Introduction:

Hello, everyone. This is the user manual for Tower Hill's carbon footprint assessment tool. This
will dive into how to operate the tool and how to add new parameters to the tool.
Within this series, we will address the following:

Entering Data for a Year (starting on page 1)

Creating a New Year (starting on page 5)

Incorporating a New Year into Graphs (starting on page 12)
Adding New Types of Consumption Data (starting on page 24)

ON=

Every subsection will assume that you have the tool opened and are on the first tab and all tabs

are unprotected as necessary.



Entering data for a year

This section is for help on entering data for a year tab that already exists.
1. Find and click on the year for which you want to add data. If the year is not visible, press
the left or right facing arrows on the bottom left until it is visible. (Ex. 2020)
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Energy Usage & Carbon Footprint

Annual Carbon Foortprint
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Carbon Footprint per Source
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2. Find the cell in that that corresponds to the month and consumption data you would like

to add data for. (Ex. Gasoline for March)

A B C E F G H

1

2 | [Month oil Gasoline Propane Diesel Water  Electricity

3 . January 3563.30 59.08 1701.20 31.92 0.00 2951195.00

4 February 1822.60 0.00 804.80 0.00 0.00 0.00
* March | _l

6 April

7 May

8 | June

9 July

'ICI: August

11| |September

12 October

13 November

14 December

15| |TOTALS 5385.90 59.08  2506.60 31.92 0.00 29119.00

16 CARBON 114186.47 1104.72 31608.23 734.80 0.00 16254.23

17 _ TOTALCF | 163388.44
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3. Enter in the data in the correct units (gallons for oil, gasoline, propane, diesel, and water;

kilowatt hours for electricity) and press enter.. (Ex. 16.47 gallons)
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A

E

C

D E

F

G

Maonth

oil

Gasoline Propane

Diesel

Water

Electricity

January
February
March
April

May

June

July
August
September
October
Movember
December

3563.30
1822.60

59.08 1701.80
0.00 804.30
16.4

31.92
0.00

0.00
0.00

29119.00
0.00

TOTALS

3385.90

39.08  2500.60

31.92

0.00 29119.00

CARBON

114186.47

1104.72  31608.23

734.80

0.00 16254.23

TOTALCF

163888.44|

4. You have successfully input data.




Creating a new year

This section is for help on creating a new tab for a new year that is after the ones appearing on
the table.

1. Find the tab for the year closest to the one you want to add and right click on the tab.. If
the year is not visible, press the left or right facing arrows on the bottom left until it is
visible. (Ex. 2021)
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3. Click on “Create of Copy” and select the item on the list right below the item that
corresponds to the tab you are copying, then click on “OK”. (Ex. I am copying the tab

named “2020” so I find the item that is right after “2020” on the list, which is “FAQ’s”)
|
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4. You should immediately be brought to the new tab, which should be the name of the tab
you duplicated with “(2)” after it. (Ex. 2020 (2)) Right click on the tab you are on, click
on “Rename”, and rename the tab to the year you want to add. (Ex. 2021)
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Select all the tan cells towards the top left of the sheet, then press the “delete” key on
your keyboard. (Ex. The cells in the square between C3 and H14)



3383.30 59.08 2506.60 3L.52 0.00 29119,

114186.47  1104.72 31608.23 734.80 0.00 16251.23'
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Go back to the first tab. Click on the left arrow if i 1t is not VISIble
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Ready

Go to the end of the first table on the first tab, and select the last 3 columns. Right click
and press “Copy”.



| H ] K L M M 0 | p
1
% Increase %1
% Increase from | % Increase from from nerease
2019 from
Previous Year Baseline Previous _
Baseline
2 Year
3 0.62% B.A0% 23108.30 2.29% 10.88%
4 4,59% 14.09% 1061.23 109.49% | 139.00%
3 13.63% 68.24% 7103.70 -9,13% 52.89%
] B4.28% 16.11% 472.57 305.64% | 370.97%
7 3.16% -23.49% 2420900.01 | -3.46% -26.14%
B 5.04% -0.45% 394010.00 -3.95% -4.38%
9 =
A Cut

-

[ Paste Options:

&

Paste special..

SO St Lookup
Inzert...

Uelete...

Clear Contents

5& Translate

B Quick Analysis

-

Select the cell right after the end of the top row of the table. (Ex. O2 is the cell at the end
of the top row of the table, so I select P2.) Right click and press “Paste”.

A H | J K L i N 0 | P
1
% Increase| ] % Increase | i
% Increase from | % Increase from from "crease: from nerease
2019 from 1 2020 from
Previous Year Baseline Previous 1 Previous )
Baszeline Bazeline
2 Year ear 1
3 0.62% B.40% 2310830 | 2.29% | 10.88% | 538530 | -76.69% | -74.16% .
4 4,89% 14.09% 1061.23 109.49% | 139.00% 39.08 -94.43% -8B, 0%
5 12 A% (-2 T L FINE TN -0 130 L -0 b T ~TR Aty R TTE




1 i
crease | ] = Options:
‘om N Oy o ffy fne o
eline LD |_|_u L’T |_:’ |,3f Lr&
—— cial... 3
Llﬁ“ 1 Paste (P]
L70% | 2 Smart Lookup
L3T% _
1.19% Insert Copied Cells...
0.00% II _Qﬂd:...
1
r;'!15'.-x--| Clear Coptents
] Quick Amalysis
M N 0D P Q R
- % Increase
ase, % Increase
I from
1 2020 ) from
1 Previous i
ne 1 Baseline
I Year I
] : 5385.90 -76.69% -74.16%
¥ | 59.08 -94.43% | -86.70%
% ; 1701.80 | -76.04% | -63.37%
M 1 3192 -93.24% | -68.19%
% | 0.00 -100.00% | -100.00%
1 - -
% ,_29119.00_ | -92.61% | -92.93%

Select the top cell of the first column of the three you just pasted and type in the year you
are adding on the top bar. (Ex. The top cell of the first column I pasted is cell P2, and I
am renaming it to be 2021)



————————————
1 % Increase -I Ta
el % Increase | % Increase
1 from 1 Increase
: 2020 ) from 1 2020 from
" Previous ) 1 ) from
' Baseline : Previous Year )
1 Year . ] Baseline
_I 5385.90 -76.69% -74.16% : 31.92 -99.41% -99.85%
| 59.08 94.43% | -86.70% 1 0.00 -100.00% | -100.00%
I 1701.80 -76.04% -63.37% : 29119.00 1611.07% 526.70%
_: 31.92 -93.24% -68.19% I 0.00 -100.00% -100.00%
: 0.00 -100.00% -100.00% : 0.00 #DIv,/0! -100.00%
_i_ 29119.00 -92.61% -92.93% : 0.00 -100.00% -100.00%

H | J K

10. In the next cells in that same column underneath the top row, replace all instances in the
top bar of the old year with the new year. (Ex. I am replacing “2020” with “2021” in
these cells.)



G

P M [ ] P
% Increase % Increase
% Increase % Increase H
wcrease from from from
2019 from 2020 from 2021
Baseline Previous ) Previous :
Bazelina Baszelins Pr
Year Year
B.A0% 23108.30 2.29% 10.88% 5385.90 -76.69% | - 31.92
14.09% 1061.23 109.49% | 139.00% 59.08 -94.43% 0.00
68.24% T103.70 -9.13% 52.89% 1701.80 -T6.04% 1159.00
16.11% 47257 305.64% | 3I70.97% 31.92 -93.24% 0.00
=23.49% 242000001 | -3.46% -26.14% 0.00 -100.00% | - 0.00
-0.45% 39401000 -3.95% -4.38% 29115.00 -92.61% - 0.00
e
I J K L P M [ la] p
% Increase % Increase
% Increase % Increase
wcrease from from from
2019 from 2020 from 2021
Baseline Previous ) Previous :
Bazelina Baszelins
Year Year
B.A0% 23108.20 2.29% 10.88% 5385.90 -76.69%
14.09% 1061.23 109.49% | 139.00% 59.08 -94.43%
68.24% T103.70 -9.13% 52.89% 1701.80 -T6.04%
16.11% 472.57 305.64% | 370.97% 31.32 -93.24%
=23.49% 242000001 | -3.46% =26.14% 0.00 -100.00%
-0.45% 39401000 -3.95% -4.38% 29113.00 -92.61%
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11. Repeat steps 7, 8, and 9 for the third and fourth tables with the last 3 columns.

