GENERAL INFORMATION

Welcome to the "Luminaria List", a tool created to assist and streamline the creation of a list for reading luminaria names at the American Cancer Society's Relay for Life®.  It is designed for two readers, each with a printed list, reading 10 names at a time.  It will check for duplicate names, keep track of the number of luminarias entered for each individual and by team, and automatically sort the lists by last name.  Up to five thousand unique names and two hundred team names can be entered!

Before you use this tool, please read the Rules of Use (below) carefully.  These rules must be followed for proper operation.  I've also included some tips to help save you time when using this tool.  Both the Rules of Use and the Tips provide very valuable information that should not be disregarded.

I'll be glad to answer questions or listen to suggestions for improvements concerning this tool.  I have tested this tool as thoroughly as I possibly can.  However, since I provide it free of charge, I cannot make any guarantees as to its performance.  Thanks for helping keep up the fight against cancer.

Steve Porterfield

tyjuan3@yahoo.com

Version 040712

RULES OF USE

Important – For this tool to work properly, the following simple rules must be followed:

1. Macros must be enabled.  This tool will not work without them.  Search the online help for "Security levels in Excel" for more information.

2. The worksheets and workbook are protected to prevent inadvertent changes that could adversely affect performance.  It is highly recommended that this protection be left on.

3. At the very top of the "Name Input" worksheet is the Command Box.  It is a drop down box that provides the commands necessary for proper operation.  This box is always visible.  Using your mouse, click the down arrow on the right end of the box, then click the command of your choice.

4. To enter an individual’s name, always use the "Enter Names" command in the Command Box (see Rule #3, above).  This is where duplicates are checked, blanks are checked, extra spaces before and after the names are eliminated, and the number of entries are tracked.  Note that duplicates will only be detected if the names match exactly (except for capitalization).  So watch your typing!

5. When entering a name, the team selling the luminaria can be given credit by designated the particular team.  However, a team designation is not required.

6. To delete an individual’s name, always use the "Delete Name" command in the Command Box (see Rule #3, above).  Do not manually delete names.  Doing so will adversely affect performance.

7. When deleting a name, you have the capability to remove credit from a particular team.  If the name being deleted has been entered more than once, you also have the capability to choose how many credits to remove from the team.  However, a team designation is not required.  Due to these capabilities, the total number of luminarias entered may not match the total of all the teams.

8. To delete a team name, always use the "Delete Team" command in the Command Box (see Rule #3, above).  Do not manually delete team names.  Doing so will adversely affect performance.

9. It's acceptable to edit individual names.  However, this can only be done on the "Name Input" sheet, in the "First Name" or "Last Name" columns.  Unfortunately, duplicates will not be caught this way.  If you want to change a name already entered and check it for duplicates, delete the name then re-enter it.

10. To display the number of luminaria entries, use the "Show Total Number of Entries" command in the Command Box (see Rule #3, above).  Numbers of entries for each individual and each team are displayed on their respective worksheets.

11. Before printing any of the three lists, use the "Set Print Areas" command in the Command Box (see Rule #3, above) so the proper areas of the team and reader worksheets can be set.

12. When you are ready to print the lists, simply select the "Reader 1", "Reader 2", or "Team Data" worksheet and print (File-Print menu).

13. Before starting a new luminaria list, see Tip #1, below.

TIPS

Use these tips as you see fit.  They are provided to help you through the arduous task of luminaria tracking.  They are not required to be used, but will save you time and effort.

1. Before starting to enter luminarias for a new Relay, perform the following:

a. If you want to keep the luminaria data for last year's Relay, save the file with a different file name (e.g., Luminaria List 2003.xls) using the File-Save As menu.

b. Using the original file, click the "Clear All Data" command in the Command Box (see Rule #3, above) to delete all luminaria entries and team names, and to reset the counters.  Do not manually delete them.

c. If you are going to track luminarias by team, type the team names (or numbers) on the "Team Data" worksheet.

i. Teams names can be added or edited here at any time.

ii. When listing names, do not leave any blank cells between the names.  The names must be in a contiguous list at the top of the worksheet.

iii. Once a team name is entered, its name will show in the "Enter Names" or the "Delete Name" dialog boxes.

iv. Do not manually delete a team name since its counter will not be reset.

d. Individual’s names can now be entered using the “Enter Names” command.

2. Tracking entries by team is optional.  If you are not going to track entries by team, do not enter any team names on the “Team Data” worksheet.  This way, the list of team names do not unnecessarily appear in the “Enter Names” or the “Delete Name” dialog boxes.

3. To speed up entering names in the "Enter Names" dialog box, use the Tab and Enter keys instead of the mouse.  For example, type the first name, tab to the "Last Name" box, type the last name, tab to the "Team to Credit" box (if tracking team entries), type the first few letters of the team name to move the highlight to the proper team, then press Enter.  Now, you're ready to enter the next name.  This speeds things up by allowing your hands to remain on the keyboard.  This method also works in the "Delete Name" dialog box.

4. There is an "Enter More Names" button and an "OK" button in the "Enter Names" dialog box.  Both of these buttons record the typed names.  The difference between them is that the "OK" button closes the dialog box and the "Enter More Names" button does not.
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