APPENDIX E

Expanding the Workbooks to Accommodate More Than 

190 Applicants / Students


Important Note:  

These workbooks have been developed for data entry of 190 students (through row 200).  If you have more than 190 students to enter, you will need to expand the capabilities by extending the formulas to accommodate the number of students you have for analysis. 

For example, if you have 300 student applicants to enter in the workbook, you will need to copy the formulas through row 310 (having extra rows do not affect the calculation).  All of the steps below need to be followed to expand the functionality of the workbook.

To accomplish the expansion, you need to unprotect the three affected sheets (data entry, cal1, and calc2).

Data Entry Sheet

1. Select the Data Entry sheet.

2. Unprotect the sheet:

a. On the toolbar at the top of the screen, click on Tools, 

b. then under Tools, click on Protection, 

c. then click on Unprotect Sheet.

d. Enter the password “ADN” when prompted.

3. Select row 11 by clicking on the number 11 on the far left of the sheet.

4. Select copy – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Copy.

5. Scroll the sheet down to display row 200 (numbers on the left of the sheet).

6. Select row 201 by clicking on the number 201.

7. Press and hold the shift key and then press page down until you have highlighted the number of rows you need.  Highlighting more rows than you need is okay as it does not effect the calculations.

8. Select Paste – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Paste.

9. To avoid mishaps, be sure to re-Protect the sheet

a. On the toolbar at the top of the screen, click on Tools, 

b. then under Tools, click on Protection, 

c. then under Protection, click on Protect sheet.  

d. You will be prompted for a password.  Enter the password ADN and press OK (the password is case sensitive so be sure to enter it in all caps).  Re-enter the password when prompted.

Completion Analysis Sheet

1. Select the Completion Analysis sheet, 

2. Unprotect the sheet:

a. On the toolbar at the top of the screen, click on Tools, 

b. then under Tools, click on Protection, 

c. then click on Unprotect Sheet.

d. Enter the password “ADN” when prompted.

3. Select row 11 by clicking on the number 11 on the far left of the sheet.  This should highlight row 11.

4. Select copy – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Copy.

5. Scroll the sheet down to display row 200 (numbers on the left of the sheet).

6. Select row 201 by clicking on the number 201.

7. Press and hold the shift key and then press page down until you have highlighted the number of rows you need.  Highlighting more rows than you need is okay as it does not effect the calculations.

8. Select Paste – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Paste.

9. Protect the sheet

e. On the toolbar at the top of the screen, click on Tools, 

f. then under Tools, click on Protection, 

g. then under Protection, click on Protect sheet.  

h. You will be prompted for a password.  Enter the password ADN and press OK (the password is case sensitive so be sure to enter it in all caps).  Re-enter the password when prompted.

Calc Circuit 1 Sheet

1. Unprotect the sheet

i. On the toolbar at the top of the screen, click on Tools, then under Tools, click on Protection, then under Protection, click on Unprotect sheet.  

ii. You will be prompted for a password.  Enter the password ADN and press OK (the password is case sensitive so be sure to enter it in all caps).

2. On the Calc Circuit 1 sheet, select cell A10 by clicking in the cell directly under the column heading “Asian”.

3. Change the formula to include the row number you need (e.g. change A200 to A310). The formula should now read SUM(A11:A310). Press the Enter key to complete the change.

4. Select cell A10 again by clicking in the cell directly under the column heading “Asian”.

5. Select copy – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Copy.

6. Select cell B10 by clicking in the cell directly under the column heading “Black”.

7. Press and hold the shift key and then press right arrow key until you have highlighted through column M.

8. Select Paste – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Paste.

9. Select row 11 by clicking on the number 11 on the far left of the sheet.  This should highlight row 11.

10. Select copy – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Copy.

11. Scroll the sheet down to display row 200 (numbers on the left of the sheet).

12. Select row 201 by clicking on the number 201.

13. Press and hold the shift key and then press page down until you have highlighted the number of rows you need.  Highlighting more rows than you need is okay as it does not effect the calculations.

14. Select Paste – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Paste.

15. Protect the sheet

i. On the toolbar at the top of the screen, click on Tools, then under Tools, click on Protection, then under Protection, click on Protect sheet.  

ii. You will be prompted for a password.  Enter the password ADN and press OK (the password is case sensitive so be sure to enter it in all caps).  Re-enter the password when prompted.

Calc Circuit 2 Sheet

1. Unprotect the sheet

i. On the toolbar at the top of the screen, click on Tools, then under Tools, click on Protection, then under Protection, click on Unprotect sheet.  

ii. You will be prompted for a password.  Enter the password ADN and press OK (the password is case sensitive so be sure to enter it in all caps).

2. On the Calc Circuit 1 sheet, select cell A10 by clicking in the cell directly under the column heading “Asian”.

3. Change the formula to include the row number you need (e.g. change A200 to A310). The formula should now read SUM(A11:A310). Press the Enter key to complete the change.

4. Select cell A10 again by clicking in the cell directly under the column heading “Asian”.

5. Select copy – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Copy.

6. Select cell B10 by clicking in the cell directly under the column heading “Black”.

7. Press and hold the shift key and then press right arrow key until you have highlighted through column M.

8. Select Paste – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Paste.

9. Select row 11 by clicking on the number 11 on the far left of the sheet.  This should highlight row 11.

10. Select copy – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Copy.

11. Scroll the sheet down to display row 200 (numbers on the left of the sheet).

12. Select row 201 by clicking on the number 201.

13. Press and hold the shift key and then press page down until you have highlighted the number of rows you need.  Highlighting more rows than you need is okay as it does not effect the calculations.

14. Select Paste – On the toolbar at the top of the screen, click on Edit, then under Edit, click on Paste.

15. Protect the sheet

i. On the toolbar at the top of the screen, click on Tools, then under Tools, click on Protection, then under Protection, click on Protect sheet.  

ii. You will be prompted for a password.  Enter the password ADN and press OK (the password is case sensitive so be sure to enter it in all caps).  Re-enter the password when prompted.
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