FOOTBALL SQUARES POOL MANAGER – OFFICE EDITION
(Please print these instructions before reading)
OVERVIEW – WHAT IT IS AND HOW IT WORKS
This football pool spreadsheet was designed especially for use in office LAN networks, where contestants have access to the file from client computers in a file sharing environment. Essentially, you, the Pool Manager, run the pool by making it available to contestants, who enter their names and select their squares themselves. Selection of squares is accomplished through an innovative “point-and-click” user interface which is self-explanatory to the contestant, who simply follows the instructions after he / she opens the file.
Of course, you, the Manager must prepare the spreadsheet for use before each game by accessing pages that are hidden from contestants, filling out an easy to use form which explains the terms of the game to contestants, and entering the random numbers when the pool is filled. Random numbers are entered by checking the pool from time to time during the week, and simply pressing a “Go” button which automatically enters the row / column numbers, when you see that the pool is filled.  
Contestants are also instructed via integral message boxes and message board on what to do during the week before the game to obtain print-out copies of the Grid, indicating their numbers, and a scoring sheet that helps them score the actual game. Basically, contestants interact with the spreadsheet on their own time and at their own convenience to obtain print-outs, but with you to transact collections and payouts of monies. Thus, it is assumed that each contestant has access to an office printer, and some means of communicating with you, the Manager. Finally, the pool is restored to its original condition, after the game. This is done by you, by simply pressing a “Clear” button, which only you have access to.
Other than you filling out the “Terms” form on the “Ledger” page, and contestants entering their names in the input form on the “Pick” page, at no time does any one using this spreadsheet need use the keyboard to interact with the spreadsheet. All interaction is accomplished via the mouse by clicking the appropriate buttons. Thus, the spreadsheet is almost fully automated. Also, there never is a need to alter the “full-screen” view, or use excel’s built in menus or toolbars. The hidden pages are accessed through use of a password, which you set the first time you open the file, and which you keep secret from contestants.
Finally, it is essential that your macro security settings be set to “enable macros”. This spreadsheet functions by use of macros, without which, the button-action-controls, and other automated features, will not work. To accomplish this, do the following:
1). Open a blank Excel workbook
2). Click the “Developer” tab
3). Select “Macro Security” on the left side of the screen. Then “Macro Settings”
4). Select the “Enable Macros” option-button setting 
5). Give the file a “dummy” name, and save it to the desktop
6). Close the file
AN ILLUSTRATIVE EXAMPLE
STEP ONE: Preparing The Pool
0). Move the file: Football Squares Pool Manager-Office Edition from the Zip folder to your computer Desktop
IMPORTANT: Do not try to operate the file from within the Zip folder it came in. 
1). Open the file: Football Squares Pool Manager-Office Edition
2). Click the blue “Begin” button
3). Follow the instructional window to set a password
4). After setting the password, using the keyboard, press: control +m
5). When the password input window appears, enter the password you just created
6). Navigate to the “Ledger” page
7). Click the “Terms” button
8). Fill out the form completely
9). Click the red “Log Out” button
10). Finish closing the file (if necessary)
IMPORTANT: You, the Pool Manager, must always log out from the Ledger page
Now you have prepared the pool for use by contestants

STEP TWO: Contestants Use the Pool

1). Re-open the file
2). Note the message board for contestants
3). Click the “start” button
4). Note the terms-of-the-pool-message to contestants
5). Click “OK” and enter your name in the name input window that appears
6). Click “OK” and follow the instructional message
      a). Point and click the squares you want in the numbered grid to the left
      b). Click each square that you want, one at a time
      c). do not exceed the max squares purchased limit
7). When finished selecting all the squares you want, click “submit”
8). Read the instructional message and click “OK”
Now you, (as a contestant) have selected your squares.
Note that all the squares you have selected are now shaded grey and cannot be chosen by future contestants.
9). With the printer ready, click the “print” button
A copy of the grid with your name and squares is printed
10). Click the “scoring sheet” button
A copy of the scoring sheet is printed. Contestants can use this sheet to help them keep score when watching the game
11). Click the red “close” button
The squares pool is now ready for the next contestant. Note that contestants were instructed to check back later, when the pool is filled, and the random numbers (row / column) have been entered, to click “print” and obtain a final copy of the grid. From this copy they can determine their numbers, and contact your e-mail if they win.

STEP THREE: The Manager Enters Random Numbers

When all the squares are shaded grey , the pool is filled, and, the contestants are informed of this fact by the message board. When you, the Pool Manager, discover this it is time for you to enter the random numbers in the row columns. Follow these steps:
1). Open the file
2). Press control + m and log-in with your password
3). Navigate to the “Grid” page
4). Click the green “Go” button
Note the appearance of row / column numbers. Also, the numbers in these row / column headings cannot be entered any other way due to sheet protection.
5). Navigate to the Ledger page and click the red “Log-Out” button
6). Re-Open the file
7). Note that the message board now contains a message informing contestants that the final grid is ready, and a copy can be obtained by them by clicking the “Print” button.
Thus, each contestant ends up with a copy of the final grid with row / column numbers from which they can determine winners of the pool.

STEP FOUR: Managing the Ledger Page

The Ledger page is divided into two sections:
1). The control panel section which contain button controls; and
2). The ledger section
The ledger section lists each contestant, number of squares purchased, amount owed, and the amount paid. Note that these amounts are entered automatically.
You are also familiar with the “Terms” button, used for entering terms for each pool game. It should be noted that after the first use, the fields(excepting the first two) on the Terms form contain default values, which enable the manager to keep the terms of the previous game, should he/she decide. These values can easily be changed by tabbing down to the field and re-entering new values. 
The “Paid” button transfers values from the “owed” column to the “paid” column. Simply select with the mouse the dollar value appearing in the “owed” column and click the “paid” button. Note: You may select multiple values.
Also: All values entered on the Ledger Page are automatically generated. Except for the Terms form, do not use the keyboard to enter any amounts on the face of the Ledger Page.
The “Print Ledger” button prints out a copy of the selected area of the Ledger Page. You must first use the mouse to select the area you want to print.
The “Clear Ledger” button clears all values on the ledger. This must be done after each game. Important: Do not clear values any other way.
Finally, the “Log-Out” button is clicked by the manager every time he/she closes the file. Do not close the file any other way. Also, always log out from the Ledger Page.

STEP FIVE: Restoring the Spreadsheet

The spreadsheet is easily restored to original to prepare for the next game.
1). Open the file and log-in
2). Navigate to the “Grid” Page and click the “Clear” button
3). Navigate to the “Ledger” Page and click the “Clear Ledger” button
4). From the Ledger Page, click the “Log-Out” button
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