
EXPLANATION OF HOW TO COMPLETE MILLION METRE SHEET

1. Open the blank check sheet and “Save as”  “Joe Bloggs Million Metre Check Sheet” (this ensures you always have got a blank check sheet).
2.  Enter the member’s name
3. Enter the member’s ID number
4. Enter the starting metres (this is either 0 or the last award that has been forwarded to the Branch Recorder)
5. Enter the date that this spreadsheet will start from, i.e. 1 Jan 09
6. Then, on line 1, enter the date and metres swum - no need to enter anything in the total column as the spreadsheet will do the calculations. 
7. Then continue same for line 2-39
8.  When you get to line 39, go to second column and start date column on line 1 and continue on.
You will note on the second date column (blue) it will have the date and kilometres as recorded on line 39 of the previous set of columns.

This continues through the whole spreadsheet.  If you reach the very last column, save the document, create a new one and name it “Joe Bloggs 2”, etc.

You will also notice at the bottom of the spreadsheet, there are totals with check totals.

