Open EKF returns template in Excel or compatible spread-sheet software
Enter month of return, association name and contact name

Start to enter details of students as shown below; do not worry if cells do not show all the details they are still in there even if not visible
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If you want to add more members just add extra lines at the bottom of the spread-sheet, this is easily done by selecting cell with number 20 in, press and hold shift tab then use right arrow button to highlight cells 29A to 29L as below
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Place the cursor on the bottom right corner of cell 29L and it will change to a black cross as shown below
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Click and hold the mouse button on the cross and drag downwards to automaticaly enter as many extra lines as needed as shown below 
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If you want to save all your monthly returns on one spread-sheet, right click mouse button on Sheet1 at the bottom left corner and rename as “month, year” (eg: Jan 2012) as shown below
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This allows you to save each month in one file and gives you access to all your past returns as below
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It is then possible to save each year’s returns in one file, just start each year with a new template adding each month as you go.

