Judges’ List Update Procedures and Other {084/

Ontario Association of
Agricultural Secieties

Information for Judging Contacts ~&.

GENERAL INFORMATION

1)

2)

3)

4)

5)

Have each attendee at Judging School verify their mailing and email address, phone numbers on the current Judges’ List

Persons attending a Judging School from outside of your District

e If a person is attending a Judging School from outside of your District - the information should be recorded on the “Judges List” for their
own District and not the District where they attended the Judging School.

o Please ensure that anyone from outside your District that attends your Judging School completes the “Out of District Judging School
Record” and someone from your District signs the form.

e The participant is responsible for submitting the form to their home district who should then add that information to their District Judges List.

Form - https://www.ontarioagsocieties.com/images/2019/0AAS Out of District Judging School record July2019 fillablepdf.pdf

‘Judges’ and Instructors’ Code of Conduct and Code of Ethics’ forms

o All Apprentice and Certified Judges and Instructors must sign an “OAAS Judges’ and Instructors’ Code of Conduct and Code of
Ethics’ form once during their Judging career. If a year is not listed in the ‘Code of Conduct’ column on the ‘Judges’ List’, have them
complete one.

¢ Any Apprentice or Certified Judges that have not signed the form will need to sign it at the next Judging School they attend.

¢ Districts should keep a copy of the form and send a copy to the OAAS Office at manager@oaasfairs.com . The copy sent to the OAAS
Office can be an electronic or paper copy of each individual signed form.

o Column for “Judges’ and Instructors’ Code of Conduct and Code of Ethics” forms (for office use only) — the OAAS Manager will input
the year the Judge signs the form on the District Judges’ List spreadsheet.

Form - https://www.ontarioagsocieties.com/images/2019/0AAS Judges and Instructors Code of Conduct F14.pdf

Information related to the Judging Program is found on the www.ontarioagsocieties website under the ‘AG SOCIETY INFO’ tab and the °
‘Judging Program Information’ and ‘Judges Lists, Judging Schools and District Directors Information’ dropdowns.

Updating the ‘Judges’ List’ spreadsheets
» See page 3 - ‘Instructions for Updating Judges’ List Spreadsheet for general instructions for updating the ‘OAAS Judges’ Lists’.
» Starting on Page 5 - specific instructions for adding, moving, or removing Judges from the spreadsheet.

a) Judges’ List spreadsheet format

e Must be submitted as an Excel spreadsheet with .xIs or .xIsx format We cannot accept any other format such as.PDF,
.doc(Word table), or .numbers(MAC)
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o DO NOT CHANGE the spreadsheet format, titles, column spacing, page size, font size, etc. in any way when updating the
spreadsheet.

e The spreadsheet is formatted on legal size paper due to the number of columns — do not change it to letter size. If you need it printed
on letter size, there are instructions on the OAAS website on how to print it on letter size.
https://www.ontarioagsocieties.com/images/2017/How_to print Judges List on_Letter size paper.pdf

IMPORTANT: if you are not entirely comfortable with Excel —we have included a simpler way to input or
delete information in the spreadsheet with each step of the process. Those instructions are marked TIP.

b) When to submit updated Judges’ List
e An updated ‘Judge’s List’ should be submitted:
a. Within 30 days of each judging school or
b. when there are changes to a Judge’s information on the list or
c. Apprentice Judges that have completed the requirements for a specific category and submitted the ‘OAAS Apprentice Judge Form’
to the District can be moved from the ‘Apprentice’ section for that category to the ‘Certified’ section for that category.
Form - https://www.ontarioagsocieties.com/images/2019/0AAS Apprentice Judge Form 2019 fillablepdf.pdf
Note: due to the manager’s workload it may take a couple of weeks to upload updated spreadsheets to the website. Prior to uploading your
updated spreadsheet to the OAAS website, we need to reformat them to remove blank pages, add titles at the top of each page and correct any
issues.

NOTE: If you are submitting a couple of changes to a judge’s contact information (does not apply to the updates submitted after a judging school),
please list their name(s) and the changes made in the body of the email. i.e. John Doe — new email; Jane Deer — updated phone number.
You may also highlight in colour the specific field(s) that is to be changed but do not highlight all the fields for that individual.
Due to the time involved in reformatting a new spreadsheet, it is faster and easier for us to update the previous spreadsheet if there are only a
couple of changes than to reformat the new spreadsheet.

o If you have sent out queries to a number of judges to verify their information, we would appreciate it if you waited until you have received
all the responses prior to sending in the updated spreadsheet. (i.e. Please do not send in a spreadsheet with a couple changes and then a
week later a couple more changes and then more changes in a couple weeks.)

