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Document Title:  Junior Activities Gap Calculator Procedure
Document Author: Membership Services

Version Control: Procedure for JA Gap Calculator V3.0 (Jan 2023)

Overview:

The following document details the standard operating procedure for the
Junior Activity Gap Calculator. Please note, you cannot add columns or
reformat the model as it is password protected. If you indivertibly corrupt
the model, a master copy is maintained by SLSQ.



In Surfguard Create Junior Patrol Teams: o

Menu > Patrols > Add a Patrol Team (enter team) > Save

Patrols

Manage Patrol Teams
Add the following teams: pecaranaTem
. Substitute Management
» Z.Junior Age Managers

Patrol Logs
Add Unrostered Patrol

Z.Junior Coaching

Unpatrolled Stats

Add Unpatrolled Stats
Other Service Logs
Add Other Service Log

>
» Z.Junior Committee and Support
>

Z.Junior Water Safety & Evaluations

Past Patrol Hours
Patrolling Sub-Membership Cctegories‘

Total Member Patrol Hours (Excel !
Output) [

Team Position: When assigning members to a team, enter member into
Member Position (see step 2 and 2A)

Add a Patrol Team

|<‘ Member ‘>|

m Mame: * |E.Juninr Age Managers

Suggestion: Assign members into teams immediately after entering
Team Name (see step 2 and 2A)

|Save||Clear| [Cancel|




SURF LIFE SAVING

Step 2: Assign Members to the Junior Teams QUEENSLAND

Add Patrol Team

Assign members to the Junior teams based on roles:

a) Assign Member as soon as team is created > Assign Members to Team e DD A o PR S R e 2
or
b) Go to Menu > Patrols > Manage Patrol Teams > Members > Add Team Members [Assign Members to Team]

[Assign Dates/Times to Team]
[Back to Team List]

Assign members to the following teams (see step 2A for Patrol Team Positions]:

»  Z.Junior Age Managers

Manage Patrol Teams

Add a Patrol Team

Z.Junior Coaching

Add Individual As Team

>
Substitute Management Z_Junior Age Manager Edit Delete Members Roster
> Z.J U n i 0 r CO m m ittee a n d SU p pO rt Patrol Logs Z Junior Age Managers Edit Delete Members Roster
. . Add Unrostered Patrol Z Junior Coaching Edit Delete Members Roster
> Z-J unior Water Safety & Evaluatlons Unpatrolled Stats ‘ Z.Junior Committee and Support Edit Delete Members Roster
Add Unpatrolled Stats ‘ Z.Junior Water safety and Evaluations Edit Delete Members Roster

Other Service Logs
Add Other Service Log

Note: You may need to allow other membership categories to be entered to patrol teams eg Assocgiates.  cast ratrol ours |

Patrolling Sub-Membership Cmegories‘
|

Surfguard Menu > Patrols > Patrolling Sub-Membership Categories > Add Sub-Membership Category Total Member Patrol Hours (Excel
Output) I

Patrols Patrolling Sub-Membership Categories @ Kurrawa

Manage Patrol Teams
Add a Patrol Team

Add Individual As Team Sub-Membership Category: Sub-Membership Category Actions
Substitute Management (Assocale ] Binoatonanyg Delele
otrol Loge LT S MG e | EEEE Team Members - Z.Junior Age Manager @ Mermaid Beach
g |@||@Hm\ Cadet Member {13-15 years) Delete
Acti 15-18 Delets : :
baels) Ulnirers e (Refiel ez =EL There is no one allocated to this Patral Team.
Unpatrolled Stats Active (18yrs and over) Delete
Award Member Delete
Add Unpatrolled Stats ey e
Other Service Logs Lang Service Delete
Add Other Service Lo Past Acti Delet .
9 seaehe — ‘Add Team Members‘ ‘ViewTeam Roster‘ ‘Back to Teams L|5t|
Past Patrol Hours AFEEEE Lics
. R . Life Member Deleie . .
Patrolling Sub-Membership Categories T Delete [Details of Patrol Positions and Awards]
Total Member Patrol Hours (Excel ‘ Honorary Delete

