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INTRODUCTION   to 
AUXDATA

#8

How to use Excel to 
Print the         

Member Roster
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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.
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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 Enrollment 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.”

2. Click on “Edit” then 
“Delete.”
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The results.

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.”

2. Click “File” then click “Delete.”
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Continue the same process to eliminate the 
Occupation (Occ), Email2, and Comps columns.
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Click “Margins” then 
reduce margins to 

smallest allowed and 
click “OK.”

You may be limited in size

Click “File” and “Page 
Setup.”  Click “Landscape.”
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The final report now fits on one page.

Click “File” and “Print” to print this report.
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For the  “How To” Library: 
http://www.auxservices.org/support/B&B.htm

If you have any 
questions, contact your 

FSO-IS or SO-IS.

Good Luck!