EXCEPTION - if you become aware that a Judge has passed away or wishes to be removed from the Judges List for illness or

unavailability, please forward those updated spreadsheets as soon as you become aware, and we will try and update the list as quickly

as possible.

NOTE: if | have returned a ‘Judges’ List’ to you to verify information, your ‘Judges’ List’ will not be posted to the website until | receive your
response.

« *NEW ** Please endeavour to include an email address for all Apprentice & Certified Judges so that the District

and/or the OAAS can contact them in a timely manner.
o If they have not provided an email address they MUST have a phone number (preferably both email and phone #) or mailing address listed
on the Judge’s List so they can be contacted.
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o If no contact information is provided, the Judge must be moved to Section 3 - “OTHERS” and will not be listed on the OAAS website.

c) ‘OTHERS’ section on the Judges’ List.
There is a section at the bottom of the spreadsheets for people who are not active Certified or Apprentice Judges but have attended Judging
Schools.
This section would include but not limited to:
1) current Certified or Apprentice Judges that have asked to be removed temporarily from the List (i.e. would prefer not to judge at this time,
illness or other commitments for the year) or removed just from specific categories (i.e. allergies )
2) Apprentice Judges who do not feel they are ready to apprentice yet
3) Certified or Apprentice Judges that do not provide any contact information For example — did not provide an email address, or a phone
number or a mailing address
4) people that are participating in Judging School just for the information and aren't interested in becoming a Judge at this time.

This information in section 3 will be available for the Districts and the OAAS office but will not be included on the spreadsheet on the OAAS
website.

Instructions for Updating the Judges’ List Spreadsheet

1) Enter/update the date that the spreadsheet was submitted and who it was submitted by in this area - see area highlighted in gray.

Name Home Fair |Mailing Address H: Phone

Email Address C: Phone
I Homecraft Judges Informatianl- updated July 2018 submitted by Vince Brennan
CERTIFIED JUDGES

2) Verify current Judges’ information — are their address, email and phone numbers correct? Do they match the information submitted when they
attended the Judging School?

3) Enter each Judging School attendee under ‘Certified’ and/or ‘Apprentice’ Judges or ‘Other’ section.
NOTE: Certified Judges who are also Apprentice Judges in other Categories must be entered in both sections for the specific categories. i.e.
see “Mother Goose example below.

4) Input the year for attendee under the Category for the Judging School(s) you are adding to the Judges’ List.

5) This spreadsheet has 2 rows for every entry — ensure you input all required information.
IMPORTANT- See instructions below for specific information on adding, moving, or removing entries.

6) Please do not remove extra lines at the bottom of the list or blank pages from the spreadsheets — we will remove whatever needs to be
removed when we format the sheets to post on the website.
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7) Save and send this spreadsheet to ‘manager@oaasfairs.com’ in Excel format only! (PDF or .number format are not acceptable and will be
returned to you)

NOTE: If you have any questions about how to complete the spreadsheets or when to submit them, please contact the manager at
‘manager@oaasfairs.com’

District # 99 OAAS
Pl
TU““ST Homecraft Certified & Apprentice Judges' List ] = > b
NOTE: All Certified and Apprentice Judges must meet the - _ﬁ % = E‘ £ = E
” OAAS Requirements - please see | el Blela]|S| B2 ¢ 21 2| 8 i -
i ¥ - -3 T = g = -~ — 2 . 5 - - = =z B
# hitpsiiwww.ontaricagsocieties.comiimages/2019/Requireme £l = = = 5 sl Pl % E £ 6’ & 5 £ (<]
V‘ nts_for_OAAS_Certified_and_Apprentice_Judges_February_ = = g =] 2| v E £ »
2019, pdf =| & "ﬁ =
Name Home Fair | Mailing Address H:|  Phone '5 3
M Email Address - &5
| ormeserai Jodes Frrrmeion - uoedne e ckl Wy - suvritied b oo -
CERTIFIED JUDGES Input two [2] most recent years ¥ =year unknown
Bunny, Bugs Acme 771 Broadway St Acme, ON HIH 1H1 H: | #98.11-1234 2015 ) 2005 ( 2006 [ X 2008 | 2006 | 2013 2018 | 2006 | 2012 YES
Dusck, Donald Acme 123 Runway Rd, Acme, ON  HIH 1HI H: | 299-11-2345 ® # 4 = = ® ® ®
) dduck @yochoo.fun c:
Goose, Mother Tharn I Peach St Thnm. QMHIH 1 H: | 999.222-2345 201 | 2omn
mgoosel@yoohoo. fu C:| 847-5393.0004
?Buum 32 Jump S Balloon, On A28 282 H: 2015 | 2005 | 2006 | 2002 | 2006 ﬁ 2013 2006 | 2013 YES
lincolnd@yoohoo fun C: [947-000-1234 oL
APPRENTICE JUDGES : Input two [2) mest recent years X =year unknown
Apple, Gaila Wi 3 Drchard 52, Vine, QM H: | 933015878 2013 2013 I2013 201% | 200 | 2003
. gapple@yoohoo.fun C: IE[I12 zon
Gooze, Maother n 3Peach St, Thom, OMHIH H1 H: | 338.222-2345 2003 | 2003 201% | 2013
L m hoo fun C: | g47-995.0904
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Filling in the Certified or Apprentice Judges information:
e Input Judges under the correct category — Certified or Apprentice

