CHILD POVERTY
TOOLKIT &~

Instructions for Generating the Full Presentation

1. The toolkit allows you to download a spreadsheet that has been specifically
designed to produce charts illustrating key statistic that will be of interest to
those who are developing a child poverty strategy.

2. The spreadsheet is accompanied by a second spreadsheet containing data
specific to your area. To download these spreadsheets, choose your local
authority from here.

3. NOTE: the download is quite large and takes some time to download

Once the download arrives you will be asked to Open it or Save it to Disk

Opening cptk-20080623111345.zip

¥ou have chosen ko open

(] cptk-20080623111345.zip

which is a: Compressed (zipped) Folder
from: hktp: e, childpovertytoalkit, arg.uk

- What should Firefox do with this file?

) Cpenwith | CompressedFolder {default) b

[] Do this autamatically For files like this From now an,

[ (84 ] [ Cancel

5. Choose Save to Disk and press OK

6. Go to where the file is saved (usually your desktop). You can now extract the
files.



Extracting the files

7. You need to begin by extracting the files to a location of your choosing.
8. Right click on the file and choose Extract all...
9. This will start the Extraction Wizard

Extraction Wizard

Welcome to the
Compressed (zipped)
Folders Extraction

Wizard

The extraction wizard helpz you copy files
from inzide a ZIP archive.

To continue, click Mesxt,

Memt > l[ Cancel

10. Click Next



Extraction Wizard

Select a Destination
Filez inzide the ZIP archive will be extracted to the lacation you
choose.

Select a folder bo extract files to.

Filez will be extracted to thiz directon:

by DocumentzhCharting |

Browse...

Estracting...

(

]

[ < Back ” Fext » ][ Cancel ]

11. If you want to choose where to extract the file to click Browse, otherwise Click
Next (this will extract the files into a folder in the same place as you saved the

zip file).

3

Extraction Wizard

E xtraction Complete =t
Filez have been successfully extracted from the ZIF archive.

Filez hawve been succeszsfully extracted to the following

directon:

C:ADocuments and SettingshSeanthy., ACharting

T o zee your extracted filez, check the baox below:
Shiow extracted files

Prezs finish to continue.

Back Firnzh ] [ Cancel

12. Click Finish.



Generating the presentation

13. Once extraction is finished you will find three files

& cptk-20080620165938

File Edit ‘“iew Favorites Tools Help

k_;" Black \\u;;' Lﬁ; lif @ /I:'-‘:I Search [1_“_ Folders v

Address |23 C:\Documents and Settingssean. moley ZESILOMDON, Deskbop) cptk-200306201 65938 V| EY co

Mame = Size | Ty
%ﬂChild_F‘l:nverty_TDDIIdt_-_Charting.xls 9,582 KB Mic
Bl latest_cp_data.xls 1,532 KB Mid
%anardsjﬂpc_and_zem.xls 665 KE  Mic

File and Folder Tasks ¥

Other Places ¥

Details

< I | >
11.7 ME ¢ My Computer

3 objects

14. Before you go further you need to allow macros to run on your computer.
15. Start Excel and go to Tools >> Macro >> Security...

£ Microsoft Excel - Book1

_! File Edit View Insert Fgrmat!lools Data indow Help
D E SRY 4BV Pdg. 7 ) |- @ &SI B0 -0,
_| » @ Security.., | % ﬁ | Pratection 4

A T » o e fo— e
1 Cuskamize. .. & Record Mew Macrao..
2 Opkions. .. Securiby. ..
__3_ i £ visual Basic Editor  AR+FLL
EF -
B |
&2
£
2
10




16. If your security is set to high, like this...

Security

Trusted Sources ]

£+ High. Only signed macros from trusted sources will be
allowed ko run, Unsigned macros are automatically
disabled.

™ Medium, You can choose whether or not to run
potentially unsafe macros,

" Low (nok recommended), ¥ou are not protected Fram
potentially unsafe macros. Use this setting only if vwou
hawe virus scanning software installed, or you are sure
all documents vou open are safe,

Mo virus scanner installed,

(] 4 | Cancel

...you need to set it to medium, like this...

Security

Security Level | Trusted Sources

™ High. ©nly signed macros Fram trusted sources will be
allowed ko run, Unsigned macros are automatically
disahled.

o Medium, ¥ou can choose whether o not to run |
ipotentially unsafe macros, ;

" Low {nok recommended). You are not protected Fram
pokentially unsafe macros, Use this setting anly if wou
have virus scanning software installed, or vou are sure
all dacurments wou open are safe,