18
19
20
21
22
23
24
A5
26
27

a0

30
3
32
33
34
35
30
a7

12. Repeat steps 7, 8, 9, and 10 for the fifth (and last) table with the last 2 columns.

38
25
40
41
42

A4

Il M O P ] R
% Increase 04
% Increase % Increase
from Increase
2020 ) from 2021 from
Previous ) ) from
Baseline Previous Year i
Year Baseline
114186.47 | -329.05% -74.16% 0.00 L #DIV/ 0! -100.00%
1104.72 -1696.38% -86.70% 0.00 #DIv/ 0! -100.00%
21459.70 -317.42% -63.37% 0.00 #DIV/ 0! -100.00%
734.80 -1320.34% -68.19% 0.00 #DIv/ 0! -100.00%
0.00 #DIV/ 0! -100.00% 0.00 #DIV/ 0! -100.00%
16254.23 -1253.10% -92.93% 0.00 #DIv/ 0! -100.00%
153739.91 | -444.49% -79.51% 0.00 #DIV/ 0! -100.00%
69.74 -444.49% -79.51% 0.00 #DIv/ 0! -100.00%
20% -444.49% -79.51% 0% #DIV/ 0! -100.00%
Il M O P ] R
% Increase 04
% Increase % Increase
from Increase
2020 ) from 2021 from
Previous ) ) from
Baseline Previous Year i
Year Baseline
15% -50.07% -43.66% 0% -15.22% -58.88%
0% -2.50% -0.96% 0% -0.15% -1.11%
3% -9.08% -4.95% 0% -2.86% -7.81%
0% -1.35% -0.21% 0% -0.10% -0.31%
0% -0.93% -1.25% 0% 0.00% -1.25%
2% -27.14% -28.48% 0% -2.17% -30.65%

J K L P
2020 % Increase 2021 % Increase
" 163888.44 | -48.07% 0.00 -100.00%
d 0.00 -100.00% 0.00 #DIV/0!
" 0.00 -100.00% 0.00 #ODIV/0!
d 0.00 -100.00% 0.00 #DIV/0!
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Incorporating a new year into graphs

This section is for help on adding more years into the graphs on the first few tabs of the tool.

1. Find the tab labelled “Annual Carbon Footprint”, which should be the second tab.

I \ 4 I*
1 Energy Usage & Carbon Footprint Annual Carbon Foortprint |
2. Right click on the graph and select “Select Data...”.
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Select the first item on the left-hand list (labelled “Tower Hill Total Carbon Footprint™)
and click “Edit”.

Select Data Source

Chart data range:

The data ramge is too complex to be displayed. If a new range is selected, it will replace all of the series im the

£ Switch RowyC

Series panel.

Legend Entrigs [S2rie

alumn

Harizantal [Categany Aui Labels

.

o

‘Winter Carbon Footprink
Spring Carbon Footprint

El Bl B Bl

Fall Carron Footprint

Hidden and Empty Cells

i add E7 Edit ¢ Remave

Tower Hill Total Carbon Footpring

Summer Carbon Footprimt

¥ Eaiy

2016 Baseling
2017
2018
2019

Cancel

—— L

Select everything in the text box underneath “Series values:” and press “backspace” or

“delete” on your keyboard.

Edit Series T x
Senies mame:

="Tawrer Hill Carbon Footpr + = Tower Hill Tot...
Senies values:

Jsage & Carbon prink'151525) T | = 750433.50, T9E...

Edit Series

Series name:

="Tawer Hill Total Carbon Footpr| %

Series walues:

*

= Tower Hill Tot...

T | = T50483.50, T96..,

Cancel

If you were not taken to the first sheet, go to it, and find the third table. While holding the
“ctrl” key on your keyboard, select each cell in the row labelled “Total (Pounds)” only for

columns that correspond to years (white columns) up to and including the year you want
to add and press “OK”. (Ex. Up to 2020)

M25 S
A 8 c p | Fdisene T L | ) K L M n
14 Diesel 202 | Series pame:
15 Water 2.87E-03 ="Tower Hill Tatal Carbon Footpr |4 | = Tawer Hill Tot..
16 Electricity 0.55 Series yalues:

17 Carbon Footprint 1SM525 #+ | = 75048350, 795,
p— % Increase % Increase % Incr
m | % Increase from from fro

Carbon Footprint in Ibs of CO2 2016 Baseline 2017 = Tromn 2018 - 2013 . from 2020
Previous . Previous Year Baseline Previous . Previ
Baseline Baseline

18 vear Year Ye
19 ail 441847.52 476001.25 7.73% 7.73% 478951.73 0.62% B.A0% 489519.07 2.24% 10.88% 114186.47 329,
20 Gasoline 8303.17 2031.35 8.77% 8.77% 9473.03 4.66% 14.09% 19844.96 52.26% 139.00% 1104.72 1696
21 Propang 58591.10 86749.23 48.06% 48.06% 8857489 12.00% 68.24% 89577.66 -10.04% 52.85% 31459.70 -317.
prd Diasal 2305.63 145520 -36.59% -36.99% 2681.60 45.73% 16.11% 1087757 75.35% 370 734.80 -1380
23 Water 3410.85 979.31 -25.84% -25.84% 7199.80 3.06% -23.49% 6950.40 -3.59% -26.14° 0,00 #DIv
24 Electricity 20,82 8101 -5.23% -5.23% 1974.76 4.80% -0.45% 9336.28 -4.11% -4.38% 254.23 | -1353
25 Total (Pounds) 3.50 798197.34 6.36% 6.36% B25B55.86 3.35% 10.04% 837106.05 1.34% 11.54% 739.91 ;| 444
26 Metric Tons 340.491 362.06 6.36% 6.36% 374.60 3.35% 10.04% 379.70 1.34% 11.54% 69.74 -444,
27 Percent of 100% 106% 6.36% 6.36% 110% 3.35% 10.04% 112% 1.34% 11.54% 20% -444.
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Select “Edit” above the right-hand list.

_| Select Data Source ¥ ot

Chart data range: +

The datz range is too complex to be displayed. if a new range is selected, it will replace all of the series in the
= Series panel,

& Switch Row/Column

Legend Emtries [Serias) ry) Asils Labels

{5 Add EFedt | 3 Remove w | [ Eed

[+  Tower Hil Tetal Carbon Faotprint | [ 2016 Baseline

[=A Winter Carbon Footprint [+ 2017
" €1  Spring Carbon Footprint 28
:_ [1  Summer Carbon Footpring b4 29
wa [ Fall Carbon Footprint i

Hidden and Empty Cells oK Cancel
| E
TITEG0 48 T = & |

Select everything in the text box and press “backspace” or “delete” on your keyboard.

C ! C ! i~ i L1

| Axis Labels ? > |

Axis label range:

=['Energy Usage & Carbon Footp | * | = 2016 Baseline,...

- Cancel

| I

7 Axis Labels ? “ |

Axis label range:
| 4 | = 2016 Baseline, ...

] Cancel | -

[ T pp——— I

If you were not taken to the first sheet, go to it, and find the third table. While holding the
“ctr]” key on your keyboard, select each cell in the top row corresponding to each year up
to and including the year you want to add and press “OK”.

M1s - Je -
Auis Labels ? *
A B c o | I N S R S N S
14 Diesel 20z ] Luie label range:
= water 287602 Zarbon Footprint 154512] 2| = 2016 Baseline,..
16 Electricity 0.55 | ok | cancel
17 h "
% Increase % Increase % I
% Increase % Increase’
from % Increase from | % Increase from from fr
Carbon Footprint in lbs of CO2 2016 Baseline 017 from 2018 . 2019 . from 2020
Previous . Previous Year Baseline Previous . Pre:
Baseline Baseline
18 Year vear ¥
19 Qil 441847.32 476001.25 7.73% 7.73% 473351.73 0.62% B.A%% 489319.07 2.24% 10.88% 114186.47 | -3
20 Gasoling 8303.17 9031.35 B.77% B.77% 9473.03 4.66% 14.09% 19844.96 52.26% 139.00% 1104.72 169
21 Propang 5859110 86749.23 48.06% 48.06% 58574.89 12.00% 68.24% 89577.66 -10.04% 52.85% 21459.70 =310
22 Diesel 2309.63 1455.20 -36.99% -36.99% 2681.60 45.73% 16.11% 10877.57 75.35% 370.97% 734.80 -138
23 Water 9410.85 6979.31 -25.84% | -25.84% 7199.80 3.06% -23.49% 6950.40 -3.59% | -26.14% 0.00 #D|
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10.

Select the next item on the left-hand list (it will be a season) and repeat step 4.

