Go Greener Office Challenge

Go Greener Office Challenge
Instructions for Using the Ratings Rollup Tool

Once the evaluators have filled out the Evaluation Worksheet and transferred the data into the Ratings
Calculator, you are now ready to determine the overall environmental ratings for the IC. The instructions
provided below will direct you on how to use the Ratings Rollup Tool to determine the IC's overall Go
Greener Rating.

1. Go to www.nems.nih.gov/challenge/office/ to download the following files:
e Ratings_Rollup_Tool.xls, and
e 20 ratings calculator template files ( file names "GGOC1.xIs" through GGOC20.xIs)

2. Create a folder on your hard drive (e.g., under My Documents) to store the ratings documents for the
Go Greener Office Challenge.

3. Sauve this file (file name: "Ratings_Rollup_Tool.xIs") and the 20 ratings calculator template files (e.qg.,
file name "GGOC1.xIs") in the newly created folder. DO NOT CHANGE THE FILE NAMES.
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4. The electronic copies of the Ratings Calculator submitted by the evaluators should be save individually
as one of the 20 template files:
e Open a Ratings Calculator excel document received by an evaluator.
e Once opened, save the file under an new name by going to: File>Save As.
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e Locate the newly created folder for the ratings documents.
e Click on the file name of one of the template files (e.g., GGOC1.xlIs) and then click on Save.
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5. Once all the Ratings Calculator files submitted by the evaluators are saved under their new file names,
the IC's overall greening rating can be generated. Open all copies of the Ratings calculator files.

6. Open the file Ratings_Rollup_Tool.xls. A pop-up box will appear asking if you would like to update links
from other sources. Click "Update."

T
Fle Edt Yiew [nsett Format Tools Data Window Help Adobe PDF
i3 Bl = jb il ng B 1 lizzxl
- lms 3 y Giefae A
¥ & 1 Golonems mhgavichalengeiofice 1o download the folowing fles Ratngs_Rollup_Tool s and the 70 ratngs calculstor template fies (e g . Be name
A [ B (ST | K [ L [ [ T

1 Instructions for Using the i!‘ldngn Rollup Tool

Once the evahustors have filed out the Evaluation Worksheet and transferred the data into the

Ratings Calculalor, you are now feady 1o determine e overal environmerdal ratings fof the IC

The instructions provided below wil direct you on how 10 use the Ratings Rollup Tool 1o delermine
g (It IC's overall Go Greener Ratng

T Ga 10 nems reh gowichalengel ol e! 1o downiaad the folowing fles. Hatngs_Holup_ 100l 5
5 and the 20 ratngs caicuiator iemplate fles (e.g , file name "GGOG1 ds7)

Z Greale afolder on your hard arve (£.0_under by Documents) to stofe e rainas documerts
for the Go Greener Office Challenge [ 1TSS S8 SRR %
[ | Milcrosalt Excel
3 Sawe thes Ble (fie name. Ratngs |
(e.g. fie name "GGOCT xis”) in the

Ths workbook contans ks to other data socrces

1 you updat th4 ks, el i KTarE 1 retrevs the Whest
4. The electrons: copses of the Rating n o If you don't epdate the inis, Excel wil use the prevoss nfomation.
incrvidaby a5 one of the 20 tomplate
= 2 Ratngs Caiculator excel

Mote tat data ks can ba
et

Locate the newly created folder f
Chek on the file name of one of the template fles (¢.g, GGOCT ds) and then cick on Save.

5 Once all he Ratngs Calculator fles submiied by the evalusiors are saved under thex new file

names, the IC's overall greening rating can be generated To do tis, open (hes fe (e name

"Ratings_Rolup_Tool xis") A pop-up box will appeas asking # you would lie 10 update the from

other sources. Chok on “Update = Then, deltte any unneeded calculator sheets (1., the yelow

nambered tabs in this fle). IF UNNEEDED CALCULATOR SHEETS ARE NOT DELETED, THE
5 RATINGS CANNOT BE GENERATED.