IMPORTANT — All Apprentice & Certified Judges MUST have either an email and/or phone number(preferably both) or mailing address listed on
the Judge’s List so they can be easily contacted by the Fairs and the OAAS. If a Judge does not provide any Contact info, they must be moved to
Section 3 - “OTHERS” and will not be listed on the OAAS website

1) Column A — Name: Insert Judge’s name in the following format - Last Name, First Name.

2) Column B — Home Fair: input the Judge’s home fair — not mandatory

3) Column C — Mailing address: input Judge’s full mailing address including street name & number or civic address, town,

postal code

- Email address: input Judge’s email address. *NEW?* - please endeavour to add email addresses for all judges.
4) Column E — Home phone — input home phone including area code, in the following format 999-999-9999
Cell phone — input cell phone including area code, in the following format 999-999-9999 Tors

5) Columns F to T — Judging Categories — please input the year(s) that the Judge completed a judging school in that category.—i.e. T,
There are two spaces in each column for entering the years that a person has attended Judging Schools in that Category.
If there is one year listed - when the person attends another Judging School - add the 2nd school in the second space - don't remove the
previous year. When they attend a 3rd Judging School - you can remove the oldest date and add the new one.

The categories in the template are listed in the same order as they are listed in the ‘Homecraft’ and ‘Agriculture & Horticulture’ Judging
Standards handbooks.
NOTES: If a person is a Certified Judge and an Apprentice Judge, they need to be entered in both sections under the specific Categories.

A) ADDING A NEW JUDGE:

The lists are sorted in alphabetical order by Last name.
There are two ways to add a Judge — see instructions below for each method
1) Insert the new Judge in alphabetical order

2) Add the new Judge at the bottom of the section TIP

1)To add new Judges in alphabetical order, you must insert an additional 2 rows per entry.

To add additional rows - Please DO NOT right click and click ‘Insert’ — this will only add a single row not the double row that is required.

a) To input entries in a specific spot in the list, add blank rows by using the following method:

This method retains all the grid lines and formatting.

e Goto a blank section near the bottom of the table

e Left click and hold the button on the first number in the section, side down and select the number below as well. This should highlight both
rows.

¢ Right click and select “Copy”.
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18 ncolndi@vwaohon fun fl; Tm?.mm
19  Mouse, Mickey \falt 1 Digroey £ x Cut P65 1T 201 | 20m | 2012 2002 | 202 2002 | A0z
20 mickerf5"Copy | BAT-999- 2468
21  Mouse, Maense \ofalt lDr:r-l-g.d___ FI9-665- 124 2005 | 2015 | 200 | 20N | 2006 | 2006 | 2003 200 | 20%
22 minnial D Paste Options: S47.959-2469
23 =Y E
zd E
25 Paste Special...
26 Jo, .
Smart Lookup
27
R Insert.

e Left click the 1% number in the entry that is directly BELOW where you want to input the blank space. i.e. you want to input the new entry
between Lincoln, Abe and Mouse Mickey so you highlight row 19 Mouse, Mickey
e Right click and select ‘Insert Copied Cells’. DO NOT use the ‘Paste’ option.

