
Detailed Instructions for completing Dixie 2012 Registration Forms 
 
Please read and follow the instructions below.  Questions related to filling out the form can be directed to 
webadviser@sr5.org.  All other questions should be directed to service.lodge@sr5.org. 
 
The four registration forms for Dixie 2012 are four different sheets in a single Microsoft Excel workbook file.  The 
workbook has been verified as compatible with Microsoft Excel 2003 and newer versions, and may work in older versions 
of Microsoft Excel as well. 
 
This workbook automates much of your work, but in doing so heavily relies on the use of Macros.  If your macro security is 
set to HIGH, the workbook will not work correctly!  You can change your macro security to Medium (recommended) and 
select “Allow Macros” when you open the workbook, or you can set Macro Security to low and it will work properly 
without prompting you.  Macro security is set (in Excel 2003 and earlier versions) by going to Tools > Options > Security > 
Macro Security.  In Excel 2007, go to Office Button > Excel Options > Trust Center > Trust Center Settings > Macro 
Settings. 
 
When you open the workbook, you will find four tabs across the bottom as follows: 

1. Staff Memorabilia Order Form 
2. Lodge & Staff Order Form 
3. Delegation Roster 
4. Fee Transmittal Form 

 
In order to maximize the automation and make these forms work for you, they should be completed in the order listed 
above. 
 
All forms should be printed and mailed in “hard copy” along with the payment, and the completed Excel workbook file 
should be e-mailed to service.lodge@sr5.org. 

 
 
 
 
1.  Staff Memorabilia Order Form 
 
For this form only fill out the light blue cells.  Be sure 
to include the name of the Key 3/COC member who 
is placing the order and the appropriate sizes for shirt 
orders. 
 
The names will be verified as being eligible for 
purchasing staff supplies.   
 
There are two pages to this sheet, the one at left, for 
the lodge Key 3, and a second and almost identical 
page below this one on the spreadsheet to list up to 4 
additional COC members in your lodge and their 
supply order. 
 
All values entered are calculated and totaled, and they 
are carried forward to the “Lodge & Staff Order 
Form” and to the “Fee Transmittal Form.” 
 
This form is due with the January 27 initial 
transmittal and may not be added to after January 27. 
 
 
 
 



2.  Delegation Roster 
 

 
 
This form is to be completed and sent with the first payment, and revised and sent with the second payment also.  If 
necessary, registrations of "John Does" are allowed in February and March, but not with the final submittal at Dixie.   
With each submittal indicate beside the name how much is being transmitted for that delegate.  Before entering your 
delegates, you can select and set a default fee to minimize typing.  Likewise you can generate "John Does" to fill out unsold 
delegation slots that you are registering for. To do this, after entering the names of the known delegates, click the “Generate 
John Doe” button.  This will open a window asking you how many “John Does” to add.  Enter the value, then click OK.  
The number of John Does you entered will be added to the roster and, if you have provided a default fee, that value will be 
added for each John Doe also. 
 
A revised form, if there are changes, should be brought and turned in at registration at the Dixie Fellowship on Friday. 
Note that there are spaces for 160 names.  Each lodge is allocated 110 slots until January 27.  After January 27, lodges 
desiring additional slots may request them. 
 
The values that you enter in the “fee” fields will be totaled and carried to the fee transmittal form, so, in January, if you 
have 75 named delegates and 35 John Does, each of which you are registering at $10, you would put the 75 names in the 
roster (please put first name in the “first name” cell and last name in the “last name” cell).  You would then click the 
“generate John Doe” button and when prompted indicate 35 “John Does” to be created.  The form will automatically add 25 
John Does to your roster (#’s 76 – 110).  You would then select $10 in the default fee field (light blue) and click the “set 
default fee” field.  The form will enter $10 in the fee column throughout the sheet (but will only carry forward to the fee 
transmittal form those with names beside them – in this case, 110 of them.  The Update Participation Pin Count button 
can be ignored.  The Council of Chiefs approved a different distribution method for the pins this year, so this count is not 
needed.  This sheet is now complete for January. 
 
In March, continuing the same example, you would replace your 35 John Does with the names of the Arrowmen that have 
filled those slots and also make and changes or substitutions in the other 75 that have changed.  You would then change the 
default fee to $18 and click the “set default fee” button.  It would then put $18 beside each delegate and carry the total to 
the fee transmittal sheet for your March balance due payment.



3.  Lodge & Staff Order Form 
 

 
 
 
 
For this form only fill out the light blue cells.   
 
All of the fields in the peach colored table 
are automatically populated from the “1. 
Staff Memorabilia Order Form.” 
 
All of the totals are calculated. 
 
This form is due with the January 27 initial 
transmittal and may not be added to after 
January 27. 
 
 



4.  Fee Transmittal Form 
 

 
 
 
 
For this form fill out all of the light blue 
cells.   
 
The peach colored table is populated from 
the prior worksheets. 
 
You MUST check one of the orange buttons 
in order for the calculations to be correct. 
 
Click the top orange button to indicate that 
this transmittal is the initial transmittal due 
January 27.  This should include at least a 
$10 deposit per delegate (calculated from the 
“Delegate Roster”) and payment in full for 
all staff and lodge memorabilia orders. 
 
The bottom button is for balance due 
transmittal due March 16. 
 
The bottom boxes are self explanatory and 
are for indicating any lodge or personal 
“special needs.” 
 
 
 
 
 
 
 
 

 
 
 
 
 


