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If you have not completed
all steps in presentation
INTRODUCTION to
AUXDATA #1 How to Load
Citrix and INTRODUCTION
to AUXDATA #2 How to
Update your Personal

Information, go back and complete the
actions in those two presentations.

http://www.auxservices.org/support/B&B.htm

Otherwise, continue with this presentation
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If you have not completed
all steps in presentation
INTRODUCTION to
AUXDATA #6 How to save a
Report for use with Excel, go
back and complete the
actions in that presentation.

Otherwise, continue with this presentation
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To print the Member Roster report, go
to the location where it was stored,
double click on its icon and the report
will be opened by the Excel program.
Because of the size of the report,
some adjustments are required for it
to fit on the paper. These will be
described in this “How To.”
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The Excel report contains columns A through T.

14-11-member roster

B2

A B C

b E F

H

Unit_ Mo. Emp 1D Base Enrallment Date Last Mame First Name MI Suffix Add 1

241411 1213713 2-Apr-03 BROWN,  BETTY
241411 1213714 1-Apr03 BREOWN,  BILL

241411 1213715 15-Feb-03 JONES,  PAUL Cl
241411 121371k Tb-May-03 JONES,  PALILA
41411 1213717 T1-Aug-03 SMITH,  JOHN Cl
241411 1213718 T-Jun-03 SMITH,  MARY

14-11-member roster

I 0 P
Spouse Occ iEmailt
BILL

BETTY 'hrnwnhill@ynur.net

FAULA, paulie@@wayaut. net
PALL ‘pjonesEmy. net
MARY {johns@Emy. net
JOHM

bplatt@juno.com

555 BACK =T
555 BACK =T
123 MAIN ST
123 MAIN ST
567 SIDE =T
567 SIDE =T

Add 2 City

J K
state Zp

FPODUMK WA,
FPODUMK WA,
FPODUMK WA,
FPODUMK WA,
FPODUMK WA,
FPODUMK WA,

L 1'i Ry
otatu
22341 BO
23341 BO
22331 BO
22331 BO
22333 BO
22333 BO

(2

Emall? Phones

HOME: 7035551254,

HOME: 0735551254, BUSI 2021253559599
HOME: 703555552, BUSI 2022200
CELL: 5831215555

Offices

S)
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As you can see, the report is very long. If printed
In Landscape format, it will take two pages.

The report contains the following fields:

Unit Number, EMPLID, Base Enroliment.Date,
Last Name, First Name, Middle Initial, Suffix;
Address #1, Address #2, City, State, ZIP, Status,
Spouse Name, Occupation, Email #1, Email'#2,
All Phone Numbers, Current Offices, and
Competencies (Qualifications).

You need to decide which is to be printed.
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If you are printing a Flotilla Roster, the Unit
number is not needed and could be dropped.
In most cases, the Base Enrollment Date can

be dropped.

Let’'s say the Names, Addresses, City, State,
ZIP, Emails and Phone Numbers are desired.

To drop the undesired columns, click on the
letter at the top of those columns to highlight
the column. Then click on "Edit” on the top
menu bar and click “Delete” on the drop down
menu as shown in the following screen.
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1. Click on “C.”

. Microsoft Excel

smber roster

= C D E
. Emp ID |Base Enrdliment DateJLast Mame First Mame
' eI ER O, BETTY
(YR NE E YT BILL
15-F eb-05{ NI = =
SRNENRE IOMNES, PALILA
11-Aug-03( S JOHM
1-Jun-03| Sk AR

alNyink Preview  Chrl+Y 1
1
Chrl+s g
Che+C 1 12137
CErl+Y }

2. Click on “Edit” then
“Delete.”

Mowe ar Copy Sheet, .,
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The results.

14-11-member roster

A B [:ZZ D E F £ |
Unit_ Mo, Emp 1D Last Mame First Mame Ml Suffix Add Add 2 City
541411 1213713 BROWN,  BETTY 55 BACK. 5 PODLM
541411 1213714 BROWHN,  BILL 555 BACK. 5 PODLIM
A41411 1213715 JONES,  PALL 2l 123 MAIN ST PODLIME,

241411 12153716 JONES, FALILA, 123 MAIN ST FODLIRE
41411 1213717 SMITH, JCIHM 2] Ah7 SIDE ST F OO
5414111213718 SMITH, Ml AR ob7 SIDE ST PODLIME

If there is no Suffix or a 2nd Address line,
eliminate column “F” and “H.” The required
action to so this is shown on the next slide.
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1. Click “F” then hold down the CTRL key & click “H.”

& = £ 8%l

+.0 .00
% | 00 .0

X oot Chrl+
Copy Ckpl+iC
|4

I

City =it

PODLIME W,

PODLIMNE W,

PO R W,

PODLIME W,

I T 7 PODLIME 8,
Mowve o Copy Sheers AR AR SIDE = FODLIME W

2. Click “File” then click “Delete.”
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File Edit Wiew Insert Formak Tools Data MWindow Help  Acrobat

LhEE & v | b BRT| e = A 2] 2] i Q.ﬂ 100% = | &)
B % % , W% EE|E -3"*&*

arial

Spous Tail’ . F' h anes
BILL

BETTY arowenbilliEyour. ne iHl |r 1E ||
PAULA yaull yout.ne {HOME:
PALIL i ' -
FAARY

JOHMN

Continue the same process to eliminate the
Occupation (Occ), Email2, and Comps columns.
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 Mycrosoft Excel

Sawve Workspag . '_ _ i .
@ Drientakion
{ Porkrait
@. Print Preview
& print... Ctri  Scaling

Click “Margins” then
reduce margins to

smallest allowed and
click “OK.”
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The final report now fits on one page.

Uril_Wo. Bnp 10 L] Ware Fiesl Ware R Al iy “he 3 Shr Cpoap Bl FvTes
S 21F 12 BROVIN,  BETTY SEEAECT RODUNE WA ZZH] BO
S 213 14 BROVN,  EILL SEEACECT RODUNE WA 233 BO

4l RITEJONBS, PAUL 3 ZINAINTT PODUNE W& Z2E BQ
4l RITEJONES, BRI ZEAINCT PODUNE WA ZZEH BO
S+l RIZTTIMH,  JOHN 3 EBTTDETT PODUNE WA Z2E0 BQ
41 RITE DM, RAEY FTODETT RODUNE W& ZZE3 BO

ELL HORE: TIESS1 254,

BETT browrblkgyorrel HORME:D ¢, BUS: D 2, FE04
FAULA padsfwepalrel HOME:T 2 BUS | A L FGLF
Fall  plresfmgrel CELERIZIESS a0
MR Idwedfmyre -

JOHN

Click “File” and “Print” to print this report.
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Forthe "How To" Library:

http://www.auxservices.org/support/B&B.htm

If you have any

guestions, contact your
FSO-IS or SO-IS.

Good Luck!
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