Output) | Non Member Participants Delete -




Step 2A: Assigh Members to the Junior Teams QUEENSLAND

Assign members to Junior Teams into Member Position based on member role:

Note: If a club does not have members allocated to a position leave the team. *Leave the team in surfguard

Z.Junior Age Managers Z.Junior Committee and Support
* Age Managers * JAC
* Assistant Age Managers * Vice JAC

* Secretary
* Treasurer

Z.Junior Coaches . Reg_lstrar |

* Assistant Registrar
 Coaches |
 Assistant Coaches * Club Admin

* MPIO

* Club Photographer
* Team Managers

Z.Junior Water Safety & Evaluations * Gear Steward

e Chief Water Safety * BBQ Coordinator

* Assistant Chief Water Safety * Awards / Education Coordinator
 JAAO * Fundraising Coordinator

« NAA * Publicity Officer

e Junior Water Safety Personnel * Parent Reps




Step 3: Running the JA Gap Calculator Wéﬁ?mﬁ

» Save all attachments from email (Do not Open files — Right Clickona > X Ly Junior Activities Gap Calculatoralsm i
file and select Save All Attachments) L] 3me

Preview

Open
* Junior Activities Calculator Report Template V3.0 (Jan 2023).xm =

(file can only be read when uploaded to report field in surfguard) Quick Print

-

EE Save As

FE Save All Attachments...

* JA Gap Calculator Instructions V3.0 (Jan 2023) f Uplonc »
Upload All Attachments »

2 Rermove Attachment

Egy Copy

IMPORTANT INFORMATION: ER Select Al

1.  SLSQ have created a profile Sir PGC Test Member and a Patrol Team
Z2.5L5Q PGC - DO NOT REMOVE and added the member and the
patrol team to each SLSQ Club — This is to be included in all reports
for the PGC to work.

2. DO NOT Archive or Transfer or Alter or remove from patrol team



SURF LIFE SAVING

Step 4: Log into Surfguard and complete the following steps. Queenstano

Reports
Audits

Assessment, Award & License Reports

» Run a Custom Report Member Reports

Organisational Management Reports
Menu > Reports > Custom Reports

Patrol Reports
 » Transfer Reports
Custom Reports

New Custom Report
Gear & Equipment Custom Reports
New Gear & Equipment Custom Report

Custom Reports @ Mermaid Beach

—»  Load Saved Template| Choose file | No file chosen

» Click “Choose File” and upload the previously saved file: OR
“Junior Activities Calculator Report Template V3.0 (Jan
2023).xml” click open and once selected click “Go”

Load Saved Template:| Choose file | Junior Revi...ct 2021).xml | Go |

OR

|Create New Report|




Step 5: Update Report Fields QUEENSLAND

> Registered for Season: [ organisation Membership Details
Ensure that you update the ‘Registered for Season’ to the current Caegon e L atooon ™ [eropatonany
season. (eg this season 2022/23 you enter 2022)

Junior Activity Member (5-13 years)
Cadet Member (13-15 years)

Active (15-18 yrs)

Active (18yrs and over)

Award Member

Reserve Active

Long Service

Past Active =
Use the Cirl or the Shift key to select multiple membership types.

Note: When conducting first PGC prior to start of season you may leave
the season date blank

Status: | Status:
Active
Archived
Deceasaed
> Patrol Teams: | | Suepended
Highlight all Relevant Junior Activities Teams: i i N |Registered for Season: OB Nt opstreatr Cun season [
Z.Junior Age Managers
Z.Junior Coaching
Z.Junior Committee and Support
Z.Junior Water Safety & Evaluations
[ patrol Teams
Z.5L.SQ PGC - DO NOT REMOVE Team Name: | | | | Team Name: -
Sunday Watersafety
Unrostered Members
Z_Junior Age Managers
Z Junior Coachin
IMPORTANT: You must include -Z.SLSQ PGC — DO NOT REMOVE g.junprg;nmt%e;ndgléw:lﬂm
B 515G PGC - DO NOT REMOVE
This patrol team MUST have Sir PGC Test member allocated to the -

patrol team.



Step 6: Run the Report QUEENSLAND

Enter the mode of delivery:

» Scroll to the bottom of the page and select “Display Report e et
Here” and the select “Download as CSV” )

) Send 1o Email:
Enter multiple email addresses separated with commas. Do not include blank email addresses.