1 17 |Lincaoln, Abe Balloon 32 Jump 5t Balloon, On AZA 282 H: 2015|2015|2016| 2012 | 2016 | 2016 | 2013 2016|2013 yes
418 lincolnd@yoohoo.fun C. [847-000-1234
B [Mouse, Mickey A cut 1W1D 2W2 H: | 999-6661234 2011|2011|2012 2012|2012 2012|2012
120 i C: [847-999-2468
1 21 |Mouse, Minnie (B Copy 1WAD 2W2 H: | 999-6661234 2015|2015|2016| 2011 | 2016 | 2016 | 2013 2016|2016
22 [f Paste Options: C: |847-999-2468
23 H:
24 flil [1223 ﬁv E&’ @ ﬁ% c
123 Paste Special... » H:
{26 C
127 Insert Copied Cells H:

You will now have blank rows to add a new entry.
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16 mgoosel@yoohoo fun C: | 8479390809

17 | Lincoln, Abe Balloon | 32 Jump St Balloon, On 24 282 H 2005 | 205 | 2008 | 2012 | 200 | 200 | 2002 206 | 2012 YES
18 ligcolod@vaobhag fun S LS4 T-00- 1224

1

2

21 | Mouse, Mickey walt 1 Digneey Awve, Walt, On WD 22 H: | 999-E68-1224 20Mm | 200 | 202 202 | Az 2012 | 2002

22 mickey@yoohoo.fun C: | g47-853-2468

23 | Mouse, Minnie walt 1 Disney Ave, Walt, On WD 2'W2 HE | 99%-665-1234 2005 | 2005 | 2006 | 201 | 2006 | 2016 | 2013 2006 | 2008

24 minnie@yoohog. fun G | g47.9%9- 2459

25

26

271

-} I S [ —— B — [N ) N N ) N N I I
>a i | T I

If the rows/cells you copied still have the ‘moving’ green outline, click the ‘Esc’ key at the top left of your keyboard — that will remove it. (i.e. row 27

& 28)

¢ Input your new Judge’s information into the blank lines.

NOTE:

b) If you did an ‘Insert’ or ‘Paste’ instead of the above steps — the ‘Undo’ arrow at the top left of the screen should get you back to where you

started, and you can insert the blank Entry lines correctly.

c¢) if you highlighted the two rows and selected ‘Insert’ instead of copying and inserting blank rows as per the method above, you will end up with
2 blank rows with no gridlines or formatting — you will still be able to input all the information — but you will lose the pre-filled information.

15 | Goose, Mother Thioen 3 Peach St, Thom, O HIH H1 He | 959-F22-2345 201 | Hm

16 mgoosel@yochoo.fun C: | 247-333.0309

17 | Lincoln, Abe Baloon 2 Jump St Balloon, On A28 2B2 H 2005 | 2015 | 2016 | 2012 | 2006 | 2086 | 2003 206 | 3 TES
e —eee e LT

im\-g Wan TOTGIE 0w, Wak, T Wi Z WL (g o E-E- 52 P ] F ) L i P L] P ) ZUIZ | e

22 mickey@vyoohoo fun C: | 847.999-2468

23 | Miouze, Minnie sl 1 Dismey e, W al, On WD 202 H: | S95-EEE- 1254 2005 | H005 | 2016 | 2010 | 2006 | 2006 | 2003 2006 | Siig

24 minnie@yoohoo.fun C: | 847.959-2469

2) To add the new Judge at the bottom of the section TIP - go to the blank section at the end of the list

We have left blank lines at the end of the list if you wish to input the new judges’ information at the end of the list rather than inserting blank lines

as per the instructions above.
e Ensure that you input the required information in both lines.
NOTE: We will copy and input the lines into the correct position in the spreadsheet.

Dec 2022



B) MOVING A JUDGE WITHIN IN THE TABLE: i.e. moving an ‘Apprentice Judge’to the ‘Certified Judges’ section

There are three methods to move a Judge — see instructions below for each method
1) Remove the Judge from the original section and insert in the new section - in alphabetical order
2) Copy the Judge from the original section and insert in the new section for a specific category(ies) - in alphabetical order

3) Add the Judge at the bottom of the new section TIP

1) Remove the new Judge from the original section and insert in the new section - for example — an Apprentice
Judge is being moved to Certified Judge section for all the categories they are listed for.

a) Highlight the entry (i.e. English, lvy) you wish to move, right click and select ‘Cut’. Ensure you have selected both lines of information.

Note: if you wish to leave the current entry and just want to copy it to another location then use 'Copy’ instead of ‘Cut’.

