
Text Filters >
Search P
-V (Select All) A
“Mike" at 978 494-9171 27-Jan-21 |3-Feb-21 |n/a n/a
Attorney Lehman
Caresfor

Colquhoun, L
ekow289@protonmail.com
Gardner, K

Georgiana, W

Hildreth, T 31-Jan-21 |8-Feb-21 [n/a n/a
Houston, A
P PP A

e

S_SJ 2021-447 Ortolano, L 14-Jan-21 [n/a nfa n/a
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FILTERING by WORDS or NAMES

Now say you want to display only rows that have a specific word or name in a particular column.
There are two ways to do this: (1) by selecting the word or name from the list, or (2) by
searching for the word or name

Selecting the word or name
(1) Open the sort/filter menu for the column and click “(Select All)” to clear the checkboxes.
(2) Select the name or word from the list that you want to display

(3) Click OK

cC CC
a i = r—
1 |Req# [+1] Requester 1 |Req#  |-1|Reguester atti 1 |[Reg# [-1|Requester  [+|atti~|D
= A
8l SortAtoZ 8l SotAtez 2l SortAtoZz
il SortZtoa il SortZto A ‘;_'\l SortZto A
Sort by Color » Sart by Color 3 Sort by Color b
4 Y. Clear Filter Fro X O E
Filter by Color 3 Filter by Color ¥ Filter by Color b
Text Filters » Text Filters 3 Text Filters b
iSearch j}l Search Jell !Saarch p:
Bl (5eiect Al A [Select All) A -[H] (Select All ~
-[] "Mike" at 978 494-9171 -] "Mike" at 978 494-9171 [ Mike" at 978 494.9171 2
-[] Attorney Lehman -[] Attarney Lehman -] Attorney Lehman
-] Caresfar [ caresfar -] Caresfor
-] Colquhoun, L houn, L [l Colquhoun, L
] ekow289@protonmail.com 289@protonmail.com [ ekow289@ protonmail.com
[l Gardner, K -[] Gardner, K -1 Gardner, K
--[] Georgiana, W - eorgiana, eorgiana,
0 O w Oa w
-] Hildreth, T -[] Hildreth, T [ Hildreth, T 3
E Houston, A& . E lHlou;.tnn, {‘ i E Houston, A G
S [ i T I =
55 |2021—447 Ortolano, L 55 |2021-447 Ortolano, L cc (9091447 Artalann 1 1

Now the table will display only rows with the selected name or word in that column.

v | A | B c | D E E | G | H | | | 1 |
Sday regquest  further Dept.
\-C 5 day delivered "promise" delivered response requested
1 |Req# || Requester | ¥||tt{~|Dated |[+|letterd{~|date [+|date [v|date [+|needel~|from [+ | specific request
Made to Legal - Under the New Hamp
but request electronic copies of 2
T the city as of Tuesday)
assessing
52 |2021-446 Colquhoun, L 13-Jan-21 |20-Jan-21 |20-Jan-21 |26-Jan-21 |26-Jan-21 materials
1- Yousenttwo cop
2- Some of these ab
important to the resi
3- Isthe City of Nash
53 |2021-446-a| Colquhoun, L 27-Jan-21 |3-Feb-21 |n/a n/a 3-Feb-21 see them?
Under the New Hamp
a listing of all 2020 ah
2021. Mr. Vincent has|
abatements received
54 2021-446-8| Colquhoun, L 31-Jan-21 |8-Feb-21 |n/a n/a 5-Feb-21 request.
i Please provide an ele
Brard nf <2

ALWAYS REMEMBER you need clear FILTERS to display all rows again.
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Searching for a word or name
Now say you want to search for all requests that have a specific word in it, for example “email”

(1) Open the sort/filter menu for the column (in this case the “specific request” column) and
click inside the text box labelled “search.”

