ISC CENSUS 2005 - CENSUS CODING FORM SS05
USING THE SPREADHSEET FOR THE SUBMISSION OF DATA

Installing and Starting the Spreadsheet

In addition to these instructions, you should have downloaded an Excel file called SS05.xls from www.bewick.org/iscis/notes/census/index.htm.  Note that you will need to use a PC running Excel version 97 or later.

Begin by creating a new folder on the hard drive of your computer: C:\ISC2005 is suggested (access to the file via a network is not recommended).  Place SS05.xls in this folder.
Start Excel and use the normal routine for locating a file to open the spreadsheet.

The spreadsheet contains macros (programming code).  When you open the spreadsheet you may receive a warning message about the presence of macros in the spreadsheet.  Take the option to enable macros; if you do not do so the spreadsheet will not work.  (See also the section on macro virus protection at the end of these notes.)
Completing the Data Entry Sheets

When you first open the spreadsheet you will see the following screen display:
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On the actual screen display there are yellow cells, used for row and column headings, purple cells, used for calculations carried out automatically by the spreadsheet, and green cells, into which you type the data requested.  The cells which are green on the screen display are the shaded ones in this illustration.  Data is entered only in the green cells.

To enter data in a cell

1. click on the cell;

2. type in the appropriate number or text;

3. press the Return key (or click on another cell).

It is possible to move around the data entry sheet to select cells by using the Tab and Arrow keys.

Cells for which there is no information to be entered for your school should be left blank.  Do not enter zeroes.  There is no need to enter the “£” sign for sums of money.

Some cells have small red tags in the top right-hand corner.  If the mouse is used to locate the cursor close to one of these tags a pop-up help message will appear.

The other way of obtaining on-screen help while completing the data entry sheets is to click on the Help button provided on the data entry sheet.  This produces a window containing notes relevant to the current data entry sheet.  These notes are the same as the guidance given on the printed version of form SS05.  Scroll up and down the help window as necessary, and click the Close button when you have read finished reading the notes.

If the Print Notes button is clicked, a complete set of the notes is printed on the printer which you have set as the default for your computer.

	If the buttons on the worksheets fail to work, this is almost certainly because the macro virus protection settings require adjustment.  See the section on macro virus protection at the end of these notes.


Moving Between Data Entry Sheets

The spreadsheet has five data entry sheets which between them contain all the sections of form SS05.  The first data entry sheet is always displayed when the spreadsheet is opened.

To move between data entry sheets, click on the Next button or the Back button on the sheet.  There is no Back button on the first sheet, and on the fifth sheet there is a Back to Sheet1 button instead of a Next button.
Closing the Spreadsheet Down

· Return to the first data entry sheet if necessary (by using the Back buttons of later sheets).

· Click on the Save and Quit button.  The spreadsheet will save itself and close down.
Note: if this procedure is not followed, data which you have entered may not be saved.

Changes Since Last Year

Section D1 (contributions to fees) has been removed.
Submitting the Data

When all the data sheets have been completed, you will need to consider whether you will submit the data (a) by post or (b) by post and by e-mail.  The latter option is preferred by the Computing Centre.

· Click the Print Forms button on the first data entry sheet.  Two A4 sheets will be printed on your default printer.  They contain the various sections of form SS05.  Perform a visual check that you have completed all sections of the form in accordance with the instructions.  In particular, please make sure that

termly fees have been entered in Section C;

all new H.M. Forces children are included in Section F;

numbers are in the correct columns in Section G;

Sections K and L have been completed;

Section M is correctly completed (the numbers are used by the ISC Publication of Exam Results Service).

· The Declaration on the first of the printed pages should be signed by the Head.  Make photocopies of the two pages which should then be posted together with forms Q05 and CL05 to Monkton Combe Computing Service, 1 Church Cottages, Monkton Combe, Bath BA2 7HB, to arrive by January 31st.  Do not fax census forms to the Computing Centre.

There is nothing to stop the Print Forms button being used at any time (e.g. to print blank forms for circulation to members of staff who will provide information, in which case hard copy of the “help” notes might also be useful).

Submission by e-mail

· Make sure that your school’s PIN is entered on the first data entry sheet. The PIN is printed as a four digit number following ‘?’ on the label stuck on the first page of the printed A3 form SS05 (which is sent to schools by post).
· Start the spreadsheet and click the Make button on the sheet.  The effect of this is to transfer data from the spreadsheet to a relatively small text file which you will e-mail to the Computing Service.  When Make has produced the file, a message will appear on the screen: click on OK to acknowledge it.
The name of the text file is SS05nnnn.csv, where nnnn is your school’s 4-digit ISC number.

This file will be found in the C:\ISC2005 folder (or whatever other folder you have placed the spreadsheet in).

If for some reason you use the Make button more than once, you will always overwrite any existing version of the text file with a new version.  Note also that the routine controlled by the Make button carries out certain checks on the data you have entered.  If a message describing an error appears on the screen, acknowledge it, correct the error and use the Make button again.
Do not e-mail the spreadsheet to the Computing Service.
· Open your e-mail application and initiate a new message

addressed to data@iscis.uk.net

with subject SS05 nnnn schoolname where nnnn is the 4-digit ISC number for your school; notice the spaces after “SS05” and preceding the school name (for example SS05 1362 North Western College).

· Attach the text file containing your data to the e-mail message and send the e-mail message.  Do not put any other content (comment or queries) in the body of the e-mail.

· In addition, post the printed sheets output from the spreadsheet to the Computing Centre as described above.

Macro Virus Protection

The spreadsheet contains macros (programming code).  The various buttons on the worksheets will operate only if the macro virus protection setting within Excel is such that the macros are enabled to work.

The macros in this file are perfectly harmless.  Any changes you make to the built-in Excel macro virus protection in order to use this file will not in any way affect the operation of any general-purpose anti-virus software running on your computer or network.
Excel 2000 and 2002 (XP)
If using one of these versions of Excel, you may need to adjust the built-in macro security level to medium.
Open the Tools menu, select Macro and then click on Security.  Click on the Medium option and then the OK button.  Now, whenever you open this file (or any other Excel workbook which contains macros), you will see a message like this on the screen:
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Click on the Enable Macros button to proceed.

Excel 97

When opening the file for the first time, you might receive a caution on the screen to the effect that the file contains macros.  Take the option to turn macro virus protection off.  Macro virus protection can be reinstated by opening the Tools menu, then Options, then General, where the relevant check box can be found.

Footnote

Please don’t be discouraged from using the spreadsheet either (a) by the length of these instructions - descriptions of procedures which are actually very simple at the computer always appear more complicated than the procedures themselves, or (b) by lack of previous experience of Excel: previous experience is not necessary, though obviously it will help.  If in doubt, try entering the data in one or two of the smaller tables: you can always revert to the printed version of SS05 if need be.
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