32  Apple, Gaila Wine . et .m '. | ssaanasTs b k] | 2013 | 201 | 23
33 B I = -~ A o T e A8 W
34 [English, vy Vine |lenAumm H 2015 | 2015
35 C: | g47-111-0803
. %
Franklin, Ben Thearn 5 HE | 9992221234 2013 23
37 By Copy C: | g47.123-5555

b) Go to the location in the table where you wish to insert the Judge (i.e. between ‘Dumpty, Humpty’ and Franklin, Ben’) and left click the 1
number in the entry that is directly BELOW where you want to input the copied information. While holding the left button, slide down and select
the number below as well — this should highlight both rows. i.e 13 & 14.

c) Right click and select “Insert Copied Cells”. DO NOT use the ‘Paste’ option.

~ - - - - - - S| sl =] ] e - =
= [ o =
2 Paste Special... » “ - 3
3 Hame Home Fair | Mai | Conicd Col H:| Phone %
2 Ema nsert Copied Cglls = = 5
5 Homi Delete
3 Gualk | Cont Input two | 2] most recent years X =year unknown
Llear Contents

7 | Bunny, Bugs Bime THE - H: FAFNI234 2015 | 2015 | 2016 | X | B0I6 | 206 | 2003 2006 | 2006 | 2003 YES
] bbi +_' Format Cells... C:
9 | Duck,Donald Ao 1&3F Row Height H: | 933122345 LEREAENENENE | =
10 ddL R c:
11 | Dumpty, Humpty Balloon zam Hide H: | 989-333-345% R % | ®

dug Unhide C:

Franklin, Ben Thotn 1 PR S ——— H:I 3992221234 zlanz| X ]
14 bfrg nklin@unnhan fin | az.ey.5588
TRER: e Calibi =8 < A" A7 % - 9% » = izs 20m [ 20m
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The entry- ‘English, Ivy’ - should now be in the correct place above the ‘Franklin, Ben’ entry. Update entry information if required.
Note: if the entry does not copy properly click the ‘undo arrow’ at the top left of the screen and start the process over.

11 | Dumpty, Hisipty Ballocn Z200 Ml Fd Balioon, ON AZA 2B2
@yoohoo.fun
1Green Awe, Vince Db

;| 593-333- 1456 LR * = » ® L IR

gum

13 | English, huy

olHl2F o *

14 nglishi hoo.fun BATAN0303
Thean TFuple Fll e, Thiorn, DAL, FOH THT g il a2 w "
16 bfranklin@yochoo.fun 8471235555

2) Copy the Judge from the original section and insert in the new section for a specific category(ies) - for

example — an Apprentice Judge is being moved to Certified Judge section for some of the categories they are listed for and are still considered
an Apprentice Judge for other categories.

a) Highlight the entry (i.e. English, lvy) you wish to move, right click and select ‘Copy’. Ensure you have selected both lines of information

o " A 4 N s

32 | Apple, Gaila Vine _ o e o 9931113876 2013 2013 | 2013 2013 | 2013 | 2013
33 B I =0 AL~ RR
34 JEnglish, by Vine 1Green Ave, Vince ON H 2015 | 2015
35 C: | 847-1m-0303
Cut
35 Franklin, Ben Thotn <¥> H | 993-222-1234 2013 201
37 t® Lopy C: | 847-122.5555

b) Go to the location in the table where you wish to insert the Judge (i.e. between ‘Dumpty, Humpty’ and ‘Franklin, Ben’) and left click the 1%
number in the entry that is directly BELOW where you want to input the copied information. While holding the left button, slide down and select
the number below as well — this should highlight both rows. i.e 13 & 14.

c) Right click and select “Insert Copied Cells”. DO NOT use the ‘Paste’ option.
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v 3 5 < - S - £
2 Paste Special » =18 }" ;
3 Name Home Fair | Mai - I H:]  Phone §
2 = Insert Copied Cells al s
S Homu Delete
6 Quali - ) Input two (2) most recent years X = year unknown
lear Contents
7 Bunny. Bugs Acme TNE - - H 999-1Mm-1234 2015|2015 | 2006 | X | 2016 | 2016 | 2013 2016 | 2016 | 2013 YES
8 DDE — Format Cells... C:
9 Duck, Donald Acme 123F - TTCTIN H $33.111.2345 X X X X X X X X
10 T R e o c
11 | Dumpty, Humpty Baloon 2201 Hide H: | 999-333.2456 % | R RIR]x | x| x
dun 11t C:
Unhide
Franklin, Ben Thotn TS —— H: | 939222124 20| 202 x | %
14 At lin@unnhan fiin | ea7.107.5555
THETh yeg Calibi ~|8  ~ A" A" $ - % o E5 ams 201 | 201

