Detailed Instructions for completing Dixie 2012 Registrat@nms

Pleaseread and follow the instructions below. Questionsrelated to filling out the for m can be directed to
webadviser @sr5.org. All other questions should be directed to service.lodge@sr5.0r g.

The four registration forms for Dixie 2012 are four differsheets in a single Microsoft Excel workbook file. The
workbook has been verified as compatible with MicrosaftedE 2003 and newer versions, and may work in older vession
of Microsoft Excel as well.

This workbook automates much of your work, but in doing soilyaalies on the use of Macros. If your macro segust
set to HIGH, the workbook will not work correctly! Y@an change your macro security to Medium (recommended) and
select “Allow Macros” when you open the workbook, or yan set Macro Security to low and it will work properly
without prompting you. Macro security is set (in Excel 2868 earlier versions) by going to Tools > Options cu8igy >
Macro Security. In Excel 2007, go to Office Button > Ex@ptions > Trust Center > Trust Center Settings > Macro
Settings.

When you open the workbook, you will find four tabs actbssbottom 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 fororis for you, they should be completed in the order listed
above.

All forms should be printed and mailed in “hard copy’rgavith the payment, and the completed Excel workbook file
should be e-mailed tgervice.lodge@sr5.0rg
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1 Dixie Fellowship 2012
2 Staff Memorabilia Order Form
3
: 1. Staff Memorabilia Order Form
B
] Lod :[SELECT LODGE NAMEL~ . . .
: adge name:| I For this form only fill out the light blue cells. Bare
Council of Chisfs members may order, without limit. Staff T-Shirts, Staff Polo Shirts: Staff FO InClL_jde the name Of the Key SICOC me_mber WhO
9 Patches Staf Hats and Staff Neckerchisfs is placing the order and the appropriate sizes fot shi
10 Please specify shirt size (all adult sizes): 5, M, L, XL, 2X, 3X
11 orders.
12
13 Lodge Chief - Name: " . . . o
14 Item Size ;ﬁce Quantit Sub-Total The names will be verified as being eligible for
15 Staff T-Shirt Select Size 16 00 : H
16 Staff T-Shirt (over sizes) Select Size $18.00 purChaSIng staff supplles.
17 Staff Polo Shirt Select Size $23.00
= . $f§5g There are two pages to this sheet, the one atdeft, f
o Staf Neckerchier TN/A 16 50 the lodge Key_3, and a second and almost ic_ientical
2; Lodge Chief total: page below this one on the spreadsheet to list up to 4
2 additional COC members in your lodge and their
24
25 Lodge Adviser - Name:" Supply order.
26 Item Size Price Quantity Sub-Total
27 Staff T-Shirt Select Size $16.00
- STT.Shi s Selec Sice | $18.00 All value_zs entered are calc“ulated and totaled, and they
25 [Staff Polo Shirt SelectSize | $23.00 are carried forward to the “Lodge & Staff Order
30 Staff Patch NIA $5.50 ” “ i ”
= el KA 50 Form” and to the “Fee Transmittal Form.
32 Staff Neckerchief MNIA $16.50
33 Lodge Adviser total: This form is due with the January 27 initial
% transmittal and may not be added to after January 27.
36
ar Staff Adviser - Name:
38 ltem Size Price Quantity Sub-Total
39 Staff T-Shirt [SelectSize|  $16.00 |

4 v H| 1. Staff Memorabilia Order Form .~ 2. Delegation Roster 3. Lodge & Staff Order Form 4. Fee



2. Delegation Roster
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1 Dixie Fellowship 2012

2 Lodge Delegation Roster Form

3 Roster iz due March 18, 2012 with final payment. An amended roster should be turned in at check-in
4

Lodge: SELECT LODGE NAME 1-
= .

5 instructions Set Default Fes | Generate John Doe |
T Delegate Name Delegate Name

1 First 2 Last i) Fee e-mail address First Last YIA| Fee e-mail address
g A 41

10 2 42

1 3 43

12 4 44

13 5 45

14 g 45

15 7 47

16 g 43

T g 49

B 10 50

1\ 11 51

PO 12 52

231 13 53

220 14 54

231 15 55
24 1B 58

258 17 57

26| 18 58

27| 18 59

28| 20 60

291 21 61

30 22 62

= 23 63

32| 24 64

23y 25 65

34 2% 86

27 67

6 28 68

i 29 69

38 30 70

9 3 71

0, 32 72
41 33 7
42| 34 7

43 35 7!

4 36 76
45| 37 77

6| 38 78
47| 39 7
48| 40 80
40 »
H4r b 1. Staff Memorabiliz Order Form 2. Delegation Roster 3. Lodge & Staff Order Form 4. Fee Transmittal Form e | [«

This form is to be completed and sent with the firghpent, and revised and sent with the second payment Hls
necessary, registrations of "John Does" are allowégbruary and March, but not with the final submgtaDixie.

With each submittal indicate beside the name how mughitg transmitted for that delegate. Before entering yo
delegates, you can select and set a default fee to ménigping. Likewise you can generate "John Does" toditlunsold
delegation slots that you are registering for. To dg #fisr entering the names of the known delegates;, tlec“Generate
John Doe” button. This will open a window asking you howyridohn Does” to add. Enter the value, then click OK.
The number of John Does you entered will be added tmtitier and, if you have provided a default fee, that vallide
added for each John Doe also.