L L v 1 " L s

"~ L - ey ] et

_ Select Data Source

Chart data range:

The datz range is too complex to be displayed. if a new range is selected, it will replace all of the series in the

= Series panel,

.| 2

Legend Entries [Seri

1 Switch Row'Column

[ x

*

Horzontal (Category] Axis Labels

Ebﬂn 7 gt # Remowve || -

Toawer Hill Tetal Carbon Faotprint

Winter Carbon Footprimt

Spring Carbon Footprint
Summer Carbon Fookprint

[
]
[
[
[

Fall Carbon Footprimt

¥

7 ediy
2016 Baseline
27
2B
2019
2020

EEEEE

Hidden and Empty Cellis

.. — -
TIFRAN &R i

Cancel

® |

If you were not taken to the first sheet, go to it, and find the fifth table. While holding the
“ctr]” key on your keyboard, select each cell in the row corresponding to the season in the
column corresponding to years up to and including the year you want to add and press

“OK”
Consumption by % of carbon footprint 20116 Baseline i .I fm__| 1 L% Ir"r_ease L= e Inueas:E L 2019 fm_m
Edit Series 7 X pvious Year Baseline Previous
Series name: HEE
ail 59% ="Winter Carban Foatprint” * | = Winter Carbon ... 0.39% 4.94% 65% 1.46%
Gasoline 1% Series il 0.06% 0.16% 3% 1.33%
Propane ] Carbon Footprint 151535 %] - 33514656, 3z, o0 S-1a% 12% =120
Diesel 0% 0.16% 0.05% 1% 1.09%
Water 1% cencel | 0.03% 0.29% 1% -0.03%
Electricity 31% 1.46% -0.14% 25% -1.20%
Carban Footprint in Ibs of CO2 by season |[ steline% % Increase | _ 18 % Increase *ﬂﬂ % Increa: L
wWinter 2 145.56___' _3_4__2%]_.4_ L 34 _E_B._Il‘-l_, -0.59%: 31.5504_].:@__ -7.25% l_ EE.M_ am—J
Spring 95668.16 136290.46 42.46% 11286048 -17.19% 152822.60 35.41% 0.00 -100.009:
Summer 113621.03 68132.92 40.03% | 85723.22 25.82% B0927.42 -5.59% 0.00 -100.009
Fall 206047.75 251471.82 22.05% 287003.41 14.13% 287755.55 0.26% 0.00 -IllJlII.l!.'I!_—I
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11. Repeat steps 9 and 10 for the remaining 3 seasons. Press “OK” once you are done.

| ibdsrminey el |
Select Data Source ¢ . :
F
Chart gata range: ﬂ
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12. You have added a new year to one graph, but there are 3 more graphs. Find the third sheet
labelled “Carbon Footprint per Source”.
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27
28

0

b

[ =T

] Energy Usage & Carbon Footprint

Annual Carbeon Foortprint

Carbon Footprint per Source

13. Right click on the graph and select “Select Data...”.

& B C o E F & | H | I | J | K L M N
> © o
3| CARBON DIOXIDE PRODUCTION PER SOURCE
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= Fill  Qutline
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SRE -
12 :;ﬂLHJUUU.UU Delete
=]
13 g ] Reset to Match Style
14
nall I
15 }ESDDUUUDZ] C [I] Cha nge Chart T:ﬂ:e (9]
[a]
:g =] [IE] Zave as Template...
[
18| [ 200000.00 B select Data...
o
19 s 0
[=]
20 =
— | S1o0000.00 il Format Plot Ares...
21 =]
[+
22
12 S —
] Energy Usage & Carbon Footprint annual Carbon Foortprint Calbon Footprint per Source

14. Select the first item on the left-hand list (Iabelled “Oil”) and click “Edit”.

15.
16.

Sele

ct Data Saurce

9 Chart data randge:

[ x

2

1 The data range is too complex ta be displayed. i a new range is selected, it will replace all of the series in the
Serizs panel.

Harizontal [Categary] Aas Labels

L

EF edit
] [ 2015 Basclime
[ Gaszaline B 2mi7
E Prapane E s
Bl Diessl [ -
El water v
Hidden and Empty Cells ok || camcel | r
| L L T =
Repeat step 4.

If you were not taken to the first sheet, go to it, and find the third table. While holding the
“ctr]” key on your keyboard, select each cell in the row corresponding to the series you
are editing (“Oil” should be the first one) only for columns that correspond to years

17



17.

18.

(white columns) up to and including the year you want to add and press “OK”. (Ex. Up to
2020)

A B c D E | F | s | H I I R I S R S
Pounds of CO2
Carbon Impact Conversion ~ .
10 per desired unit
Edit Senes 7 X

1n oil 21.20

12 Gasoline 13.70 Serles game: )

13 Propane 12.61 o Ed | =

14 Diesel 23.02 Series yalues:

15 Water 2.87E.03 Zarbon Footprint 1SM319 | =441847.92, 476,

16 Electricity 0.55 Cancel

17

% Increase % Increase 1
% Increase % Increase
- . from % Increase from | % Increase from from
Carbon Footprint in Ibs of CO2 2016 Baseline 2017 from 2018 2019 from 2020
Previous ) Previous Year Baseline Previous ;
Baseling Baseline
. B D I
19 =y o 441847.97 | 47600125 | 3% | 7.03% 1 47895179 0.62% 8.40% 489919.07 | 2.04% | 10.88% | 11%186.47
20 Gasoline 8303.17 903135 B.77% B.77% 9473.03 4.66% 14.09% 19844.96 | 52.26% | 139.00% | 1104.72
21 Propane 58591.10 8674923 A8.06% A4B.06% 58574.89 12.00% 68.24% 89577.66 -10.04% 52.85% 31608.23
22 Diesel 2309.63 1455.20 -36.99% -36.99% 2681.60 45.73% 16.11% 10877.57 75.35% | 370.97% 734.80
72 Watar Qa1n \S /a7 1 <75 RA% <75 A% T1aq an 2 NR%E -73 A9%, ROSN an -2 508 7R 1A% nnn
Repeat steps 6, 7, & 8.
Select Data Source ? ot

4 Chart data range: +

- The data range is too complex to be displayed. If a new range is selected, it will replace all of the series in the
Series panel.

l __:I I:__
J‘ l’ Eﬂ Switch Row/Column ‘] l

Legend Entries [Series) Horizontal (Category) Axis Labels
d| {Hadd | FPedit | X Remove | A~ | v | | T Edit |

ail P 2016 Baseline

Gasoline 2017

Propane 2018

Diesel 2019

Water v 2020

Hidden and Empty Cells oK Cancel
|| | I

Repeat steps 14, 15, & 16 for the remaining items on the left-hand side list. Press “OK”
once you are done.
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Select Data Source ? x I
i
Chart data range: ="Energy Usage & Carbon Footprint’!5C518:5C524 "Energy Usage & Carbon Foolp T‘
X —
l’ - £ Switch Rew/Calumn | E—
Legemd Entries [Series] Harizontal [Cate gory) Axis Labels
] | BHada | [FFEar | X gemove |~ ||| EFEat |
Fl  Gasaline Al |1 2015 Baseline
Bl Propane kA 2017
Bl Diesel [
Bl water 1 201
B Electricity w| [ 2020
Hidden and Empty Cells * oK | Cancel |
-— —-— 1 1 i
CARBON DIOXIDEPRODUCTION PER SOURCE
B Oil ™ Gasoline M Propane Diesel W Water M Electricity
600000.00

00000.00

00000.00

00000.00

00000.00

00000.00

POUNDS OF GARBON I OXIDE,EQUIVALENT

0.00
2016 BASELINE 2017 2018 2019 2020
YEAR

19. Find the third sheet labelled “Carbon Footprint% per Source”.

1 v .. | Anneal Carbon Foortprint | Carbon Footprint per Source Carbon Footprint® per Source Carbon .. (%)
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20. Right click on the graph and select “Select Data...”.

