EAST HERTS SUSTAINABILITY STUDY

SUSTAINABILITY INDICATOR EXCEL SPREADSHEETS

INSTRUCTIONS FOR EDITING

These instructions apply to the following spreadsheets provided to East Herts District Council by Mott MacDonald:

· District level sustainability assessment.

· Site level sustainability assessment.

In each spreadsheet each individual sheet is protected. To unprotect any sheet to edit it, click “Tools”, “protection”, “unprotect”.  You will then be prompted for a password to activate the unprotection.  The password is “eastherts” in lower case.

Site level sustainability assessment spreadsheet

Once a sheet is unprotected there are three main operations that can be considered:

· Editing existing indicator text

· Deleting an existing indicator

· Inserting a new indicator

Editing existing indicator text

Once the “indicator input sheet” is unprotected any of the text may be changed.  If the “Indicator ref” text is changed (i.e. to re-number an indicator), remember to change the matching text in the equivalent cell in the “overall assessment” sheet.

If you wish to edit the “Indicator description” text for any indicator, edit this by the usual Excel editing process.  The text is purely descriptive and is not linked to any other sheet, so once the description is changed nothing further needs to be done.

Deleting an existing indicator

If you wish to delete an indicator, simply unprotect the “indicator input data” sheet, and delete the line using the normal Excel editing process.

Now move to the “overall assessment” sheet, unprotect it and locate the matching cell. The simplest way of editing this sheet is to click on the cell containing the indicator label, then just delete its contents.  You will now have a blank cell.  If you wish you can “highlight” this cell and the one immediately below, and change the colour to light grey (right click; “format cells”, “patterns” and click on the grey square that matches the background, then “OK”).  If you have done this correctly the empty cells will match the other blank cells.

Inserting a new indicator

We recommend that you add extra indicators only at the bottom of each group on the “indicator input data” sheet, and to the right hand end of each group of indicators in the “overall assessment” sheet.

First insert a new line at the end of the relevant section of the “indicator input data” sheet.  To ensure the correct conditional formatting is inserted, copy and paste an existing line into the new line.  Then change the “indicator ref” to your new reference number.  Once this is done, enter an appropriate “target” value.

Now move to the “overall assessment” sheet.  Find the grey cell in which you want to display your new indicator.  Note there are two cells in each grey box, one above the other.  Change the colour of the two cells to “no colour”.  Type in the reference number of your new indicator in the top cell.  “Unhide” the hidden columns to the right of this cell.  

Click on the large (lower) cell to the right of the white cell, and copy in the cell address of your indicator from the “indicator input data” sheet.  To do this, insert “=” in the formula bar in the “overall assessment” sheet.  Then go back to the “indicator input data” sheet and click on the “target indicator level” cell for the new indicator (i.e. where you would type in a, b, or c).  Press enter.  This will transfer the formula to the cell in the “overall assessment sheet”. 

When this has been done, typing a, b or c in the data entry cell in the “indicator input data” sheet, will change the colour of the new indicator cell in the “overall assessment” sheet.  Finally, hide the four columns you revealed earlier (select the columns, right click, hide).

At the end of any editing we recommend you hide all “unhidden” columns, and re-protect each sheet separately before saving it.  

You should save this with a new version number so you do not overwrite the original file.  We also recommend that you update the version number on every footer, and add details of your editing to the final “update record” sheet.  

District level sustainability assessment spreadsheet

Instructions for editing

The District level spreadsheet is edited in exactly the same way as the Site level spreadsheet.

Warning:

Each relevant cell in the “overall assessment” sheet has been conditionally formatted ready to display the value copied through from the “indicator input data” sheet.  Any of the “grey squares” in the “overall assessment” sheet can therefore be made active as described above.  

However, we recommend you do not try to re-order or insert indicators into the middle of a row of indicators without fully understanding how the spreadsheet has been developed.  It is possible to do it, but if care is not taken the colours displayed in the “overall assessment” sheet may not match correctly with the input data, and the numeric percentage calculations will be wrong.

Notes: 

These Instructions do not apply to the spreadsheet titled ‘Development Impact Indictor – Version 2.0’ which can be used to help provide an initial assessment of transport impacts for site level indicator T9.  Instructions are provided within the spreadsheet itself. 
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