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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.

Otherwise, continue with this presentation
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Log on to AUXDATA - http://auxdata.uscg.gov

n AUXDATA V1.2

18] us. coasr cusro avisy

Member Status
Resource Status

time and expertise to support the Coast Guard e
and improve hoating safety. ! ,nl I S COAST GUARD AUNILIARY

Click the Reports button
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The Reports Menu.

REPORTS
Activity Logs Daily Sailing List
Abstract of Operations Underway Resource Hours
Auziliary Unit Listing Days Underway
Crew Underway Time Mis=ion Detail

Reszources By Flotilla Underway Crew
USCG Auxiliary Operations Member Anniversary Status Addres= And Flotilla Data
E-mail Directory Log Activity Summany Unit Summary Data
Officer Directory Activity By State
Patriot Beadiness

For this example, click on Member Roster.
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The Member Roster Parameters Screen

Member Roster Report Parameters

ALL £ INACTIVE ACTIVE %
Select Unit{s) to view in report:
¥ mMember Roster. -

" Print Mailing Labels.

The default prints only Active members. To print
Active and Retired members, click “All.” Click “Unit”
and select your flotilla/division. Click the down
arrow to change PDF to CSV, then click “Submit.”
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After clicking “Submit,” you will see this pop up.
Click OK.

File Download

Y'ou have chozen to download a file from this location.

member_rosker_csv RPLATT _200611804140431 . csv Fror

What would vou like to do with this file™?

kore [nfo
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After clicking “OK,” this
pop up will appear.
Click on “Full Access”
and “Always ask me
once per connection” as

shown, then click on
“OK.”

bplatt@juno.com

ICA Client File Security

A, zerver application iz bving bo access wour

lacal client files.

Wwihat acceszz should be allowed??

{ Mo fccess

(" Read fccess

f* Full Acoess -

Do pou want to be azked again?

fo Alwaysz azk me once per connechion
{

Mewer azk me again for thiz application

(" Mewver ask me again for any application
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The “Save” Screen

iEiE D eskop el
% el I:h:n-rnpl.lter S PE §ompact Disc [E:§
S A% on Client' [A;) <===mmreannre
= Local Disk [
=3 Local Disk (D]

Ig Cormpact Dz [E:]

f_% F!ii an Client’ |F|

= G§ on Client' [G:]

&2 E% on Client' [T:] Fliggfime: |member_oster
I'_% CvE on Chent' [L:]
=2 C% on Client' [V

Save as lwpe: | TAT [ TwT)

Click the down arrow to select the location where
the file is to be placed. Only select a file where
‘Client’ is shown, like A$ and C$. Make any
changes desired in the file name, then change the
el S fype to Excel Wordbook and click “Save.”
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After the report
IS saved, exit

REPORTS =
AUXDATA. To Loer Roster
do so follow 4-11 PODUNK
these three

1. Click the " X"

2. Click “Return to
Menu.”

3. Click “EXIT.”
O
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> Microsoft Excel

1. Run the Excel
program and click
“File” then "Open.”

ey Insert Formak Tools Daka  Window

File narne:

Files of kvpe: FI.II Files ( ;l) 350 Mo

16 Filels) Found,
2. Click the down arrow to select the location where
the file was stored. 3. Then click the down arrow to
change the File Type to “Excel Workbook.” 4.
Finally, click on the correct file & click on “Open.”
10
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Microsoft Excel E]E

e Edit Miew Insert Format Tools Data ‘Window Help  Acrobat

A% = A& 2] il ﬂiﬂ 100% ~ | ¢2)
= E $ e, e 2% == = BT - i M

Base Enro Last Mame First Narme bl
5 i o, BETTY
£41411 7 i BROWWH, BILL
541411 1834 ||:1 JONES, PALL
41411 121815 1 r14 04 JOMES,  PALLAS
41411 12134% v-04 SMITH,  JOHN 2
41411 1213418 :;_ 'F '_'|"'|:| 4 SMITH, hARY ahy SIDE = FODLME. WA,

Click on the first cell then, on the Key Board, hold'down
the “Shift” and press the right arrow key until columns

“A” through “S” are highlighted. While the “Shift” key Is

held, press the down arrow until all lines are highlighted.
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File Edit ‘iew Inserk Tools Data Window Help  Acrobat
Chrl+1

m E Sheet AukoFit Selection

Hide:

. Unhide
S T T Conditional Formatting. . gt.lalru:lar.:l width, ..

fukaFarmat. ..

E_ | . | 1| _J | K

First Mame bl S Ut Add 1 Add 2 City State
R EETTY £55 BACK ST PODUMK WA
-I:lll | P e | Nl I e Ml Ikl S n

On the top menu bar, click on “Format”, place the
cursor over “Column” and click on “AutoFit Selection.”
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The finished report

B D G H J
1 EmplD Base EHIII”HII—'II Date Last Mame First Name Ml Suffix Hdd] Add 2 City State Zin
2 1213419 20-Apr-04 BROWN, BETTY PODUNK WA 223 41 B
3 1213417 20-Apr-04 BROWN,  BILL EEE iﬁ. !:i PODURK 3
1213414 1-May-04 JONES, PAUL @ 123 MAIN & PODUNK

5 1213415 1-May-04 JONES,  PAULA 123 MAIN STREET PODLINK,
h 1213418 B-May-04 5MITH,  JOHN 5b/ SIDE 5T PODUNK
71213418 B-May-04 SMITH,  MARY EEiT-" SIDE &T PODUNK. WA

,_,_III I

The report is now ready to save or print.

The following steps prepare the report for use in
making mailing labels. This will be covered In
another “How To.” )
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> Microsoft Excel

Edit View Insert Formak Tools Data Window Help  Acrobat

Crl+ ‘ B < v - = U E f 21 %4

2. Click on the down arrow

1 to select the file location

Click on “File
then click on

“Save As.” 3. Change file name to "LABEL.

File name:

Save as bype:  |Microsoft Excel Workbook

4. Click on the down arrow to change type to “Microsoft
Excel Workbook™ and click “Save.” 14
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To print the 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 forit
to fit on the paper. These will be
described in another "How To.”
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For the "How To” Library:
http://home.auxidept.org/howto.htm

If you have any

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

Good Luck!
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