A B C o} E F | & | H | | | ] | K L M N
! . [P
> T o w= = [plotAres - Q
3| CARBON DIOXIDE PRODUC" Fill Outline
4 100% O e - 0
5 | Delete
: = 20% | fﬂ Resezt to Match Style
—
g E 805 | dll Change Chast Type...
9 3 7o | r__'[-:'] Save as Template..,
10 :
11 S eom | * B Select Data..
12 o] . :
13 2 5om
14 E r‘:'p_’ Format Plot Area...
sl B o B AD%% o
15 = |
o
16 =
o 30% |
17 o
— v
18 % w0 |
=
19 a
20 | 210 |
21
2z 0%
2z 2016 Baseline 2017 2018 2019
4« v ... | Annual Carbon Foortprint | Carben Footprint per Source Carbon Footprint? per Source carbon .. () [

21. Select the first item on the left-hand list (labelled “Oil”) and click “Edit”.

Select Data Source ? 4

Chart data range: = 'Erergy Usage & Carbon Footprink!SC518 Energy Usage & Carbon Footprint 150 & |

|'f-—' &7 switch Row/Column |

- 7

Legend Entries [Serie Harizontal [Category Auis Labels
| = ada _' 7 Edit  Remove r EFeat |

' Al ] 2015 Baseline

k] Gasaline ] 217

El  Fropane = 2ms

B Diesel | I

B water w

Hidden and Empty Cells E Cancel

22. Repeat step 4.
23. If you were not taken to the first sheet, go to it, and find the fourth table. While holding
the “ctr]l” key on your keyboard, select each cell in the row corresponding to the series

you are editing (“Oil” should be the first one) only for columns that correspond to years
(white columns) up to and including the year you want to add and press “OK”. (Ex. Up to
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24.

2020)

Series panel,

Legend Entries [Series)

JL

oy

gj Switch Row/Column j L

4| {Hadd 7 Edit W Remove || A || w
ail "
Gasoline
Propane
Diesel
Water W

Harizontal [Category] Axis Labels

- The data range is too complex to be displayed. If a new range is selected, it will replace all of the series in the

2016 Baseline
2017
2018
2019
2020

Hidden and Empty Cells

Ok

Cancel

Diesel 2309.63 145520 === 16.11% 10877.57 | 75.35% | 370.97% 734.80
Water 5110.85 975,31 Edit Series X R -23.49% 6950.40 | -3.59% | -26.14% 0.00
Electricity 230020.82 2179814 Series name: i3 -0.45% 219936.38 | 411% -4.38% 16254.23
Total (Pounds) 750483.50 =oir | - % 10.04% 837106.05 | 1.34% 11.54% | 163888.44

Metric Tons 340.41 E — 3 10.04% 379.70 1.34% 11.54% 74.34

Percent of Baseline 100% 106% | ' rpon Faotprintismssi| +| - 5o e, as. B2 10.04% 12% 13% | 11.54% 1%

Ganc
% Increase % Increase
% Increase % Increase
from % Increase from | % Increase from from
Consumption by % of carbon footprint 2016 Baseline 2017 . from 2018 . . 2019 . from 2020
Previous . Previous Year Baseline Previous .
Baselin Baselin
Year Year

oil 59% 63% 4.55% 4.55% 64% 0.39% 4.94% 65% 1.46% 6.41% 15%

Gasoline 1% 1% 0.10% 0.10% 1% 0.06% 0.16% 3% 1.38% 1.54% 0%

Propane 8% 12% 3.75% 3.75% 13% 1.568% 5.33% 12% -1.20% 4.13% 4%

Repeat steps 6, 7, & 8.
Select Data Source ? o
4 Chart data range: +

25. Repeat steps 22, 23, & 24 for the remaining items on the left-hand side list. Press “OK”

once you are done.
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Select Data Source ? b4
| i
Chart dats range: ="Erergy Usage & Carbon Faotprint'!SCS18, 'Energy Usage & Carbon Fon!print'!S[T]
) —
[ £ Susitch Row/Column | )
| ‘_ -
Legend Entries (Series) Harizontal [Categany Axs Labels
| e || Teae § X pemove |~ || EFer
1 Gasaline al | 2016 Baseline
B Propane b zo17
Fl  Diesel M 2018
B wwater = 2m9
Bl Electricity w| |[B1 2020
Higden and Empty Cells E | Cancel |
— _—— — 1
CARBON DIOXIDE PRODUCTION % PER SOURCE
— 90%
=
o
g 80%
3
E 70%
Ll
S 60%
o
S 50%
]
% 40%
5 30%
(%]
S 20%
>
]
o 10%
0%

2016 Baseline

2017 2018 2019 2020
Year
W Oil M Gasoline ™ Propane Diesel W Water M Electricity

26. Find the fourth sheet labelled “Carbon Footprint% per Source II”.

30
a

2

1 L3

Carbon Footprint per Source

Carbon Footprint% per Source | Carbon Footprint¥ per Sowrcell | 2 .. (®)
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27. Repeat steps 21, 22, 23, 24, & 25.

70%

60%

50%

40%

30%

20%

10%

POUNDS OF CARBON DIOXIDE EQUIVALENT

0%

CARBON DIOXIDE PRODUCTION % PER SOURCE

2016 Baseline 2017 2018 2019

Year

HOil M Gasoline M Propane Diesel W Water M Electricity

2020

28. You have successfully added a new year into all of the graphs.
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Adding new types of consumption data

This section is for help on adding new types of consumption data to be used in carbon footprint

calculation.

1. Obtain the carbon dioxide conversion factor in units of pounds per unit of the data.
2. On the first sheet, locate the second table. Right click on the bottom cell in the first

column and select “Insert...”.

1 |

12

13|

15

16

17

(= - T I - S P B U (]

A B Paste Special...
S Smart Loskup L
2
Insert..,
Primary Energy Consumption (Galloh:
Delete...
il Clear Coptents ::
Gasoline £ Translate A |
Propane
Diesel E Cuick Anabysic m |
Water Filter > .i'__
Electricity Sont 5 I
-l Mew Comment
Carbon Impact Conversion {7 Bew Note
il |:_| Format Cells..
Gasoline
Pick From Drop-down List...
Propane
Di=sal Diefine Mame...
Water @ Link 3
Electricity . [
| Calibri ~{11 <« A" A" % ~ 95 9
’ Energy Usage & Carbon Foot) B T = &~ A - S~ S0 0 <

3. Select “Entire row” and press “OK”.

n

1
nget 1 b

Insert
() Shift cells right
() Shift cells dawm
(®){Entire pow
() Emtire calummn

| 41207600 |

4. In the newly created blank cell in the first column, type in the name of the type of

consumption data (Ex. Example), and in the second column type in the conversion factor.
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(ex. 1 pound of CO2 per 1 unit of Example)

Y
Carbon Impact Conversion Pounds of CO2
10 per desired unit
1| 0il 21.20
12 Gasoline 18.70
13 Propane 12.61
14| Diesel 23.02
L] ‘ Water u.ﬂ?E-DS
16 Example 1.00
17 Electricity 0.54
18

5. Go to the sheet corresponding to the year(s) you would like to add the consumption data
for. (Ex. 2020)
6. In the last column of the first table, right click the top cell and select “Insert...”.

[® co
A, 8 ¢ | b | E | F_| g B Comy
1 ) Paste Options:
2 Month ol Gasoline Propane Diesel Water Electricity |'r—l1
3| |January 3563.30 55.08 170L.BO 31.592 0.00 29119.0d 0
4 February 1822.60 0.00 804.80 0.00 0.00 0.00 Paste Special...
3 March -
: A Smart Lookup
6 | |april
7 May * Insert...
:] June
LDelete...,
9| |duly
10 August Clear Contents
1| |september X Transiate I
12 | October
13 Movember &S Quick Analysis
14 December Filtes 3
13 TOTALS 5385.30 59.08 2506.60 31.592 0.00 29119.0( B .
16 CARBOM 114186.47 1104.72 31608.23 734.830 0.00 16254.2: sort ’
o
17 TOTAL CF mma.aﬂ £ Mew Comment
18 +
- - - — T Mew Mote
19 Season il Gascling Propane Digsel Water Electricity
20 Winter 114186.47 1104.72 31608.23 T34.80 0.00 1625820 [5] Format Cells..
21 Spring 0.00 0.00 0.00 0.00 0.00 0.0( Pick From Drog-down List.
22 Summer 0.00 0.00 0.00 0.00 0.00 0.0(
. 1 Define Mame... I
1 Carbon Footprint® per Source |l 2016 2017 2018 201
& Link ¥

7. Select “Entire column” and press “OK”.

Iﬂ:l I
= Insert ? x
Insert
_) Shift cells right I
) shift cells dowen
() Entire row

e

I Branane

25



8.
on one, and select “Copy”.
e
E F g & cu
; EEI Copy
aane Diesel Water
Paste Options:
70180 3132 | “
B04. RO 0.00 |
ﬁ Smart Leakup
|nsert..,
Delete
Clear Contents
5 Quick Anakysis
Filter
5306.60 31.52 [
508.23  724.80 i Sort
3 Mew Comment
9.
“Paste”.
F G WA Ca
[@ Copy

Diesel Water

[T Paste Options:
31.92 0.00 Op

oo ooo EEPITCLERE D

123

_ [cnal...