The entry- ‘English, Ivy’ - should now be in the correct place above the ‘Franklin, Ben’ entry. Update entry information if required.
Note: if the entry does not copy properly click the ‘undo arrow’ at the top left of the screen and start the process over.

d) IMPORTANT: Since you copied the lines from the Apprentice section you must update the years in both the Certified and Apprentice Judges
entries

o Current entry in Apprentice Judges’ section — remove the years for the category(ies) that they are now Certified Judges
¢ New entry in Certified Judges’ section — remove the years for the category(ies) that they are still Apprentice Judges

3) To add the new Judge at the bottom of the section TIP —go to the blank section at the end of the Judges’ list you want to
update.

We have left blank lines at the end of the lists if you wish to input the new judges’ information at the end of the list rather than inserting blank lines
as per the instructions above.

e Ensure that you input the required information in both lines.
Note: We will copy and input the lines into the correct position in the spreadsheet.

C) REMOVING A JUDGE FROM THE TABLE:

There are 3 methods for removing a judge from the table.
1) Remove the cells/rows and information

2) Remove information and leave blank rows TIP
3) Option 3: Highlight the cells in a different colour TIP

1) Remove the cells/rows and information

10
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a) Left click and hold the button on the first number in the section, side down and select the number below as well. This should highlight both
rows.
b) Right click and select the ‘Delete’ option. This will remove the rows and the information.

i _ B I =O-A-H-%0F 5
pl Hill Ave., Thom, OR, HOH 1HI H: | s8d-222.234 el anz| X | M
0% ¥ cu C: | e47-122.5555
17 | Goose, Mather Thoen 3Pe H: | ss9.z22.2205 2om | 200
18 Eﬁgkﬁ Lop C: | 547-339-0909
19 | Lincoln, Abe Ealloon E 'y Paste Options: H: 2005 | 2015 | 2006 | 2oz | 2006 | 2008 | 2013 206 | 2013 YES
20 ling e C: |e47-000-1234
21 | Mouse, Mickey Wiak 1 Diis 0 H: | as9-668.1234 zom | 2om | 202 2oiz | 2012 2oz | 2o
22 mic Paste Special... C: | a47-559- 2488
23 | Mouse, Mannie Wak 105 H: | 953-868-1234 2005 | 2015 | 2006 | 201 | 2006 | 2096 | 2013 2006 | 20%
24 min Insert C: | 847-999-2469
25 || Delete
-2‘_5: Clear Contents
2) Remove information and leave blank rows TIP
a) Highlight the two rows and click ‘Delete’ button on your keyboard

13 | English, by Wine 1 Green Ave, Wince OM H: 2015 | 2015
14 Egelishiw@voohoo fun C: | 247.10-0909
15
16
o L L L TR ST o, TTIOTTL, L T i T | S0 st aaag 2O | 2um
18 mgoosel@vyoohoo fun C: | #47-393-0903

3) Highlight the cells in a different colour and indicate in your email that the entries highlighted in <input colour used> are to be
deleted. TIP

m.
16 o
17 Lincoln, Abe Balloon 32 Jump 5t Balloon, On A2A 2B2 H: 2015|2015|2016| 2012 | 2016 | 2016 | 2013 2016|2013 yes
18 lincolndi@yochoo.fun C: |847-000-1234
TO TICUSE, Merey Tran TOTENEY AVE, WVal un o 2ne H. [ 9096661234 o017 (2077|2072 20122072 P02 | 2012
20 mickey@yoohoo.fun C. |847-998-2468

NOTE: We will remove the blank and/or coloured lines the spreadsheet
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EXCEL TIPS

Extra lines and Pages
Please do not remove extra lines at the bottom of the list or blank pages from the spreadsheets — we will remove whatever needs to be removed

when we format the sheets to post on the website.

Gray and White Background colour
Don’t worry about updating the gray and white colouring in alternate rows of the spreadsheet — we will update that before the spreadsheet is

uploaded to the website.
Alphabetical order

We will move new entries into the correct alphabetical order or remove blank lines when we reformat the spreadsheets prior to uploading them to
the website.
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