Instructions for completing the Excel spreadsheets:

1. Please Do Not change the format on either of the excel spreadsheets; they are designed to be used to import the data exactly as it appears in the database (some rows and columns are hidden from your view because we will complete them for you---it’s easier for you) 

2. Your reply should include the guild members copied on this email as a backup (we have multiple computers for registration) 

3. Start with the Member List because the Plant list requires the member’s assigned number 

4. For Member List, enter your society or vendor name 

5. Beginning with #1, start entering the member names (first name, followed by last name) 

6. Save the document using your “Society Name.Members.Date” (for example ours would be “OGG.Members.1.31.08”) 

7. For Plant List, enter your society or vendor name 

8. Enter the Member’s number (that you completed on the previous sheet), followed by the Class Code, Tag (1 or 2 if a member has two of the same plant) and finally the plant name 

9. For the plant name, you can enter the entire name of the plant(including cross) under column E; it is usually not necessary to write the crosses in column F but you can if you wish 

10. Save the document using your society/vendor Name.Plants.Date (for example ours would be “OGG.Plants.1.31.08”) 