Smart Leokup

nsert Copied Cells...

Delete..
Clear Copntents
B Quick Ana hysis

Filter
3192 0.00

734,30 0.00 agrt

LI,.:I Mew Comment

10. Select the last cell in the new column, and remove the text after the asterisk in the text

box at the top.

Vat

ez

pa

Select the second to last cell in the new column (second to last), right click, and select

\T‘_,-I

¥

In the third to last column of the first table, select the last two cells in the table, right click
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SuUmM * X v & =H13"'Energy Usage & Carbon Footprint'|B17 ‘

A B C _ D E . F _ 6 | H | I _ J
1
2 Month il Gasoline Propane Diesel Water Electricity
3 | January 3563.30 59.08 1701.BO 31.92 0.00 29119.00
4 February 1822.60 0.00  B04.B0 0.00 0.00 0.0:0
5 | |march B
6 | |april
7 May
8 June
9 [ |luly
10 August
1 September
12| |october !
13 Movember ¢
14 December
15 TOTALS 5385.30 59.08 2506.60 31.92 D.& 0.00] 25119.00
16 CARBON 114186.47 1104.72 31608.23 734.80 D.ﬂl[ll 1B17 16254.23)
17| |rotaLce [ svalue! |
iR

x v & =H15

11. Without clicking on any other cell, go to the first sheet, and locate the second column.
Click on the cell corresponding to the conversion factor for the type of data you are
adding, and press enter.

Cls = Y S =H15*Energy Usage & Carbon Fuuiprini'lCllﬂ

A B = ] i
4 Gasoline 444,02 482.96 8.7
3 Propane 464540 6379.40 A8.(
& Di=sel 100.34 63.22 -36.!
[} Water 3277859.97 2430966.67 | -25.
B Elactricity A12076.00 350507.00 -5.2
o

Pounds of COZ

Carbon Impact Conversion
per desired unit

10|
11 il 21.20
12 Gasoline 18,70
13 | Propane 12,61
14 Diesel 23.02
15 Water ‘g@-iE_— 03]
16 | Example - _lm _d
17 Electricity 0.55




12. In the second table, select the last 4 cells in the third to last row, right click, and select

“COpy”.
s Y AR R L L L i
F G dh Cu[
P :
B Paste Options:
6,50 3192 0.1 . c
223 734.80 0.l .

Paste Special..

-
ne Diesel ater | A Smart Leokup

8.23 734,80 0.1
Insert...
0.00 0.00 0.
0.00 0.00 0. Delete...
0.00 0.00 0. Clear Coptents

13. Select the second cell in the second to last column of the second table, right click, and
select “Paste”.

5 B c | o | E | F | & A cu
November (B Copy
December ny .
[t Paste Options:
TOTALS 5385.30  59.08  2506.60 2132 0.00 i |
CARBON [114185.47 1104.72 31608.33  734.30 D.ﬂ-[.’ niearyry-ar
TOTAL CF | 163888 44| .
cial... »
Paste (P)
Season Oil Gasoline Propans  Diesel Watmi J2 smart Lookup
Winter 114186.47 110472 31608.23 ?H.@Ur 0.0y -
I — Insert Copied Cells...
Spring 0.00 0.00 0.00 I:I-.III: I:I.I}EI:
summer 0.00  0.00 0.00 0.00! .00 Dxlete..
Fall 0.00 0.00 0.00 0.00)  0.00) Clear Contants

14. For each of the 4 last cells in that row, select it and remove all of the text after the asterisk
in the text box at the top and repeat step 11.

=SUM|{H3:H3) " Energy Usage & Carbon Footprimt’ I‘

E | F | G H I J

4
&  2506.60 31.92 0.00 0.00 29119.00
‘2 31508.23 T34.80 0.00 0.00 16254.23

Propane Diesel Water Electricity [TOTAL

2 31808.23 T34.80 15 l 16254.23] 16388
Li} 0.00 0.00 0. 0.00 0.00
L1} 0.00 0.00 0.00 0.00 0.0:0
L] 0.00 0.00 0.00 0.00 0.00
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15. For the top cells in the new rows in both the first and the second tables, type in the name
of the new type of data you are adding. (Ex. Example)

F G H I
12 Diesel Water Eample Electricity
L&D 31.52 0.00 29119.00
LED 0.00 0.00 0.00
.60 3152 0.00 0.00  25119.00
323 734.50 0.00 0.00  16254.23
12 Digsel Water |Examp|e |Elecrricit',,r TC
3.23 734.80 0.00 0.00  16254.23] 1f
L00 0.00 0.00 0.00 0.00
100 0.00 0.00 0.00 0.00

I 2016 2017 2018 2019 2020 F

16. Go back to the first sheet. In the last row of the first table, right click the first cell and
select “Insert...”.

@ co
A B = T
1 ‘_lt Paste Options:
=n
L0
Primary Ene Consumption (¢ o
v Y g { Paste Jpecial..

JD Smart Lookup

2 f—
3 oil 5
4 Gasoline ‘ Insert... 2
5 Propane 7
6 Diesel Lelete.. 5
) \ Water Clear Contents E
2 Elactricity K% Transiate 5(



17.

18.

19.

20.

Select “Entire row” and press “OK”.

; 1 1
7
f Imsest 7 X o
Insert

T (D shift cells right b
T () shitt cells down E
Y sE— E

I__' EIRAIE L ¥
T () Entire golumn |
4 2

In the first cell of the row you created, type in the name of the type of data you are
adding.

| A B

Primary Energy Consumption (Gallons)

Qil
Gasoline
Propane

Diesel
Water

I Example
Electricity

=R R I - T B O R

=

For the columns corresponding to the years that you are NOT adding data, enter a 0 in
the row for the data type you are adding.

|A B c D E F 6 | H I ) K L M
1
% Increase % Increase %
% Increase % Increase
from % Increase from | % Increase from from
Primary Energy Consumption {Gallons) 2016 Baseline 2017 from 2018 2019 from 2020
Previous " Previous Year Baseline Previous N |
Baseline Baseline
| | Year Year
3| il 20840.90 22451.83 7.73% 7.73% 22591.00 0.62% 8.40% 23108.30 | 2.29% 10.88% | 5385.90
4 | Gasaline 444,02 482.96 8.77% 8.77% 506.58 4.89% 14.09% 106123 | 109.49% | 139.00% 59.08
5 | Propane 4646.40 6279.40 48.06% | 45.06% 7317.20 13.63% 68.24% 7103.70 -9.13% | 52.39% 2506.60
6 | Diesel 100.34 3.22 -36.99% | -36.99% 116.50 B84.28% 16.11% 472.57 | 305.64% | 370.97% 31.92
7 Water ‘?7&99,9? 66.67 | -25.84% | -25.84% ‘??66.63 3.16% -23.49% 0900.01 | -3.46% | -26.14% 0.00
8 | Example 0.00 0.00 0.00 0.00
2| Electricity 412076.00 390507.00 | -5.23% -5.23% | 410202.00 5.04% -0.45% | 39a010.00 | -3.95% A.38% | 29119.00

For the columns corresponding to the year(s) for which you are adding the data type,
click in the text box at the top and type in “=" and, without clicking on any other cells or
pressing any keys, go to the sheet corresponding to the year you are doing this for, and
selecting the second to last cell of the column corresponding to the data type you are
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adding, then press enter.