(2) Type in the word of name you want search for (in this case “email”)

(3) Click OK

4] SotAtoZ

8] SotAtaz 8l SortAtaZ

Zl SotZtoA Zl soriZtoA 2l SortZtoA

Sort by Color * Sort by Calor 4 Sort by Color 4

Text Filters 3 Text Filters 4 Text Filters 4

) Scarch p-gemaiﬂ x| ermail [2]
[ [Select All) - [+ (Select All Search Results) ~ - v [Select All Search Results) ~

- Copies of all paid invoices to cor
all electronic communications” *s
‘Did the Board decide to remove il
"FYl - 1 do not wish for this to bect
3 1-  You sent two copies of your le
1 RTK number for request sent on
y 1. please provide any responsive

-] Add current selection to filter

-] - Copies of all paid invoices to cor
. all governmental documents ing
. email communication betweeni
. provide a list of names of abbre
. provide email copies of all requ
. Under MH right to Know, please

-] Add current selection to filter

o Copies of all paid invoices to cor
¥ 1. all governmental documents ine
1. email communication between 1
¥ 1. provide a list of names of abbre
1. provide email copies of all requ
1. Under NH right to Know, please

[ 1, “provide me with the settiement " - [#] Attorney Meumann, this is a Right “ --[v] Attorney Meumann, this is a Right v

—_— . —_ .

r's > < > < >

Cancel Cancel Cancel

Now the table will display only rows that have that word or name in the column where you
searched. (in this example: the word “email” in the “specific request” column)

G | H | | J | K
request  further Dept.
omise" delivered response reguested
te ~|date  |~v|needel~|from | specific request -T Motes

electronic copies of all thd email§ Greg Turgiss created or responded to from August 1, 2020 to
October 12, 2020.

= other |Cancelled
cker by LO #457

1. all governmental documents including excluding any information provided in the
public board of assessor packet and excluding privileged information, that pertain to 2019
abatements.

2. email copies of all the 2019 abatements applications and supporting data submitted by
property owners that were emailed or mailed to the Board of Assessors prior to June 1, 2020

Jan-21 |15-Jan-21 Assessing

@communication between the Mayor and Mr. Kleiner regarding these permits
reference.

2. any documentation that contains information on the permits captured between September
2019 and December 2018.

Dec-20 |29-Dec-20 Assessing 3. any documentation that contains information on the permits captured between September

12 providcopies of all requests for governmental records to the building permit and
safety department for the time frame of September 1, 2020 to October 31, 2020.
2. include all responses that were sent to the legal department and any responses that came

1. Do we honor
for the request
2. first half still

building
permit and

ALWAYS REMEMBER you need clear FILTERS to display all rows again.
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ADDING NEW RTK REQUESTS TO THE TRACKER

(1) Sort A to Z in the “Req #” column to ensure you are assigning the next number in the
sequence. (See SORTING above).

(2) In the “Dated” column fill in the date the requester sent the request (NOT the date
received). Dates should auto format as long as the date it recognizable.

(3) Fill in the “5 day letter due” column with a date 5 business days after the request was
received. If the request was sent after business hours, it does not count as received until
the morning of the next business day.

(4) Fill in “Dept. requested from” column if the request was originally addressed to
someone outside of legal (This is not critical, but it is good info to have).

(5) Copy and paste the body of the FULL REQUEST into the “specific request”
column. Having the full request in this box makes it easier to search all requests we have
received for specific words or phrases. (e.g.: “emails,” “Kleiner,” “abatements,” etc.)
However, keep in mind the following:

a. If the requester is using a form letter, don’t copy the parts at the beginning or end
that just restate the law or are used in dozens of other requests.

Dear Mr. McKinney:

Under NH Right-to-Know, please provide me with copies of all documentation that the Nashua School
District sent to the City of Nashua in order for the city to complete their CAFR (Comprehensive Annual
Financial Report for fiscal year ending June 30, 2020). This information should show the
Student/Teacher Statistical Information and School Department Operating Statistics. Both of these

reports should show that last 10 years. COPY jus-r this PClr"r T

T am requesting this information be sent to me electronically and therefore no fees should be
required. This information is not being sought for commercial purposes.

