AHA Show Color Class Results Template Instructions

This document outlines the technical details of how to most effectively use the AHA Show Color Class Results Template. (MS Word)
There are 2 color class template files with names ending in large and small. These are set up to most effectively work with corresponding sized shows.  The only difference in the sheets is the number of spaces to enter birds. Using the most appropriate size will reduce the work required to tidy the sheet when you are finished entering data. (I suggest using large for the National and NYBS)
The following process can be done after the show is over or during the show to get quick results. I will outline the process for doing it during the show. However, it is purely up to the individual who is typing to decide when they wish to do it!
Data Entry Process:
· Do prior to judging:

· Open the appropriate sheet

· Do a file save as with a new name with the following format: show name year  (i.e. NPA National 2006)

· Change the title on the sheets (The title is in the header and only needs to be changed once and it will show on all sheets. Use: View - Header and Footer commands)

· Enter all band numbers and exhibitors for the color classes. (I suggest that you don’t trim off empty cells yet, this will let space for substitutions)

· Do during judging:

· Enter the placing number for each of the birds judged

· Delete any birds that are absent from the table (this will save you much heart ache during the sort process)
· Do after the show: (or during the judging of the next class)
· Delete any unused rows from the tables (run your cursor over the entire row/s to highlight it and then Use: Table – Delete - Rows)
· Sort each color class (highlight the entire table and then Use: Sort – Table and press OK) (in most cases the default settings will work fine)
· Delete any unused color classes

· Arrange the tables nicely on the page (this is simply using the delete key to remove spaces between tables) (you will likely add or remove may spaces to make the file look nice) (i.e. make sure classed don’t break across pages and group heights match)
· Compile the final show results sheet using the Excel template
· Email or paper mail files and/or printouts to the Bulletin Editor, Secretary / Treasurer, Web Master, and Points Director as appropriate

SAVE YOUR WORK FREQUENTLY

