INSTRUCTIONS FOR USING THE EXCELL PROGRAM FOR GRADE 9:

1. Complete C1, C3 and C5, by REPLACING the example info with your schools Personal  

Information (Name, EMDC and Circuit).

2. Type in Surname-First Names (starting in cell B8), Numbers, Gender and Years in Phase of 

Learners.  Replace first two example names.

3. Make very sure that ALL names have been typed in!!

4.  To SORT the Names PRESS CTRL-S [Simultaneosly]

      (This will place the cursor on the last candidate to make the next step easy)

5.  Select (click) the cell address in the A column of the first unused number
     (Eg: If the last  NAME is next to number 75, select  the cell with number 76 in column  A).

6.  PRESS CTRL-SHIFT-Z   [Simultaneosly]

(This will execute a macro to delete ALL unused rows and also to protect the worksheets for ALL worksheets - the marker will be in the first Language worksheet)

7. As the marks are being entered, the schedule will be completed.

8. Print Marksheets and Schedule.

End.