:x./.:;—«

E

H | J K | L M
% Increase % Increase %l
% Increase % Increase
. _ from % Increase from | % Increase from from
ergy Consumption (Gallons) 2016 Baseline 2017 from 2018 2015 from 2020
Previous . Previous Year Baseline Previous . P
Baszeline Bzseline
Year Year
il 20840.90 22451.83 7.73% 7.73% 22551.00 0.62% £.40% 23108.30 2.29% 10.88% 5385.90
Gasoline 444.02 482.96 B.77% B.77% 506.58 4.89% 14.09% 1061.23 | 109.49% | 139.00% 59.08 |
Propane A646.40 6879.40 48.06% 48.06% 7817.20 13.63% 68.24% 7102.70 -9.12% | 52.89% 2506.60 | -
Diesel 100.34 63.22 -36.99% | -36.99% 116.50 54.28% 16.11% A72.57 305.64% | 3 31.92 !
Water 3277859.97 | 2430966.67 | -25.84% | -25.84% | 2507766.63 3.16% -23.49% 2420500.01 | -3.46% [ -26. 0.00 -1
Example 0.00 0.00 0.00 0.00 = ’_
Electricity 412076.00 350507.00 -5.23% -5.23% 410202.00 5.04% -0.45% 3594010.00 | -3.95% -4.38% | 29119.00 | -
: (13 + 29 (13
21. For the columns corresponding to “% Increase from Baseline” and “% Increase from
b 99 b b [13 2
Previous Year” for the years that you are NOT adding a new data type for, type in “N/A
in the cells in the row for the new data type.
c D E F G H | J K L h
% Increase o Increase %
% Increase % Increase
~ from % Increase from | % Increase from from
n [Gallens) 2016 Baseline 2017 from 2018 2019 frem 2020
Previous . Previous Year Baseline Previous .
Baseline Bzaseline
Year Year
20840.90 22451.83 7.73% 7. ?3* 22591.00 0.62% B8.40% 23108.30 2.29% 10.88% 538590
444,02 482,96 ﬂ 7?96 206,58 4.59% 14.05% 1061.23 109.49% 139.00% 59.08
464640 BETS.40 7817.20 13.63% 68.20% 7103.70 -9.13% 52.85% 2506.60
100.34 63.22 -3& -3&'39% 116.50 £84.28% 6.11% 4725 305. 370.97% 31.92
3277859.97 24309666 H‘K 2507766.63 .16% A% 2420500, 3 14% 0.00
0.00 0.00 N/A N/A 0.00 NfA 0.00
412076.00 350507.00 | 5. 2‘39& -5. 239& 410202.00 5.04% -0.45% 39401000 | -3.95% | A.38% | 29119.00

22. Select the second cells in the last two columns of the first table, right click, and select

23.

C(C 2
opy .
K L A N
% Increase % Increase
% Increase %ir
from from
3 from 2020 f
Previous ) Previous
Bazelin= Ba
Year Year
30 | 2.39% 1088% | 538590 | -76.69% :
23 109.49% | 139.00% 59.08 -94,43% -8
70 -9,13% 52.89% 2506.60 -64.71% -4
7 305.64% | 370.9T% 31.92 -93.24% -5
0.01 | -3.46% -26.14% 0.00 -100,00% | -1C
) N/ M/ 0.00
100 | -3.95% -4,38% 29115.00 | -82.61% =3

&y Cut

[ Copy

Paste Options:

ﬁ Smart Loakup

Imsert..,

Delet

Clear

B

Caontents

E uick Analysis

Filter

>

For the columns corresponding to the “% Increase from Previous Year” for the year(s) for
which you are adding the data type in, select the cell corresponding to the data type, right
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24.

click, and select “Paste”.

& Cut
[® Copy
[T Paste Options:

- (100 05 (3 @ [

A K L X I
% Increase %€ Inct
% Increase
from from fro
2019 from 2020
=] Previous )
Baszelin=
Year __Ye
23108.30 | 229% 10.88% | 538590 1 -76.
) 1061.23 109.49% | 139.00% 59.08 94
B T103.70 -9,13% 52.89% 2506.60 -6d4.
b 472.57 305.64% | 3M0.97% 31.592 53,
) 2420900.01 | -3.46% -26.14% 0. -100.
0.00 M/A M/A 0.00
) 3594010.00 | -3.95% -4.38% 29115.00 | -924

Paste Special... b
™
A4 Smart Lookup

Insert Copied Cells...
Delete...

Clear Coptents

E Quick Analysis

For the columns corresponding to the “% Increase from Baseline” for the year(s) for

which you are adding the data type in select the cell corresponding the the data type and

replace the cell after the “$” sign with the cell that corresponds to the first year that you

have data for, in the row corresponding to that data type, then press enter. (Ex. I am only

adding in the new data type for 2020, so that will be the new baseline year for that data

type.)
(X - = ='2020'|H15
L K ] o
1
%l
% Increase fleresse % Increase
from
from 2020 Previous from
Baszline Baseline
2 Yaar
3| 10.88% 5385.90 - T6.65% -74.16%
4 | 139.00% 59.08 -94.43% =86 70%
5| 52.89% 2506.60 -60.71% -46.05%
6 | 370.97% 31.92 -93.29% | -68.19%
7 -26.14% \D.Dﬂ -100.00% | -100.00%
g M/A 0.00 #DIv/ ol #DIv/ol
o | -4.38% mmitann | -8261% -52.93%
=(Me-SCE)/HE8 | =(ms-s)/$ ={MIZ-SME) /SIS
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25. Select the first cell in the fourth to last row of the second table. Right click and select

“Insert...”.
B26 = 3 El
A B
19
Carbon Footprint in Ibs of CO2
20
21 il
22 Gasoline *
23 Propane
24 Diesel
25 \ Water
26 I Elactricity
27 Total [Pounds)
28 Metric Toms
29 Percent of Baseline
30

34

i

26. Select “Entire row” and press “OK”.

27.
28.

nsert T x

f| Insert

() Shift celis right
4 D) shift cells down L
{ (®)Entire pow. L
J ) Entire golumn L

w TEETITET

Type in the name of the data type you are adding in the first cell of the new row.

Cut

Copy

Paste Options:

S 2
Pasbe 3pecial ..
Smart Lookup
Inzert...
Lelete..

Clear Contents
Translate
Cuick Analysis
Filter

Sort

&1 1 [ha |

frart

"I lels

For the remaining cells in the row corresponding to a year (the white cells) select the cell

directly above the empty cell, right click and select “Copy”. Select the empty cell right

below, right click, and select “Paste”. In the text box at the top of the screen, change the

number after the second “$” sign to the number of the row corresponding to the
conversion factor in the second column of the second table for the data type you are

adding. (Ex. 2016)
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S T T Y 1T

B c X Cut
‘ [ Copy
Carbon Footprint in Ibs of CO2 2016 Baselin [ Paste Options:
il 441847.52
Gasoline 8303.17 .
Propane 5859110 | - Smart Lookup
Digsal 2309.63 Insert..
Water 9410.85
Example Delete...
Elactricitv 230020.82 Claar Crntantc
B c 4 Cu
(B Copy
Carbon Footprint in bs of CO2 2016 Baselir L1 Paste Options:
A ™y ™
* I-D I.uz I_.."r I_;‘
oil 441347.32 Paste Special...
Gasoling 8303.17 i
Propane sssaL1p A Smait Loskup
Dizsel __2309.63 Insert Copied Cells...
Water 410.85
Example Delete..
Electricity 230020.82 Clear Coptents
Total [Pounds) T50483.50 = e
Metric Tons 4041 (= Wuick Analysis
Percent of Basaline 100% Filter

kT
|

y

-
-

. i

[ Lo ol el N

[

>

-
-

i

Ll ol P

[N PN R
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20|
2|
22|
23|
24|
25

26|

- X £ =C8*ScilT «
B C
Pounds of CO2
Carbon Impact Conversion
per desired unit
il 21,20
Gasoline 18.70
Fropane 12.61
Diesel 23.02 b
Water 2.87E-03
Example 1.00 i
Electricity | 055 |
Carbon Footprint in Ibs of CO2 2016 Baseline
il 441847.92 4
Gasoline §303.17
Propane 58591.10
Diesel 2303,63
Water 410,85
Example =CA*SCS1T

Energy Usage & Carbon Footprint

L

Annual Carbon B

Electricity | 0.55 ]

% Increase % Increase %iIn
from % Incraase % Increase from | % Increase from from Lz fr

Carbon Footprint in |bs of CO2 20116 Baseline 2017 ) from 2018 B N 2019 N from 2020
Previous Previous Year Baseline Previous Pre
- Baseline - Baseline v
il A414H4 /.92 A4/600L. 25 1.13% 1.73% 4/89951./4 0.62% B.AU% 4899190/ 2.24% 10.58% 114186.47 32
Gasoline 8303.17 903133 B.77T% B.77H 9473.03 4.66% 14.05% 19344.96 52.26% 139.00% 1104.72 -165
Propane 58551.10 86745.23 48.06% A4B.06% 98574.89 12.00% 6B.24% 89577.66 -10.04% 52.89% 31608.23 -18
Diesel 09.63 455.20 -36.99% -36.99% 68160 45.73% 16.11% 877.57 75.35% 370.5 734.80 -138
Water 10.85 79.31 -25.34% -25.84% 99.80 3.06% 23.49% 50.40 -3.59% -26.14% 0.00 HD

Example 0.00 .00 0.00 0.00 0.00
Electricity 230020.82 217381.01 -5.23% 5.23% 228974.76 4.80% -0.45% 219336.38 -4.11% -4.38% 16254.23 | =123
Total [Pounds) 750483.50 T98197.34 6.36% 6.36% 825855.86 3.35% 10.04% 837106.05 1.34% 11.54% 163288.44 | 4N
Metric Tons 340.41 362.06 6.36% 6.36% 374.60 3.35% 10.04% 379.70 1.34% 11.54% 74.34 -au
Percent of Baseline 100% 106% 6.36% 6.36% 110% 3.35% 10.04% 112% 1.34% 11.54% 22% =411

29. For the cells in the new row corresponding to “% Increase from Previous Year” and “%
Increase from Baseline” corresponding to years to which you are NOT adding the new

30.