The New Hampshire Right to Know Law requires a response time of five business days. If access to the
records I am requesting will take longer than this amount of time, please contact me with information
about when I might expect copies or the ability to inspect the requested records.

b. Make sure you double click in the cell (and a cursor is visible) before you paste
the text in. If you don’t do this, it may paste the text into multiple cells if there are
line breaks in the copied text.

|~ | specific request |~ |Note
| left a phone message with your office around 9:30 am. | do not require a meeting to address  regar|
the matter but a phone call would be helpful in clarify how the best way to obtain the video. 2VM
Refe

Make sure cursor is visible and blinking
before you paste

(6) All other fields are fairly self-explanatory.
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FILTERING FOR PENDING REQUESTS

Regardless of whether you are looking for requests that have not yet received a 5-day or a Final
response, the process is the same:

(1) Open the menu for either “5 day delivered date” or “request delivered date” depending on
which one you are looking for, and uncheck “(Select All)”

(2) Check “(Blanks)”

(3) Click OK

5day 5day
5day cc 5 day delivered "prom cc 5day delivered "prom
lcc 5 day delivered "promise 2 P =1 1 =) [Flatti~] [<] {~1 [+]
dor, Bl = - B ter | Aam Dated letter di > daie date fter Agm Q.gxgp letter di ~ date date
A =i 2l SortAtoZz 2l SotAtoZz
8l SortAtoz . 2|
al SortZtoA SortZto A
Zl SotZtoA & Seein A S
v / Col »
Sort by Color » Sort by Color » Sort by Color
See othe ) 4 See of v See ot
no, L tracker o L trackeho, L trackel
Text Filters » Text Filters » Text Filters »
Search (All AN Search (All) pﬂ Search (All) pzl
dﬂ] (Select All W] (Select All) W] (Select All)
no, L &[J2021 TBD L @[] 2021 TBD fo, L w-[J2021 TBD
{12020 @-[]2020 @-[12020
g na [n/a [On/a
0 f:::;":é"“k“ [] See other tracker [J See other tracker
O (Blankr) [ sent by JG [Jsent by JG
See othg v
| 0 e VB3 see ot
no, L tracker
o, L trackeho, L tracke]
OK Cancel
no, L !y 1-Nov-20 |7-Dec-20 |7-Dec-20 [15-Jan-23
| L ly 1-Nov-20 [T_nnr_')ﬂ l?.nnr_')n 15 ladbn | ly 1-Mow-20 l?_rw_')n |?_r}gr_')n 15-lan!
: : : 13 . 29
Now the table will display only requests that have no entry for whichever “delivered date
column you chose.
1120 b S
A B c| B | E F G H J K
—
5day request  further Dept.
cc 5day delivered |['promise" delivered response requested
1 |Req# |-1|Requester [+ att] v |Dated | |letterdi| |date -1 Hate |~ |date v neede(~ | from |~ specific request
| am requesting public access, within 3 business days, to the
described as follows:
1. The name of the Nashua School Districts Virtual Private Nej
00/2021-452  Houston, A 16-Mar-21 |23-Mar-JL legal AminiSIaTion devices.
1 will assume given the lack of phone call, that option to clari
Here is my attempt to clarify the request.
| believe the legal office will not accept the detailed descripd
satisfy the City in the search. | believe | was wearing a purple
03|2021-294 Ortolano, L 17-Mar-21 |24-marlL legal clothing. | am unsure if | provide a car description that the le
| Mr. Vincent, | am sending you a Revised Right To Know on th
within the assessing department. | may not know the actual
I know that this information would be used in order to deter
... .please provide me with a list of properties on which the
02|2021-298 Colguhoun, L 16-Mar-21 |23-Marlt assessing RSA 72:73k or RSA 72:23-n. This list should show the amount
——/
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INFO AT A GLANCE

Color coding
You probably have noticed the different colors in the “5 day letter due” column and the

“’promise’ date column. This are auto-formatted based upon what dates are in each column.
RED the date has passed.

