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 Cumann Camógáiocht na nGael Electronic CC1 Form .
Installation and Annual update instructions.

1. Insert Disk provided.

2. Open Windows Explorer.
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3. Using Windows Explorer locate the CC1Form.xlt file
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Go to file CC1Form.xlt , Click on the right hand mouse button and scroll to the word copy and then click the left mouse button to copy it. 

5. Still using Windows Explorer locate the folder called Program Files (usually on the C or D drive)

6. Open the Program Files folder and locate the Microsoft Office folder. (sample shown in diagram)
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7. Open the Microsoft Office folder and locate the Templates folder. For newer versions of Microsoft Office copy the file to C:\Documents and Settings\User\Application Data\Microsoft\Templates.

8. Open the Template folder copy the file to this location by clicking on the right hand mouse button scrolling to Paste and then clicking the left hand mouse button.

9. Now you are ready to start using the CC1 Form template.

10. Start Microsoft Excel Application. - Start Programs Excel
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11. In Excel choose File/New and the CC1Form should be available there – select it. In newer versions of Microsoft Office when you choose File/New pane will appear on the right hand side of your screen. On the pane select General Templates to reveal the CC1 template.
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12. You will then get the following Message Box displayed on screen
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You should select  [image: image6.png]


 and the CC1Form template should appear on your screen.

13. As the size of screens vary from one computer to the next it is not always possible to view the complete form on the screen. The form should not be viewed at anything less than 32%. The Form should always be printed at 32%. You can do this by going to View on the toolbar and selecting Zoom and in the custom field enter 32 – your form should then be the correct size when printed.

14. You will notice at this point that the Year and the date have been automatically entered in the appropriate fields.

15. One of the first things you need to do is run a macro to update the date field that is used for calculating the age categories this only need’s to be done once a year (or if the date in the Date box on the form is incorrect for any reason)
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To run this macro firstly go to the Visual Basic Toolbar 

(which should be visible on the top of the screen if not go to View on the Menubar and select Toolbars/Visual Basic ) 
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      Press the run macro button. 

The following screen will then be displayed

[image: image7.png][21x]
tacro Hame:
T Run
[ —]
Sepinto
et
eate
| ekte
Wasrosin: [Pl Open Workbooks =1 oo
Descrption
Macro recordd 18/11/00 by Oivie





You should select the update_date macro and press run, this will ensure that the correct date is used in all calculations that are done by the application. If you are not returned to the correct postion in the form hit the ‘home’ key on you keyboard. You may get a Security Error message when trying to run the macro if the security settings on you machine are set to High. If this happens got to Tools/Options and click the Security tab.
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Click the Macro Security button at the bottom of the screen to reveal the Security Screen shown below.
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Change the Security level to low. You can change it back to high when you have run the update macro.

17. To get instructions at any time on how to fill each box click on the box with the mouse and instructions will pop up on the screen.

18. You should start filling in the form by going to the  [image: image10.png]


 box and clicking on it to enter you club name.
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Using the mouse you should then move to the county box (shown) 

Click on the box to display a listing of counties, scroll through them using the arrow keys or the scroll bar on the right hand side of the list box to locate the required county name select the county by clicking on it with the mouse or pressing enter on the keyboard. If you type the first few letters of the county the county will appear automatically in the list box and you can select it by pressing enter on your keyboard.

20. You  should then proceed to fill in the rest of the information as per Step 12 until you reach the Age Categories. 

21. [image: image18.bmp]Age Category Columns – When you select a cell in the age category column the following dialogue will appear. 

22. For the Age Categories Under 12, 12- 16, 16-18 you must specify a date of birth in the format dd/mm/yy you must type in the slashes.   If the Date of Birth that you enter is invalid for that category i.e. over age or should be in a younger category or if the date format is incorrect you will see the following error.  
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For the age categories 18 – 25 and Over 25 you are required to enter an * in the cell. When you click on the cell the following dialogue will appear.  

24. The remainder of the information should be filled in as per Step 12.

25. The cells that display the number of persons in each age category are automatically generated so you do not need to fill these in. (Located at the bottom of the form) 

26. When you have completed filling in the date you may wish to sort the names into alphabetical order.  To do this you must run a macro. Running the sort macro – As before in Step 8 Run the macro from the Visual Basic Toolbar by pressing the run button. 

The following box will appear on screen 
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You should select the sort macro and press Run, this will sort the data into alphabetical order by first name as written in the Gaeilge Column.

27. Save the completed form by using the disc icon or the File / Save option from the menu bar. Use a meaningful name e.g. CC1Form01 to represent the form for the Year 2001.

28. The next time you wish to fill in a CC1 form follow the instructions from Step 3 onwards.  This will allow you to begin with a new blank CC1 form and you do not have to overwrite the previous years form.

Author: Olivia Broderick
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