31.

data type, type in N/A.

For the cells in the new row corresponding to “% Increase from Previous Year”

corresponding to years to which you are adding the new data type, select the cell directly

above the empty cell, right click, select “Copy”. Select the empty cell, right click, and
select “Paste”.

For the cells in the new row corresponding to “% Increase from Baseline” corresponding

to years to which you are adding the new data type, select the cell directly above the
empty cell, right click, select “Copy”. Select the empty cell, right click, and select
“Paste”. In the text box at the top, replace the cell after the “$” symbol with the cell for

35



the first year that you have data for the new data type. (Ex. 2020)

1[‘@ Copy
1

[¥]
- % Increase
2020 Lo
- Previous
Year
% 114186.47 | -329.05%
% 1104.72 -1696.38%
B | 316082 -183.40%
% 734, 1380.34%
% 0.00 vfol
0.00
] 16254.23 | -1253.10%
1°4 1R2900 AA A ol
M NS
&
h
%ll‘ltl’
2020 il
Praviou )
Year|
1141864/ | -329.05
1104.72 -1696.3%
31608.23 | -183.40
734,50 -1380.3¢
0.00 via .
= D
0.00 =
16254.23 | -1253.1
163388.44 | -410.78

Cut

Paste Options:

,E' Srart Lookup
|nsert...
Del=te...

Clear Contents

K Quick Anabysis

Filter

Lut
Lopy

Paste Options:

POl i o o
|—|:| Ly L Lp .?f’ Lidy
Paste Specal... 3
Srmart Loakup

Insert Copied Cells...

Delete...

Clear Coptents

Qick Analysis
Filtes ]
St >
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1 ;\J (@ Copy

Faste Options
% Increase
£a % Incr
from
2020 ) fro
Previous
-
- Yaar Base A Smart Lookep
B | 11418647 | -329.05% | -M. Insest...
% 1104.72 -1696.38% | -86. o
sl=te...
b | 3160823 | -183 -46.1 -
] 734,80 -1380. =GB.. Clear Coptents
f 0.00 gDivfol | -1000 .
- ] Quick Anabysis
0.00 Dot -
1| 1625423 | -1253.00% | -92.f Filter ’
v i
B 163888.44 | -410.78% -7B.. Sort 3
P | 7a3 | -41078% | -78.
B 22% 410.78% | 78 5 Mew Comment
i Mew Mata
SUM b *x « K A126-5M26)/SMEE
| D E F G ‘ ‘ I J K L M N o
17
18
19
% Increase % Increase % Increase % Increase % Increase % Increase
I n
e fro.m from e % ncr_easefrom %I u‘eas.e from s fro_m from e f'ro.r'n from
Previous Previous Year Basaline Previous Previous
Baseline Baseline Baseline
20 Year Year Year
21| 4/600L2S 1.13% 1.73% 48951, Y 1.62% o405 AHEEIY.07 2.24% 10.88% 114186.47 | -329.05% - /4.16%
22 9031.35 8.77% 8.77% 3473.03 4.66% 14.09% 13844.96 52.26% 135.00% 1104.72 -1656.38% | -36.70%
23| B6749.23 48.06% 48.06% 98574.89 12.00% 63.24% 83577.66 -10.04% 52.89% 31606.23 | -183.40% | -46.05%
24 1455.20 -36.99% -36.99% 2681.60 45.73% 16.11% 10877.57 75.35% 370.%° 34,80 -1380.34% | -68.19%
25 6979.31 -25.84% -25.84% 7199.80 3.06% -23.49% 6950.40 -3.59% -26.14% 0.00 #oiv/ol -100.00%
26]  oo0 N/A NfA 0.00 N/A NiA 0.00 NfA N/A 0.00 EDIV/OL |SM26
27 | 21733L.01 -5.23% -5.23% 22B374.76 4.80% -0.45% 213330.38 -4,11% -4,38% 16254.23 -1253.10% | -92.93%
28 | 798197.34 6.36% 6.36% 825855.86 3.35% 10.04% 837106.05 1.34% 11.54% 163828.44 | -410.78% -78.16%
29 362.06 6.36% 6.36% 37460 3.35% 10.04% 379.70 1.34% 11.54% 7434 -410.78% | -78.16%
30 106% 6.36% 6.36% 110% 3.35% 10.04% 112% 1.34% 11.54% 22% -410.78% | -7B.16%
3|
27
32. Select the last cell in the first column of the fourth table. Right click, and select
173 b « . 29 113 2
Insert...”, then select “Entire row” and press “OK”.
A B c D E F G H | J K L M
26 Example 0.00 0.00 NJA N/A 0.00 N/A N/A 0.00 N/A N/A 0.00 #
27 Electricity 230020.82 217981.01 | -5.23% -5.23% | 228974.76 4.80% -0.45% 219936.38 | -4.11% -4.38% | 1625423 | -1
28 Total (Pounds) 750483.50 798197.34 6.36% 6.36% 825855.86 3.35% 10.04% 837106.05 | 1.34% 11.54% | 163888.44 | 4
29 Metric Tons 340.41 362.06 6.36% 6.36% 374.60 3.35% 10.04% 379.70 1.34% 11.54% 74.34 -4
30 Percent of Baseline 100% 106% 6.36% 6.36% 110% 3.35% 10.04% 112% 1.34% 11.54% 22% -4
31
32
% Increase % Increase % |
% Increase % Increase
B B ~ from % Increase from | % Increase from from
Consumption by % of carbon footprint 2016 Baseline 2017 B from 2018 N B 2019 B from 2020
Previous ~ Previous Year Baseline Previous ~ P
Baseline Baseline
3z Year Year
34 oil 59% 63% 4.55% 4.55% 64% 0.39% 4.94% 65% 1.46% 6.41% 15% -
35 Gasoline 1% 1% 0.10% 0.10% 1% 0.06% 0.16% 3% 1.38% 1.54% 0%
36 Propane 2% 12% 3.75% 3.75% 13% 1.58% 5.33% 12% -1.20% 4.13% 4%
37 Diesel 0% 0% -0.11% -0.11% 0% 0.16% 0.05% 1% 1.09% 1.14% 0%
38 Water 1% 1% -0.32% -0.32% 1% 0.03% -0.29% 1% -0.03% -0.33% 0%
39
40 Electricity ¥ 3% 29% -1.60% -1.60% 31% 1.46% -0.14% 29% -1.20% -1.34% 2% -
a1

33. In the first cell in the new row, type in the name of the new data type you are adding.

37



34. For every remaining cell in the new row, select the cell directly above it, right click and
select “Copy”. Select the cell right below it, right click, and select “Paste”.