YELLOW the date is within the next 7 calendar days.

GREEN the date is further than 7 calendar days out.

Say for example you want to display only requests with a 5 day letter due today or within the
next 7 days all you have to do is filter by the appropriate color

TN Jx attny
A B 9 D = 3 < H J A B e D E F G H |
cc 5 day letter SO | romise” requEst: | Pl 5d t | furth
Req# Requester ) Dated ; delivered Dd i delivered [respons: cec 5 day letter ) ay "promise" FEFUES S
atiny ue date ate date | needed|| Req# Requester sty Dated i delivered it delivered |respons
] = = | date date needed
1 Sort Oldest to Newest [ = [= = [] ~ = £y i
Zl Sort Newest to Oldest
Sort by Color »
2021-476 - 7w ey 1
Filter by Color *{ Fitter by Cell Color
Date Filters » [ 21-430 Colguhoun, L 25-Mar-21 [1-Apr-21
Search (All) oF i
¥ (Select All) /]
2021-480 q =4 2021 .
& February Filter by Font Colo
¥ March Jie=]
v April 21-492 Houston, A 23-Mar-21 |31-Mar-21
v =
bo21-452
oK Cancel 21-509 Colguhoun, L 19-Mar-21 |26-Mar-21
P021-504 Colquhoun, L 26-Feb-21 |nfa nfa nfa
21-510 Colguhoun, L 22-Mar-21 |29-Mar-21
021-509 Colguhoun, L 19-Mar-21 |26-Mar-21
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Changing the date format

I have the document set to format the date into the DD-Month-YY format. This means that as
long as you input the date in a recognizable format (e.g.: MM/DD/YY, MM/DD/YYYY,
Month DD, YYYY, etc.) it should always re-format to DD-Month-YY.

However, if you would rather it display in a different format, that is a quick fix:
1. Select the whole column by clicking above the cells in the box with the letter heading
(A, B, C, Etc. ). Make sure the cursor turns into a downward arrow before clicking. If you
properly select the whole column, the heading should turn green and the cells should be
highlighted gray like in the picture below.
2. Next, right click on any of the selected cells and scroll down to “Format Cell...”

. s o Tt Sday |, .| regque

ay letter romise

. Je Dated uester Dated i delivered| © deliver
attny due date

l date date

[ B & DY 4 | = e Calibri ~[11 ~| A & $ - % »
B I =&~ A - -9 0o
5d 1 |

ccC 5 day letter 5
Requester | Dated deliv ¥ Cut

| attny due oo &
; ; ! . ; 5 E® Copy
i L% l 2% L% s by, . sl ;[}1 Paste Options:

D

Paste Special...

Insert
houn, L _ 31-M4 Delete nfa 6-Apr-21

Murphy, S. [ 5-Apr-21 |12-Apr-21

Clear Contents

Format Cells... h

Column Width...

ang, L | 2-Apr Hide nfa n/a
Unhide

Colguhoun, L | 31-Mar-21 |[7-Apr nfa
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3. In the menu you that pops up
a. Make sure you are in the “Number” tab
b. Select “Date” from the column on the left
c. Select the formatting type you want from the right column
(NOTE: stay away from the formats with an asterisk — they end up
changing info based upon the computer’s selected time-zone)
d. Click “OK” and your dates should be changed to your selected format

T T e
T | | w |- | w |- | vl | vl v‘

Farmat Cells [4 >

~ Mumber  Alignment Font Border Fill Protection

1-5; LCategory

General Sample
Mumber Dated
Currency
Accnuntini Type:
‘ Time *314/2012 Fy
Percentage ;‘::.If:dnesday, March 14, 2012
Al | T B e
_IS_cmntlﬂc 03/14/12
ext
Special :Ilj-mar 12 W
Custom tadacl i3
Locale (location):
| English {United States) v
1-5;
Date formats display date and time serial numbers as date values, Date formats that begin with
an asterisk [*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.
1-5]
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