


Instructions for Using Meet Officials Spreadsheet
















Overview

















Enter data in all of the yellow highlighted cells.








Use "Save As" to save spreadsheet with a unique name.







Send spreadsheet with Meet Report to WI LSC Officials Chair (rickpotter@charter.net) or print out and mail to Rick Potter, 6549 Winding Way, De Forest, WI 53532-2717













Detailed















Click on "Report" to go to the worksheet to enter data








  Cells highlighted in yellow are those which you need to complete






1) Rows 2 through 4 are where you enter the basic data for the meet.


This information should all be listed on the Meet Description, with the exception
  of "Submitters name", which should be the person submitting the report, generally this is the Meet Referee

2)
Rows 5 through 10 are where you enter information regarding the meet sessions





Starting with column F (session 1), enter the start time and stop time (remember to use ":" when entering times)
(The spreadsheet will automatically calculate the session time in row 7)
3)
Row 9 is where you enter the day of the meet (this is the name of the weekday, e.g. FRI, SAT, SUN, etc.)




This is done using 'drop down boxes'.  Click on the box, then click on the "arrow" next to the cell.  This shows a list of days of the week.
 Select the appropriate entry which will then appear in the cell.

4)
Row 10 is for the name of the session.  This is done the same way as the day in row 9





Available entries are "AM", "PM", "EVE", "TTrial" (Time trials), and "OTHER"



NOTE:  if you have more than 10 session in the meet, please use a second sheet and set the "Start of meet" to the first day of the 11th session of the meet.  Rows 12 through 45 is where you list the information regarding the officials who worked the meet.







NOTE: if you have more than 34 officials who worked the meet, please use and submit multiple spreadsheets.











5)
Columns B and C are where you enter the first and last name of an official who worked the meet, respectively.











6)
Column D (team name) is utilized the same drop-down system as for step 3



7)
Column E is for any notes.  Examples include noting the LSC of an out of LSC official.


Columns F through O are where you enter the position the official worked for that session




This is done using the same 'drop-down' box system as in steps 3, 4, and 6  (Abbreviations as follows:  ST, Stroke and Turn; CJ, Chief Judge; HCJ, Head Chief Judge; SR, Starter; AR, Admin Ref; MR, Meet Referee, ST-a, Stroke and Turn apprentice; SR-a, Starter apprentice; DR-a, Deck Referee apprentice)




NOTE: if an official did not work a particular session, just leave that entry cell blank




NOTE: there is a blank entry in the drop-down list in case you accidently entered a position you need to undo.












8)
Save the file by using the File>SaveAs option from the task bar






9)
Submit this spreadsheet to the LSC Officials Chair within 10 days of the completion of the meet.




NOTE: There are tabs to sort the officials by last name or by team available for your use.  This is strictly optional.  To sort by either of these methods, simply left click on the tab.  If you get an error, it's likely because you don't have macros enabled (you can still submit the spreadheet).












