
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:  
 

1. Entering   Data   for   a   Year    (starting   on   page   1)  
2. Creating   a   New   Year    (starting   on   page   5)  
3. Incorporating   a   New   Year   into   Graphs    (starting   on   page   12)  
4. Adding   New   Types   of   Consumption   Data    (starting   on   page   24)  

 
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)  

 

 
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)  
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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)  

 
4. You   have   successfully   input   data.  
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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)  

 

 

 
2. Click   on   “Move   or   Copy…”   
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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”)  

 

 

 
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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5. 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)  
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6. Go   back   to   the   first   tab.   Click   on   the   left   arrow   if   it   is   not   visible.  

 

 
7. Go   to   the   end   of   the   first   table   on   the   first   tab,   and   select   the   last   3   columns.   Right   click  

and   press   “Copy”.  
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8. 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”.  
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9. 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)  
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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.)  
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11. Repeat   steps   7,   8,   and   9   for   the   third   and   fourth   tables   with   the   last   3   columns.  

 

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

 
2. Right   click   on   the   graph   and   select   “Select   Data…”.  
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3. Select   the   first   item   on   the   left-hand   list   (labelled   “Tower   Hill   Total   Carbon   Footprint”)  
and   click   “Edit”.  

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

“delete”   on   your   keyboard.  

 
5. 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)  
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6. Select   “Edit”   above   the   right-hand   list.  

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

 

 
8. 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   top   row   corresponding   to   each   year   up  
to   and   including   the   year   you   want   to   add   and   press   “OK”.  
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9. Select   the   next   item   on   the   left-hand   list   (it   will   be   a   season)   and   repeat   step   4.   

 
10. If   you   were   not   taken   to   the   first   sheet,   go   to   it,   and   find   the   fifth   table.   While   holding   the  

“ctrl”   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”.  
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11. Repeat   steps   9   and   10   for   the   remaining   3   seasons.   Press   “OK”   once   you   are   done.  

 

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

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

 
15. Repeat   step   4.  
16. 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   corresponding   to   the   series   you  
are   editing   (“Oil”   should   be   the   first   one)    only   for   columns   that   correspond   to   years  
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(white   columns)   up   to   and   including   the   year   you   want   to   add   and   press   “OK”.   (Ex.   Up   to  
2020)  

 
17. Repeat   steps   6,   7,   &   8.  

 
18. 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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19. Find   the   third   sheet   labelled   “Carbon   Footprint%   per   Source”.  
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20. Right   click   on   the   graph   and   select   “Select   Data…”.  

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

 
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   “ctrl”   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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2020)  

 
24. Repeat   steps   6,   7,   &   8.  

 
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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26. Find   the   fourth   sheet   labelled   “Carbon   Footprint%   per   Source   II”.  
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27. Repeat   steps   21,   22,   23,   24,   &   25.  

 
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…”.  

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

 
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)  

 
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…”.  

 
7. Select   “Entire   column”   and   press   “OK”.  
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8. In   the   third   to   last   column   of   the   first   table,   select   the   last   two   cells   in   the   table,   right   click  
on   one,   and   select   “Copy”.  

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

“Paste”.  

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

box   at   the   top.  
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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.  
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12. In   the   second   table,   select   the   last   4   cells   in   the   third   to   last   row,   right   click,   and   select  
“Copy”.  

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

select   “Paste”.  

 
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.  
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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)  

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

select   “Insert…”.  
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17. Select   “Entire   row”   and   press   “OK”.  

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

adding.  

 
19. 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.  

 
20. 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.  

 
21. For   the   columns   corresponding   to   “%   Increase   from   Baseline”   and   “%   Increase   from  

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.  

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

“Copy”.  

 
23. 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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click,   and   select   “Paste”.  

 
24. 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.)  
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25. Select   the   first   cell   in   the   fourth   to   last   row   of   the   second   table.   Right   click   and   select  
“Insert…”.  

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

 
27. Type   in   the   name   of   the   data   type   you   are   adding   in   the   first   cell   of   the   new   row.  
28. 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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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  
data   type,   type   in   N/A.  

30. 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”.  

31. 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  
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the   first   year   that   you   have   data   for   the   new   data   type.   (Ex.   2020)  
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32. Select   the   last   cell   in   the   first   column   of   the   fourth   table.   Right   click,   and   select  

“Insert…”,   then   select   “Entire   row”   and   press   “OK”.  

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

 
35. Go   to   the   third   sheet.   Right   click   the   graph   and   select   “Select   Data…”.  

 
36. Select   “Add”   above   the   left-hand   side   list.  
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37. In   the   first   box,   type   in   the   name   of   the   data   type   you   are   adding.  

 
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.  

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

 
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.  

 
43. Go   to   the   fifth   sheet.   Right   click   the   graph   and   select   “Select   Data…”.  

 
44. Select   “Add”   above   the   left-hand   side   list.  
45. In   the   first   box,   type   in   the   name   of   the   data   type   you   are   adding.  
46. 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.  
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