& The overall ratings for your IC well appear on the sheet labeled "Go Greener Ratngs Sumimary *

10
19 |7 You can track who prowided each Ratngs Calculator in the shoet labeied “File Mappng ~

K4 r W)\ Instructions JEYEETT IOV Cadtor 1 (2,3 4 /5,/6,7 (849,10, 11 /12 {1314 [ 15 {16 {17 [ 18/ 18 { 20 | Fie Mapprg /
D | AutoShopes= - “eucA-mEZAdY W - E

7. A pop-up box may appear notifying you that some of the links cannot be updated. Click "Continue."
j Microsoft Excel X||

This workbook contains one or more links that cannot be updated.

1 E
! » To change the source of links, or attempt to update values again, dlick Edit Links.
« To open the kentinue.

8. Delete any unneeded calculator sheets/tabs (i.e., the yellow numbered tabs in this file). IF UNNEEDED
CALCULATOR SHEETS ARE NOT DELETED, THE RATINGS CANNOT BE GENERATED.
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9. The overall ratings for your IC will appear on the sheet/tab labeled "Go Greener Ratings Summary."
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10. You can track who provided each Ratings Calculator in the sheet/tab labeled "File Mapping."
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Instructions for Using the Ratings Rollup Tool


Once the evaluators have filled out the Evaluation Worksheet and transferred the data into the Ratings Calculator, you are now ready to determine the overall environmental ratings for the IC.  The instructions provided below will direct you on how to use the Ratings Rollup Tool to determine the IC's overall Go Greener Rating.

1. Go to www.nems.nih.gov/challenge/office/ to download the following files: 

· Ratings_Rollup_Tool.xls, and 

· 20 ratings calculator template files ( file names "GGOC1.xls" through GGOC20.xls)

2. Create a folder on your hard drive (e.g., under My Documents) to store the ratings documents for the Go Greener Office Challenge.

3. Save this file (file name: "Ratings_Rollup_Tool.xls") and the 20 ratings calculator template files (e.g., file name "GGOC1.xls") in the newly created folder. DO NOT CHANGE THE FILE NAMES. 
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4. The electronic copies of the Ratings Calculator submitted by the evaluators should be save individually as one of the 20 template files:

· Open a Ratings Calculator excel document received by an evaluator.  

· Once opened, save the file under an new name by going to: File>Save As.  
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· Locate the newly created folder for the ratings documents.  

· Click on the file name of one of the template files (e.g., GGOC1.xls) and then click on Save.
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5. Once all the Ratings Calculator files submitted by the evaluators are saved under their new file names, the IC's overall greening rating can be generated.  Open all copies of the Ratings calculator files.

6. Open the file Ratings_Rollup_Tool.xls.  A pop-up box will appear asking if you would like to update links from other sources.  Click "Update." 
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3

Once the evaluators have filled out the Evaluation Worksheet and transferred the data into the
Ratings Calculator, you are now ready to determine the overall environmental ratings for the IC.
The instructions provided below will direct you on how to use the Ratings Rollup Tool to determine
the IC's overall Go Greener Rating.
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1~ Go to nems.nin. gov/challenge/officel to download the following fles: Ratings_Rollup_ToolxIs.
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5. Once all the Ratings Calculator files submitted by the evaluators are saved under their new file
names, the IC's overall greening rating can be generated. To do this, open this file (file name
"Ratings_Rollup_Tool xis"). A pop-up box will appear asking if you would like to update the from
other sources. Click on “Update." Then, delete any unneeded calculator sheets (i.e., the yellow
numbered tabs in this file). IF UNNEEDED CALCULATOR SHEETS ARE NOT DELETED, THE
RATINGS CANNOT BE GENERATED.

6. The overall ratings for your IC will appear on the sheet labeled "Go Greener Ratings Summary."

7. You can track who provided each Ratings Calculator in the sheet labeled *File Mapping.

o0 ¥ =P8R 3:53PM







7. A pop-up box may appear notifying you that some of the links cannot be updated.  Click "Continue." 
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8. Delete any unneeded calculator sheets/tabs (i.e., the yellow numbered tabs in this file).  IF UNNEEDED CALCULATOR SHEETS ARE NOT DELETED, THE RATINGS CANNOT BE GENERATED.
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9. The overall ratings for your IC will appear on the sheet/tab labeled "Go Greener Ratings Summary."  
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10. You can track who provided each Ratings Calculator in the sheet/tab labeled "File Mapping."
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