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Introduction to AUXDATA

Browsers

Connect to AUXDATA, members connect to the Internet via their Internet Service Provider in the usual way.
Internet Explorer and Netscape users should ensure they have the most current version of the browser. In the

browser 6 s ad dlmtte/swdatausegegoveé antl mrass ENTER. (Depending on your Operation System,

you may not want

to update IE to Version 7.)

@ UNITED STATES COAST GUARD AUXILIARY

America's Volunteer Lifesavers *™

AUXDATA
PRODUCTION

Release 2.5.4

USCG Auxiliary Management Information System

~-WARNING! -
Unauthorized access is prohibitsd by Title 18 USC Section 1030.

Unauthorized access may also be a violation of other Federal Law or govemnment policy. and may result in criminal and'or administrative
penalties. Users shall not access other users or system files without proper authority. Absence of access controls IS NOT authorization for
access! USCG infe ion systems and related equip are intendad for ¢ fcation, t ission, procassing and storage of U.S.
Government information. These systems and squipment ars subjact to monitoring to ensures proper functioning, protect against improper
or unauthorized use or access, and verify the presence or performance of applicable security features or procedures, and other like
purposss. Such sscurity monitoring may result in the acquisition. recording, and analysis of all data being communicated, transmitted.
processad or storad in this system by 2 user. If security monitoring reveals evidence of possible criminal activity, such evidence may be
provided to law enforcement personnel. Use of this system constitutes consent to such security monitoring.

Figure 1-1

Application Links

System WSIII Image 5.2 Dial Up Users Only WSIII Image 6.0 OR Any
(Jinitiator 1.3.1.22 (Citrix) Internet Connection
(Java)
AUXPROD CONNECT TO CONNECT TO CONNECT TO
AUXPROD AUXPROD AUXPROD
Thig link will redirect you to the AUXDATA Training System page.
Click Here te Connect to Auxdata Training Yeb Server h
Figure 1-2
Initial AUXDATA Screen
Users can access two separate databases. One is the Production Database. Thi s i s wh e r datatish e

stored. The other is the Training Database. This is where users can practice making entries to see what will
ithout affecting the fAofficial o dat a

happen w

To getinthe Production Database, the first choice can INHIATORedsiob y
1.3.1.22 installed. The second choice can be used by anyone with Citrix installed. Last choice is for Java users.
The Java link can only be used if the users have the Microsoft Java Virtual Machine (JVM) installed. Scroll down
to the links shown on the AUXDATA home page and you can download JAVA, JINITIATOR, or CITRIX.
JINITIATOR or Java is required for the TRAINING database. The training database is not supported by Citrix,

AUXDATA Curriculum
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http://auxdata.uscg.gov/

Internet Users (Java and Jinitiator Users)...
If you receive an error message, WEB CLIENT IS TOO OLD,

Follow these instructions to clear your Java Cache:

1. Click on Start, in the lower left of your screen,

2. Goto "Settings”,

3. Click on "Control Panel”,

4. Scroll down and double click on Java,

5. Click on "Delete Files...",

6. Make sure all 3 hoxes have check marks and click OK,
7. Click OK again,

8. Close all open Internet Explorer windows,

9. Launch the application as you normally would.

Follow these instructions to clear your Jinitiator Cache:
1. Click on Start, in the lower left of your screen,

2. Go to "Settings”,

3. Click on "Control Panel”,

4. Scroll down and double click on Jinitiator 1.3.1.22,

5. Click on the Cache tab atthe top of the window,

6. Click on "Clear JAR Cache”,

7. Click Yes,

8. Click on the X in the upper right corner to close the window,
9. Close the Control Panel window,

10. Close all cpen Internet Explorer windows,

11. Launch the application as you normally would.

NOTE: The Java versicn on your local system needs to be any version 1.5 or higher.
- |fyou have an older version of Java (1.3 or 1.4), starting the Auxdata
Java application will automatically ask you to downlcad Java JRE 1.5.19.

If you would like to download a working version of Java manually,
use the following link to download and install Sun JRE 5.0 Update 19.

Linkto Sun Java Runtime Environment (JRE} 5.0 Update 19

Jinitiator Users need to download the executable to access the Auxdata Application.
This link will redirect vou to a JInitiater help page.  Linkto J-Initiater help page.

Dial Up Users will need to cbtain a Citrix Client tc access the Auxdata Application.
The links below will redirect you tc the Citrix downlead site...

For Microsoft Windows Users:
Click "Download msifile” for the “XenApp Plugin for Hosted Apps - Version 11.000%

For Apple Macintosh Users:
IMacintesh - Citrix ICA Client

All Other Operating System Users:
Choose specific Operating System frem the drop-down menus.

Figure 1-3
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To download JINITIATOR 1.3.1.22 or JAVA click one of the links above (Figure 1-3). After downloading and

installing either JINITIATOR or JAVA, click either JINITIATOR or JAVA under Application Links shown in (Figure
1-5)

The URL to go directly to the training database is: http://auxdataweb02.uscqg.gov/

@ UNITED STATES COAST GUARD AUXILIARY

America's Volunteer Lifesavers*™

AUXDATA
TRAINING - Blade Server

Release 2.5.4

USCG Auxiliary Manag Information System

~-WARNING! -
Unauthorized access is prohibited by Title 18 USC Section 1030.