Mo wirus scanner installed,

(0] 4 | Cancel




17. Now open latest_cp_data.xls first.

£3 Microsoft Excel - latest_cp_data.xls

@ Eile Edit Wiew Insert Format Tools Data ‘window Help ;1213‘_]
DEEd E&RBY bR R ad T - @ > A A WS -3
Al o4 = source
A B C D E F G H | il K L I il (0] =
1 |source llatest dattitle statgroup area start_date no_child_ one_childtwo_child three_chilfour_childfive_or_mtotal_chili total_claimants |
2 |Source  Latest Dat Title Statgroup Area Start Date Mo child de1 child 2 children 3 children 4 children 5 children Total Child Total Parents/Carers
3 |Source: DY May 2007 Children of Jobseeker! Barking and Dagenham  May 2007 318 0.26 019 0.08 0.03 0.02 11 0.58
4 Barking and Dagenham | Feb 2007 336 0.25 02 0.09 0.04 0.02 1.18 06
] Barking and Dagenharm | Nov 2006 325 0.25 02 0.09 0.05 0.02 122 061
5] Barking and Dagenham | Aug 2006 34 0.25 0.21 0.08 0.05 0.02 1.21 0.61
7 Barking and Dagenham | May 2006 3a 0.24 0.22 0.1 0.05 0.02 128 0.63
g Barking and Dagenham  Feb 2006 341 0.24 0.21 011 0.0s 0.01 1.24 0.62
el Barking and Dagenham | Nov 2005 315 0.25 o 0.1 0.05 0.0 122 0.62
10 Barking and Dagenharn | Aug 2005 317 0.25 0.21 0.09 0.04 0.02 1.2 0.61
11 Barking and Dagenham  May 2005 326 0.24 02 0.1 0.05 0.02 1.24 0.61
12| Barking and Dagenharn  Feb 2005 3.05 0.24 019 0.08 0.03 0.01 1.03 0.55
13 Barking and Dagenham | Moy 2004 274 0.22 0.18 0.08 0.03 0.01 0.99 0.52
14 Barking and Dagenharm | Aug 2004 28 0.23 0.16 0.08 0.03 0.0 0.96 0.51
s Barking and Dagenham  May 2004 286 0.26 017 0.08 0.03 0.01 1.01 0.55
16 Barking and Dagenharm | Feb 2004 298 0.28 0.18 0.07 0.04 0.0 1.06 0.58
17 Barking and Dagenham | Mov 2003 282 0.22 017 0.06 0.03 0.01 0.91 0.49
18| Barking and Dagenham | Aug 2003 292 0.23 0.16 0.06 0.03 0.0 09 0.49
13 Barking and Dagenharn  May 2003 291 0.26 017 0.07 0.04 0.01 1.02 0.55
20 Barking and Dagenham  Feb 2003 292 025 017 0.07 0.03 0.0 0.97 0.53
2 Barking and Dagenharn | Mov 2002 258 02 014 0.06 0.03 0.01 0.83 0.44
27 Barking and Dagenham | Aug 2002 255 0.19 0.14 0.07 0.03 0.01 0.65 0.44
23 Barking and Dagenharm | May 2002 261 017 0.15 0.07 0.04 0.0 0.69 0.44
24 Barking and Dagenham  Feb 2002 268 017 0.14 0.06 0.04 0.02 0.59 0.43
25| Barking and Dagenham | Now 2001 242 0.18 0.14 0.07 0.03 0.0 0.84 0.43
2B Barking and Dagenharn | Aug 2001 25 018 017 0.08 0.03 0.02 0.98 0.48
27| Barking and Dagenham  May 2001 254 017 016 0.09 0.03 0.02 0.98 0.47
28 Barking and Dagenharn  Feb 2001 2,66 0.19 0.16 0.09 0.03 0. 0.95 0.48
A Barking and Dagenham | Moy 2000 245 0.15 0.16 0.08 0.03 0.02 0.96 0.47
30 Barking and Dagenharm | Aug 2000 273 0.19 017 0.09 0.03 0.02 1.02 05
3 Barking and Dagenham  May 2000 275 02 0.21 0.1 0.04 0.0z 1.18 057
32| Barking and Dagenharm | Feb 2000 ) 0.18 0.2 0.12 0.04 0.02 12 0.56
35 Barking and Dagenham | Mow 1999 282 0139 019 012 0.04 0.02 1.19 0.56
34| Barking and Dagenham | Aug 1999 298 021 0.2 0.12 0.05 0.03 1.32 0.61
25
36 |
3%
38
39
M4 » [ Mi\n_kids jsa_la n kids b la £ n kids Ip la 4 n kids ois la 4 n kids carer & 4 n kids workiess |« |
Ready UK

18. Then open Child_Poverty Toolkit_Charting.xls

19. Since the charting spreadsheet includes macros, Excel will ask if you wand to
enable them. Choose Enable Macros.

Security Warning

"CyiDacurments and
Settingslsean, moley , CESILOMDOMN Deskiop) cptk-2008062309304 13, Child_Poy
erty_Toolkit_Charking.xls" contains macros.

Macros may conkain viruses, It is usually safe to disable macros, but if the
macros are legitimate, vou might lose some functionality,

Disable Macros ] [ Enable Macros ] [ More Info ]

20. Once macros are enabled charting spreadsheet opens like this.



A B | C
1 |
2 The Local Authority Name appears here...
3 Type the presenter’s name here...
; Type the path to your PowerPaint Template here.. (e.q.,
e[ E=T T ETEN C:\Documents and Settings'Mytlame \Application
4 Data'Microsoft\Templates'Presentation.pot)
5 I
5
; Resize charts and set fonts
9
10
11
12 : :
13 Make Powerpoint Presentation
14
1E

21. Press Make PowerPoint Presentation



Configuring the presentation

22.
23.

24.

25.

You can configure certain aspects of the PowerPoint Presentation tool.

Try changing the font size and the chart height and width. Then press ‘Resize
charts and set fonts’ before pressing Make PowerPoint Presentation

If you have a PowerPoint template you can paste the path to where it is
stored into the green cell before pressing Make PowerPoint Presentation

The presentation produced is a normal PowerPoint presentation. Once the
macro has finished you can save the presentation and then continue to work
on it as normal, adding to it or editing it to meet your needs.
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