SPREADSHEET LAYOUT AND INTRUCTION FOR THE 2016 SEASON SUMMARY

The following are the direction for the Season Summary Spreadsheet that you will be using with Excel. The columns (A-N) MUST be in the order as listed below with column "A" starting at the far left of the spreadsheet. The maximum number of characters allowed per field is in RED. Please make sure that the number of characters, including punctuation and spaces, does not exceed the maximum or that record will be rejected. I must manually correct each record that is rejected. Please use the comment column M for GPS locations. Should you have any question or concerns, please contact me via email: Leptraps@aol.com or via telephone: 502-542-7091.  

Column

Description





      Maximum Number            
Column Width  
         of Characters

         
    A

Zone Number   







2


3
    B

Country   (CAN, MEX or USA)





3


4
    C

State/Province   ( * Use included abbrev)



3


4
    D

Family    







20


26
    E

Genus   







20


26
    F

Species    







18


23
    G

Subspecies  







16


21
    H

County   (or for Far North regions, i.e. Interior Alaska





 or Ogilvie Mountains Region)



20


26
    I

County Record    (Y - yes or N - no)




1


2
    J

Specific Location    






50


48
    K

First date   (DATE Category - dd-mmm-yy;  i.e., 11-Jan-00)

9


11
    L

Last Date     (DATE Category as above   ** see below)


9


11
    M

Contributor    ( * Use included abbrev)




3


4
    N

Comments     







120


129
**  Please set the date columns so that they present the dates as dd-mmm-yy , as an example 17-Jul-14. In EXCEL this is done by clicking on the letter “K” at the top of the column so that the entire column is highlighted. Select “Format”, select “Cells”, should default on “Number”, under “Category” do to “Date” and select the correct date “Type”. Repeat this process for column “L”. IMPORTANT –When done with the above layout, click on “File” in very upper left hand corner of desk top, click on “Save As”, under “File Name” name it  ZoneX01 or ZoneX02, etc. depending upon the year. I can open all versions of EXCEL files including 2014.
Use the comment Column N for STATE RECORD and GPS Locations. Should you exceed the Specific Location (Column J). Divide the location information between Column J & Column N.