Send Report Via Email:

Recurring Type:  Mon-recurring v = Recurring Interval: eq. Weekly Recurring Interval of 2 = report to run once every 2 weeks.
Scheduled Date: _“l (ddimmfyyyy} Time (24hr): 00 v 00~

Leave scheduled date/time blank te schedule immediately.

\

> Click on the ”Display Report" and custom report link will Display Type OHTML @Downloadable CSV (Excel Format) ODelimited Text File
Open in neW TAB. RecordsFerPagehOG ‘ DeIimiler‘ | or Tab:
Note: this may take some time dependent on your clubs
Size.

Create Templ late:

> Click - Please click here to download result file. Lidegie

g se click here to save the template file. Then, select Save Target As to save the template anywhere on your computer. Please use xml as your file extension

Selection Criteria:

Stat ve; Organisation Type = SLS Organisation, Other SLS On

Res 004), Certiica Rescue) (PUA
! on, Racko Operator Ces

7, Patrol 08, Patrol 09, Patr

(Aquatic Rescue) (PUA20
Certficate, Marine Stnger
Medalion IRB Dnver, SSV

suscitation Techniques, Advanced Resu
Safety (Aquatic Rescue) (PUA2

n; Award Name = Safety (Aqualic
10), e Il i aLl

D 44D
i

JAID),
0, Patrol 11, Patrol 12, 2 SLSQ PGC - DO NOT REMOVE

Total Records:
885
lease click here to download

result file



Step 7: Copy data to JA Gap Calculator

» CSV File :

Copy all data under headings (Columns A6 —Z6 / Rows
Include all rows with data)

» Open Junior Activities Gap Calculator V3.0 (Jan
2023).xIsxm on your desktop

= (Click Enable Editing
= Enable any Macros

MACRO’s - For more information on enabling Macros — Clic

» Click on the second tab “S

cell “A2”

SECURITY WARMNING Macros have been disabled.

uard Data” and Paste data in

A B

c D E

3

G H | J

K

L M

N [¢)

P

o] R

s T u v

w

X ¥ z AA

Selection Other SLS Age Mans Bronze M Certificat Certificat Certificat Child and Child Safe Nipper Ac Observer QLD4WD QLD Junic QLD SSV ¢ QLD Tract $S- Deve SS-Deve SS-Deve S5 - Founi SSV Oper Surf Resci Z.Junior € Z.Junior C Z.Junior i Z.5L5Q PGC - DO NOT REMOVE.

Total Records: 133

1
2
3
4
5 |Member I First NamiLast Name Gender _ Date of Bi Age
6
7
8
9

Mobile Pk Email Add Email Add Drivers Lic Drivers LicSub-Mem Status __Season _ Working v Screening Screening Award All Award Na Award Ab Award Coi Award Dat Proficienc Award Exg Team Nan Organisation Type
5987876 PGC Test Mem Indetermi sty 25 '04221224!slsq @lifesaving.com 123456 Car Probation|Active  2021/2022 Award  Age Manager- Online Theory | ssssssss sussssss 2.5L5Q PG SLS Organisation
5987876 PGC Test Mem Indetermi ######## 25 '04221224!slsq @lifesaving.com'123456  Car Probation Active  2021/2022 Award  Age Manager Course FaEEHERE HERREAT BRESRERE 2.515Q PG SLS Organisation
5987876 PGC Test Mem Indetermi #####i### 25 '04221224!slsq@lifesaving.com 123456 Car Probation Active  2021/2022 Award  Child and Youth Risk Managem #####ti# #sss 2.5L5Q PG SLS Organisation
5987876 PGC Test Mem Indetermi s 25 '04221224!slsq @lifesaving.com'123456  Car Probation Active  2021/2022 Award  Child Safe Awareness wEnEREE prEmRESE 2.515Q PG SLS Organisation

10| 5987876 PGC Test Mem Indetermi st 25 '04221224!slsq@lifesaving.com'123456  Car Probation Active  2021/2022 Award  Nipper Adult Assistant | R A 2,SLSQ PG SLS Organisation

