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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.

1



Step 1: Enter Junior Teams into Surfguard as Patrol Teams

In Surfguard Create Junior Patrol Teams:

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

Add the following teams:

➢ Z.Junior Age Managers

➢ Z.Junior Coaching

➢ Z.Junior Committee and Support

➢ Z.Junior Water Safety & Evaluations

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

Suggestion: Assign members into teams immediately after entering 
Team Name (see step 2 and 2A)
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Step 2: Assign Members to the Junior Teams
Assign members to the Junior teams based on roles:

a) Assign Member as soon as team is created > Assign Members to Team

or

b) Go to Menu > Patrols > Manage Patrol Teams > Members > Add Team Members

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

➢ Z.Junior Age Managers

➢ Z.Junior Coaching

➢ Z.Junior Committee and Support

➢ Z.Junior Water Safety & Evaluations

Note: You may need to allow other membership categories to be entered to patrol teams eg Associates.

Surfguard Menu > Patrols > Patrolling Sub-Membership Categories > Add Sub-Membership Category
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Step 2A: Assign Members to the Junior Teams
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
• Age Managers
• Assistant Age Managers

Z.Junior Coaches
• Coaches
• Assistant Coaches

Z.Junior Water Safety & Evaluations
• Chief Water Safety
• Assistant Chief Water Safety
• JAAO 
• NAA
• Junior Water Safety Personnel

Z.Junior Committee and Support
• JAC 
• Vice JAC
• Secretary
• Treasurer
• Registrar
• Assistant Registrar
• Club Admin
• MPIO
• Club Photographer
• Team Managers
• Gear Steward
• BBQ Coordinator
• Awards / Education Coordinator 
• Fundraising Coordinator
• Publicity Officer
• Parent Reps
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Step 3: Running the JA Gap Calculator
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➢ Save all attachments from email (Do not Open files – Right Click on a 
file and select Save All Attachments)

• Junior Activities Gap Calculator V3.0 (Jan 2023).xlsxm
must be saved as Microsoft Excel Macro-Enabled Worksheet (.xlsm)

• Junior Activities Calculator Report Template V3.0 (Jan 2023).xml 
(file can only be read when uploaded to report field in surfguard)

• JA Gap Calculator Instructions V3.0 (Jan 2023)

IMPORTANT INFORMATION:

1. SLSQ have created a profile Sir PGC Test Member and a Patrol Team
Z.SLSQ 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



Step 4: Log into Surfguard and complete the following steps.
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➢ Run a Custom Report

Menu > Reports > Custom Reports

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



Step 5: Update Report Fields
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➢ Registered for Season:
Ensure that you update the ‘Registered for Season’ to the current
season. (eg this season 2022/23 you enter 2022)

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

➢ Patrol Teams:
Highlight all Relevant Junior Activities Teams:

Z.Junior Age Managers

Z.Junior Coaching

Z.Junior Committee and Support

Z.Junior Water Safety & Evaluations

Z.SLSQ PGC - DO NOT REMOVE

IMPORTANT: You must include –Z.SLSQ PGC – DO NOT REMOVE

This patrol team MUST have Sir PGC Test member allocated to the 
patrol team.



Step 6: Run the Report
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➢ Scroll to the bottom of the page and select “Display Report 
Here” and the select “Download as CSV”

➢ Click on the “Display Report” and custom report link will 
open in new TAB.
Note: this may take some time dependent on your clubs 
size.

➢ Click - Please click here to download result file.



Step 7: Copy data to JA Gap Calculator
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➢ 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).xlsxm on your desktop

▪ Click Enable Editing

▪ Enable any Macros

MACRO’s - For more information on enabling Macros – Click HERE

➢ Click on the second tab “Surfguard Data” and Paste data in 
cell “A2”

https://support.microsoft.com/en-us/topic/a-potentially-dangerous-macro-has-been-blocked-0952faa0-37e7-4316-b61d-5b5ed6024216
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Step 8: Import Data 

➢ Go to first Tab “Junior Activities Gap Calculator” 
and Click  ‘Data Refresh’ button.

➢ Select the Team Name you wish to review (you can select multiple 
teams)


