EXCEL DEMONSTRATION
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Step 1:   Open Microsoft Excel by clicking the Start button located in the bottom left corner of the screen, Programs, and then Microsoft Excel.  The Microsoft Excel - Book 1 window will appear.
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Step 2:  Click on the word File, and New.  The New window will appear. 
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Step 3:  Click on Office 97 Templates tab.
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Step 4:Select UTBatch.xlt.  The Microsoft Excel window will appear.   
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Step 5:  Click the Enable Macros button.  The Microsoft Excel window will close and the Microsoft Excel - UTBatch.xlt window will appear. 
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Step 6:  Using the right scroll button located at the bottom of the screen, scroll to the GUARD 102 tab. Once selected, the Guard 102  template will appear.
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Step 7:  Click on the Guard 102 tab and type the appropriate information under each column being used then click on the Batch Update button located above the left cell.  DO NOT "Save" this file with the save icon or by clicking on File and Save.  The Explorer Window will appear.
[image: image8.png]E2 Microsoft Excel - UTBatchl

Select an existing batch file or enter a new batch file name.

EEEr— =
(L STUDENT HANDBOOK [Z] Yahoo! Mail.txt DAFSC  POSN
(1 web emails up to 10 Aug 01 3P0ST 1234567
(L3 web emails up to 24 Jul D1
(Cweb emais up to 26 Jun 01
(23 web Emails up to 6 Jul D1
(L web files.
(33 BooksEtCetera
(5] Fw Alcshol warrings.tet
(5 lstrame.xt
(5) Melssaconure
(3108 Excel Documents
5] parking ottt
(5] web emais up to 20 un 01 3¢
(5] web emals up to 26 un 01 5t
(5] web emals up to 6 101t

oo ]
foormion ]

1 o o ]




Step 8:  In the "Save In" block, designate where the .txt file is to be saved (i.e., My Documents, Res-Conf.txt). 