11| 5987876 PGC Test Mem Indetermi st 25 '04221224! slsq @lifesaving.com'123456  Car Probation Active  2021/2022 Award  Observers Award samEHEEE SHEASESY gEAsany 7.505Q PG SLS Organisation
12| 5987876 PGC Test Mem Indetermi ####ss4 25 '04221224!slsq @lifesaving.com'123456  Car Probation Active  2021/2022 Award QLD 4WD Induction il 2.5150 PG 5LS Organisation
13| 5987876 PGC Test Mem Indetermi ######## 25 '04221224!slsq @lifesaving.com 123456 Car Probation Active  2021/2022 Award QLD Junior Activities Accredita ######i# #H##H### ##s##R# 2.515Q PG SLS Organisation
14| 5987876 PGC Test Mem Indetermi s 25 '04221224!slsq @lifesaving.com'123456  Car Probation Active  2021/2022 Award QLD SSV Operator Induction  ##ts s 2.5L5Q PG SLS Organisation
15| 5987876 PGC Test Mem Indetermi st 25 '04221224!slsq@lifesaving.com'123456  Car Probation Active  2021/2022 Award QLD Tractor Induction FREERE RS Z.5LSQ PG SLS Organisation
16| 5987876 PGC Test Mem Indetermi st 25 '04221224! slsq @lifesaving.com'123456  Car Probation Active  2021/2022 Award  5S- Development Coach Beach st sty gausgant 7.515Q PG SLS Organisation
17| 5987876 PGC Test Mem Indetermi st 25 '04221224!slsq @lifesaving.com 123456 Car Probation Active  2021/2022 Award  sS- Development Coach Board sty stsssny grusgans 7.505Q PG SLS Organisation
15| 5987876 PGC Test Mem Indetermi ####ss4 25 '04221224!slsq @lifesaving.com'123456  Car Probation Active  2021/2022 Award  SS- Development Coach Swim #####stiss sesssss sh#sgast 2.505Q PG SLS Organisation
13| 5987876 PGC Test Mem Indetermi ######## 25 '04221224!slsq @lifesaving.com 123456 Car Probation Active  2021/2022 Award  SS- Foundation Coach #aEEHEE R BR9SRE 2.515Q PG SLS Organisation
20| 5987876 PGC Test Mem Indetermi s 25 '04221224!slsq @lifesaving.com'123456  Car Probation Active  2021/2022 Award  SSV Operator Induction wEnEREE prEmRESE 2.5L5Q PG SLS Organisation
21| 5987876 PGC Test Mem Indetermi st 25 '04221224!slsq@lifesaving.com'123456  Car Probation Active  2021/2022 RCC/RPL  Bronze M(BM | ARG A Z,SLSQ PG SLS Organisation
22| 5987876 PGC Test Mem Indetermi g 25 '04221224! m'123456  Car Probation Active  2021/2022 RCC/RPL  Surf Resct SRC GHESSEEE SHESHEEE gESsEEEs 2.5L5Q PG SLS O i
23
A2 - i3

(/-; PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.

Enable Content

Enable Editing

Member
1D First Name

32
33

Last Name

Gender

Date of
Birth

Junior Activities Gap Calculato SurfGuard Data

Mobile
Age Phone

Pivot Table 1

Email Addrd

Pivot Table 2



https://support.microsoft.com/en-us/topic/a-potentially-dangerous-macro-has-been-blocked-0952faa0-37e7-4316-b61d-5b5ed6024216

Step 8: Import Data QUEENSLAND

» Go to first Tab “Junior Activities Gap Calculator” » Select the Team Name you wish to review (you can select multiple
and Click ‘Data Refresh’ button. teams)

\ .

unior Activities | =/
ap Calculator

Team Name "

Junior Activities | e errrmmr e prram—
Gap Calculator

(blank)

Data Refresh ‘

Data Refresh ‘

Member ID

First Name Last Name Membership Category

Registered

Member ID First Name Last Name Membership Category

for Season

{blank)
SQ87876 “PGC Test Member Probationary 202172022 25 slsq@lifesaving.com.au ‘0422122456

Junior Activities Gap Calcula‘lzo| | SurfGuard Data Pivot Table 1 Pivot Table 2

10