A revised form, if there are changes, should be broughturned in at registration at the Dixie Fellowship odldy.
Note that there are spaces for 160 names. Each lodtiecsted 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 beated and carried to the fee transmittal form, sdamuary, if you

have 75 named delegates and 35 John Does, each of which yagistezing at $10, you would put the 75 names in the
roster (please put first name in the “first name” cell lastiname in the “last name” cell). You would then cthok
“generate John Doe” button and when prompted indicate 35 ‘Doks” to be created. The form will automaticaliig&?5
John Does to your roster (#'s 76 — 110). You would then sgl€cin the default fee field (light blue) and click thet“se
default fee” field. The form will enter $10 in the fegllann throughout the sheet (but will only carry forwardhe fee
transmittal form those with names beside them — inciée, 110 of themT he Update Participation Pin Count button

can beignored. The Council of Chiefs approved a different distributinethod 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 $5 John Does with the names of the Arrowmen that have
filled those slots and also make and changes or substgutidhe other 75 that have changed. You would then clihage
default fee to $18 and click the “set default fee” buttorwoltld then put $18 beside each delegate and carry thédotal
the fee transmittal sheet for your March balance dumpai/



3. Lodge & Staff Order Form
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1 Dixie Fellowship 2012

2 Lodge and Staff Memorabilia Pre-Order Form

3

4| Lodge Name: |SELECT LODGE NANE |~

& ltem Sizes Quantity | Unit Price Total
7 Dixie Delegate Patch $5.50

g Dixie Chenille 522.00

2 Dixie Hat Pin $3.00

10 Digie Meckerchief 516.50

k) Dixie Coffee Mug $8.00

12 Dixie Ghost Patch $550

13 Dixie Meckerchief Slide $5.50

14 Hiking Staff Medallion $5.00

15 Dixie Belt $15.00

15 Please indicate quantity of each size | Total t-shints

17 Dixie T-shirt Small Med Large ) 516.00

18 XL 2% 3% 1 #1800

19 Dixie Backpatch 516.50

20 Dixie Hat 513.00

21 Lodge Order Sub Total

s

23 ltem Sizes Quantity [ Unit Price Total
24 Please indicate quantity of each size | Total t-shirts

25 Staff T-shirt Small Med Large A §16.00

26 AL n X h 518.00

27 Please indicate quantity of each size | Total Polo’s]

28 Staff Polo Shirt Small Med Large 7 $23.00

29 KL 2K 3K

30 Staff Meckerchief 516.50

3 Staff Hats $13.00

3 Staff Patch $5.50

33 Stafi Order Sub Total

%

35 Total Order

J0

7 All Pre-Orders are due to Itibapishe Iti Hollo Lodge by Friday, January 27, 2012

38 Make Checks payable to: Central North Carolina Council

39 Send all payments to: Dixie 2012 Registration

40 Central North Carolina Council, BSA

41 PO Box 250

42 Albemarle, NC 28002

T3

Only Council of Chiefs Members verified and listed on the "Staff Memorabilia Order
44 Form" may order Staff ltems.
€0C 5taff orders will be packed with Lodge Memorabilia. Each COC Member ordering 5taff items

45 must be designated on the "5taff Memorabilia Order Form” for the Service Lodge to verify status.
46

47

48

Wk H 1. Staff Memorabila Order Form 2. Delegation Roster | 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
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Dixie Fellowship 2012

2 Fee Transmittal Form
3
e
6 | Lodge|SELECT LODGE NAME 1~ Council: SELECT COUNEIL NAME
F Lodgs Chisf
8 Lodge =2
9 Staff Adviser
10
1" Key Contact E-mall
12 Day Phons Evening Phons
13 Inzlude Area Code Please Inzlude Area Code Please
14
15 Memorabilia Pre-Orders & 510 ea. delegate deposit: Due Jan 27, 2012
16 Check one [Lodges may elect to zend the full delegate fee of $28 each at this time]
17
18 [Delegate Fees balance due March 16, 2012
19
The Dixie Fes of 328 per person includse all meals, program, one delegate patch, participation pin, and BSA
insurance. Fees are tranzferrable but not refundable. A completed and currsnt Medical Form, parzs 4 & C, iz
required of all participants upon cl -in. Any registrations received after January 27, 2012 will not be
20 uarantesd a ditty bag or a participation pin:
21
22
22| |FEES TRANSMITTED
24
25 Delegate Deposit X $10.00
26
27
28 Delegate Balance X S16.00
28
30
31 Delegate Full Feg X £28.00
32
33 Pre-Ordered Supplies
34
35 Total Enclozed
=
3 Special Needs:
Please list below any lodge "special needs" such as Tipi, electricity for display or training
38 session, efc.
39
Please list below any personal special needs, such as accessibility, dietary, etc. Attach additional
41 sheets with detailed information if r ry.
M4 M 1. Staff Memorsbiia Order Form 2. Delagation Roster 3. Lodge & Staff Order 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.”