% Increase % Increase % Increase
% Increase % Increase % Increase
~ . . from % Increase from | % Increase from from from
Consumpticn by % of carbon footprint 2016 Baseline 2017 Brevi from 2018 Previous s Baseli 2019 Previ from 2020 Previ from
ous Bazaline revious Year seline TEVIOUS Baseline TEVIOUS el
Year Year Year
oil 59% 63% 4.55% 4.55% 64% 0.39% 4.94% 65% 1.46% 6.41% 15% -50.07% -43.66%
Gasoline 1% 1% 0.10% 0.10% 1% 0.06% 0.16% 3% 1.38% 1.54% 0% -2.50% -0.96%
Propane B% 12% 3.75% 3.75% 13% 1.58% 5.33% 12% -1.20% 4.13% A% -1.72% -3 .60%
Diesel 0% O 1! 1% 0% 0.16% 0.05% 1% 1 14% = .21%
Water ‘ 1% 1% 1% 0.05% 0.29% 1% 03% 25%
Example 0% 0% 0.00% 0.00% 0% 0.00% 0.00% 0% 0.00% .00% 0% 0.00% 0.00%
Electricity 31% 29% | -160% | -160% |  31% |  146% | -p1aw | 29% 1.20% | -134% 2% 27.14% | -28.48%
35. Go to the third sheet. Right click the graph and select “Select Data...”.
O O 0
CARBON DIOXIDE PRODUCTION PER SOURCE
B Ol wmGasoline ® Propane Diesel mWater M Electricity /
600000.00 O o M Z i
— Plot Area -
E Fill  Outline
&R00000.00 |
=
= Delete
3
H100000.00 ] Reset to Match Style
(=]
= D] Ehcngc Chart T;ll_pe...
(=]
[}?;m 0.00 © E?j Save as Template..
% B Select Data...
5 a
t‘ZDDOU 0.00
E: r} Eormat Plot Area...
(=]
=
=R 00000.00 I
[=]
=™
[ Energy Usage & Carbon Footprint Annual Carbon Foortprint Carbon Footprint per Source car .. (® [

F

36. Select “Add” above the left-hand side list.

e

ect Data Source

Lege ries [Series)

3

X

Chart data range:  ='Energy Usage & Carban Footprint15CS20:5C525, Energy Usage & Carbon Faotp +

=

Kl Kl ElEIE

(= aoa EFEat | X Remove |

il
Gasoline
Propane
Diesel

Water

(— | &5 switch Row/Column I_l
. Horizontal [Category) Axls Labels
w ¥ Edip |
Al | 2016 Bazeline
bl 207
Bl 208
L
w| |1 2020

Hidden and Empty Cells

==

Lt 1
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37. In the first box, type in the name of the data type you are adding.

Edit Series [ "

fscoone Y :
Senies pame:

- Er:arnple{ El Select Range —
Senies yalues:

=i1) 2] -
o | cne
|

38. In the second text box, delete all the text. Go to the first sheet. While holding control,
select only the cells in the third table in the row corresponding to the data type you are
adding, corresponding to years. Press “OK”, and then “OK” again.

rrupaie rew
15 | Diesel 23.02
16 ‘Water 2.87E-03 Edit Series 7 %
17 Example 1.00
18 Electricity 0.55 Serles pame:
19 Example + | = Example
Series yalues: % Increase
Catben Fastprint SMS26 T‘ =1 % Increase
Carbon Footprint in Ibs of CO2 2016 Baseline 2017 2| e Irlcrens_e [ 2019 LD from 2020
E cancel | JuS Year Baseline Previous
Baseline

20 Year
21 ail 441847.92 47600125 7.73% 7.73% 478951.79 0.62% B.40% 489919.07 2.24% 10.88% 114186.47
22 | li 8303.17 903133 B.7T% B.77% 9472.02 4.66% 14.05% 19344.96 52.26% 139.00% 1104.72
23 Propane 58591.10 86749.23 48.06% 48.06% SB574.89 12.00% 68.24% 89577.66 | -10.04% | 52.83% | 31608.23
24 Diesel 2309.63 .20 -36.99% -36.99% 268160 45.73% 16.11% 0877.57 75.35% 370. 734.80
25 | Water 10.85 .31 -25.84% -25.84% 99.80 3.06% -23.49% .40 -3.55% -26.14% 0.00
26 0.00 0.00 NfA NfA .00 NiA /A .00 NSA LWL 0.00
27 Electricity 230020.82 21738L.01 -5.23% -5.23% 228974.76 4.80% -0.45% 219336.38 -4.11% -4.38% 16254.23
28 | Total (Pounds) 750483.50 79819734 6.36% 6.36% 825855.86 3.35% 10.04% 837106.05 | 1.34% 11.54% | 16388344
29 Metric Tons 340.41 362.06 6.36% 6.36% 374.60 3.35% 10.04% 375.70 1.34% 11.54% 74.34
an ot o el v <ncor P P P— = ncor s s o manr v canr e

39. Go to the fourth sheet. Right click the graph and select “Select Data...”.
o O o

CARBON DIOXIDE PRODUCTION % PER SOURCE

L. .
0% o _— z Plot Area -
Fill  Outline
= 90% | N B |
§ || .
-EEE B0% | Delete
u?-_l 705 | El Recet to Match Style
"‘5 |:|]] Change Chart Type..
= 60%
g ﬁ Save as Template...
L0%
S 5 ¢ B select Data..
O 5
E Al 01
J
5 0% il Format Plot Area...
(73] 1 1
S %
>
2
B 105
0%
2016 Baseline 2017 2018 2019 2020
| S Annual Carbon Foortprint | Carbon Footprint per Source Carbon Footprint™ per Source carbon ... (F) [

40. Select “Add” above the left-hand side list.
41. In the first box, type in the name of the data type you are adding.
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42. In the second text box, delete all the text. Go to the first sheet. While holding control,
select only the cells in the fourth table in the row corresponding to the data type you are

adding, corresponding to years. Press “OK”, and then “OK” again.

) CErem e weamie 1 Zey 1 auveu (SIS e I e 1 Eeesew—  ico o ee" ccco mm
il Eclit Series 7 %
32|
SEIIESnil“eI
% Increase %
. . N Bample T‘ SIS s from | % Increase from from Ll
Consumption by % of carbon footprint 2016 Baseline 2017 | Series yalues: Brear —— 2019 e a— from 2020 A
= Carban Faotprint'15M539] T‘ = 07, 0%, OF%, O%G... Year Baseline
34| il 59% 63% | [ ok || canea 4.94% 65% 146% | 641% 15%
35 Gasoline 1% 1% 1% 0.16% 3% 138% | 154% 0%
36 | Propane 3% 12% 3.75% 3.75% | 13% 1.58% 5.33% 12% -1.20% 4.13% A%
37 Diesel 0% 011% | -0.11% 0% 0.16% 0.05% 1% 1.09% | 114% 0%
38 Water ‘1% w 0.32% amTh 1% 0.03% 0.29% i 1% 0.03% 4337‘ 0%
39 Example 0% 0% 0.00% 0.00% | 0% 0.00% 0.00% 1 0% 0.00% 0.00% 0%
20 Electricity 31% 29% -160% | -Le0% | 1% 1.46% 0.04% | 29% C1.20% | -134% | 2%
]
43. Go to the fifth sheet. Right click the graph and select “Select Data...”.
& B C o E F G | H | I | J K L M N
1
- Cr O & |
3| CARBON DIOXIDE PRODUCTION % PER SOURCE 4. 2.
4 ) = Dot frea -
0% O O Fill  Quthne
5
o] | %
i -..Z_.: 60% Delete
8 | S $2] Reset to Match Style
9 & 50%
10 g : :I]] Change Chart Type...
11 =] .
| = T late...
B 5 ARG |:|E| Sawve as Template.
13 S )] H Select Data..
=
4l & 2 30% 0
15 -
16 o rﬂ; Eormat Plot Area...
- & 20% .
| 8
18 s
19 2 10%
0 &
n
2 0%
12 2016 Baseline 2017 2018 2019 2020
LI Carbon Footprint per Source | Carbon Footprint® per Source Carbon Footprint¥ per Source ll | 2 ... (&) 1

44,
45.
46.

Select “Add” above the left-hand side list.

In the first box, type in the name of the data type you are adding.

In the second text box, delete all the text. Go to the first sheet. While holding control,
select only the cells in the fourth table in the row corresponding to the data type you are
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adding, corresponding to years. Press “OK”, and then “OK” again.

. T L o U T — sy asess sy eess
il Ecit Series 7 X
2

Series name:

% Increase
Example *+ | = Example oy from % Increase
. . - e m
Consumption by % of carbon footprint 2016 Baseline 2017 | Series yalues: Erear — 2019 —— from 2020

Carban Faotprint 1SMS39| | = o9g 05, 0%, 0BG Baseline
33 Year
3 oil 59% 63% | Cancel 4.99% 65% 146% | 6a1% 15%
35 Gasoline 1% 1% % 0.16% 3% 138% | 154% 0%
36 Propane 8% 12% 3.75% 3.75% 13% 1.58% 5.33% 1% -1.20% 4.13% 4%
37 Diesel 0% 011% | -0.11% 0% 0.16% 0.05% 1% 1.09% | 1.14% 0%
38 Water ‘1% % 0.32% | -0a%% ‘ 1% 0.03% “0.29% ‘ 1% 0.03% -naas_ﬁ‘ 0%
349 Exampls 0% 0% 0.00% 0.00% 1 0% 0.00% 0.00% 1 0% 0.00% 0.00% 1 0%
40 Electricity 1% 9% SLE0% | -Le0% | 1% 1.46% 0.04% | 29% S120% | -134% | 2%
4
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