How to Use the DAR Awards and Contests Spreadsheet

The DAR Awards and Contests spreadsheet is a current list of NSDAR contests and awards. The list
excludes committee initiatives, which are created by national committee chairs to engage members and
generally end with the administration of the President General. The list also excludes grants and
scholarships.

Awards that are bold and in red are special awards outside of those sponsored by the Office of the
President General. No past recipient of those awards at the chapter, state, or national levels is eligible to
be considered for another award from that list which includes DAR Medal of Honor, DAR American
Medal, Founders Medals, Historic Preservation Medal, DAR History Award Medal, and NSDAR
Conservation Medal.

The requirements for each award or contest are generalized. Please use information for the National
Information Packet (NIP) or committee webpage for full requirements and instructions for each.

The Alternative Awards columns contain recommendations if the participant/nominee meets the
requirements as listed in the NIP or committee webpage.

Tips on how to best view the information in the spreadsheet can be found below.

Headings Row Visible at All Times (Freeze Pane)

The DAR Awards and Contests spreadsheet is quite lengthy, and while scrolling you may not remember
the purpose of each column. You may lock the header row so that when you scroll down to view the rest
of your sheet, the header row will remain on the screen.

1. Click on the View tab and click Freeze Panes. A drop-down menu will appear. Select Freeze Top
Row. Now, when you scroll, the column titles will always be visible.
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2. To turn this option off, click on the View tab and click Freeze Panes. A drop-down menu will
appear. Select Unfreeze Panes. Now, when you scroll, the column titles will no longer be visible
as you scroll down the spreadsheet.
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Medal for Heroism __ |Reporter General |Service Individual | Yes Adult_ | National |the face of imminent danger duties.

View Certain Criteria Only (Filter)

The DAR Awards and Contests spreadsheet contains a lot of content, making it difficult to find
information quickly. Filters can be used to narrow down the information, allowing you to view only the

information you need.

1. You may filter on any of the columns in the header row (row #1), which is used to identify the

name of each column.
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Office of the Army Nurse of the Year at the discretion of the President  [achievernents and has made contribiutions to Army L
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Office of the istinguished and v malitary service and Medal Medal
4 President General |Patriotism [individusl| Mo | Adult_| National |presented at the discretion of the President General Thils award is for military women anky s Medal (Heraism) | (Patriotism)
Serves to honor organizations or individuals that embody
This rarely presented sward honors a distinguished persan [ the spirit of the DAR and may be extended only at the
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Click on any cell in the spreadsheet. Then, click the Data tab and then click on Filter. Drop-down

arrows will appear on each column of the header row.
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Click the drop-down arrow for the column you want to filter and the filter menu will appear.
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Uncheck the box next to any category you do not want to see. To quickly deselect all categories,
uncheck the box next to Select All. When finished selecting categories, click OK. In this example,
we chose to view awards and contests that fall under the Education category. As a result, the
data will be filtered, temporarily hiding any content that doesn't match the criteria.
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5. How do you know if there is a filter being used on the spreadsheet? There is a filter icon on the
header column.

C
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6. Filters can be added to each column with more than one category checked in each. To remove all
filters at once, click the Data tab and then click on Filter.
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OR you can remove or edit the filters on the column by clicking on the drop-down arrow, and
clicking “Clear filter” or by checking Select All. Then, click OK.
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Search for Specific Word/Phrase

Are you looking for a specific word in the spreadsheet but do not want to take the time to search by
filter? You may do a quick word search.

1. You can use the shortcut of holding the Ctrl and f keys at the same time. A text box will appear
that allows you to type in a word or phrase. Clicking Next will take you to each cell the word is in
each time you click Next. You can see all cells that contain the word by clicking Find All, which
allows you to go directly to the cell you want by clicking on it in the results window.
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2. Another way to search for a specific word or phrase is to click on the Home tab, click on Find &
Select, and click on Find. A text box will appear that allows you to type in a word or phrase.
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