Unauthorizad access may also be a violation of other Federal Law or government policy, and may result in criminal and/or administrative
penalties. Users shall not access other users or systam files without proper authority. Absance of access controls I8 NOT authorization for
access! USCG information systems and related equip are intended for ication, ission, p ing and storage of U.S.
Government information. These systems and equipment are subjact to monitoring to ensure proper functioning, protect against improper
or unauthorized use or access, and verify the prasence or performance of applicable security features or procedurss, and other like
purposes. Such security moenitoring may result in the acquisition, recording, and analysis of all data being communicated, transmitted,
processed or stored in this system by a user. If security monitoring reveals evidence of possible criminal activity, such evidence may be
provided to law enforcement personnel. Use of this system constitutes consent to such security monitoring.

Figure 14

Application Links

System WSII Image 5.2 Dial Up Users Only 'WSIII Image 6.0 OR Any
(Jinitiator 1.3.1.22) (Citrix) Internet Connection
(Java)
AUXPROD CONNECT IO CONNECT IO CONNECT IO
AUXPROD AUXPROD AUXPROD
Figure 1-5

Release Notes

On a regular basis scroll down on the AUXDATA screen to see what changes have been implemented. All
changes since implementation are listed in a word document with the most recent changes listed first.

User Guides and Release Notes

Overview Guide: Click Here for Overview Guide Version 1.28, Last Updated 07/01:05)
AuxData Tutorial: Click Here for Tutarial Version 25.0, Last Updated 06/02/05)
Release Notes: Click Here for Notes Version 2.0.85, Last Updated 1:22008)
Figure 1-6

The procedures from here on are the same for either the Production or Training databases.

AUXDATA Curriculum Revised September 2009 (McBain)


http://auxdataweb02.uscg.gov/

Logon Screen

The next screen is where the User Name and Password are entered.

You are accessing a U.S. Govemment (USG) Information System (IS) that is provided for USG-authorized use only.
By using this IS {which includes any device attached to this IS), you consent to the following conditions:

The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited ta, penetration
testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM}, law enforcement (LE),
and counterintellig Chi igations.- At any time, the USG may inspect and seize data stored on this IS,

- Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception,
and search, and may be disclosed or used for any USG-authorized purpose. -This IS includes security measures
(e.g., authentication and access controls) to protect USG interests--not for your personal benefit or privacy.

- Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring
of the content of privileged communications, or work product, related to personal representation or services by attormneys,
psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential.
See User Agreement for details.

Use of this system constitutes ack led of and to the above

g
User Agreement l
Cancel o Change Password

Username Password

Figure 1-7

Obtaining a User Name and Password
To obtain a User Name and Password, submit your request to the DSO-IS through your SO-IS. Any FSO-IS who
has completed AUX-1 0 A CO0 Sc h ool ladat)yfor their tespective flotila dftér completing the Post

Class Assignment.

The User Name is assigned by the system and is the first initial followed by the last name (Able Jones would be
AJONES). Entries are NOT case sensitive for user name. (In some instances with common names, the process is
reversed and would be JONESA. It could even be AJONES2 for the third A. Jones in the auxiliary.) The initial
password is computer generated and must be changed the first time you log-on.

Changing the Password
The first time a member logs on with the computer generated password, the initial password must be changed to
a unique personal one. The system will give you a message that your account is new and you need to change
your password. Click OK and follow steps in Figures 1-8 and 1-9 below. If at any time you want to change your
existing password,c |l i ck on the AChange Passwordo
Password screen will appear. Follow the recommended Password criteria shown, select and enter your new

personal password.

AUXDATA Curriculum

dEoms x|

S Your account is new, or your password has been reset.
I i = You must change your password now.

2

Figure 1-7A
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Initial logon, the old password is the computer generated one assigned to you.

7 Change Password

Required Password Criteria
Old Password:l

Hew Password:l
Confirm Password:l

Change I Cancel I 4. Must contain at least one of the following special character,
but cant startwith a special character.

_$=

1. Must be atleast 8 characters in length.

2. Must contain at least one number, but can't start with a number.

3. Must contain at least one alphahetical character.

5. Do not use within the password the following special characters.
():i2@%E&*+{=?-1"1,=2"%

They have special meaning in the dB and will not work as
expected.

6. Password cannot be reused for 90 days or 8 password changes.

7. Mustnot he the same as user name.
8. Must not he too simple.

Example of new password:  exa_mdpl

Figure 18

After entering the password twice and clicking on the CHANGE button, if both entries are the same and meet the
criteria, this pop-up will appear indicating the new password has been accepted.
%5 Change i

Fassword

Required Password Criteria
Old Password: [********

. Mustbe atleast 8 characters in length.
Hew Password: [t
Confirm Password: m
. Must contain at least one alphabetical character.

Change Cenice! 4. Must contain at least one of the following special character,

hut cant startwith a special character.
_%§=

[ RN

. Must contain at least one number, but can't start with a number.

w

[

. Do not use within the passwaord the fallowing special characters.
(D:=@%&*+{}=7-I"I; ="}
They have special meaning in the dB and will not work as

expected.

@ Password successfully changed... |

=)

. Password cannot be

~

. Must not be the sarr
. Must not he too sim|

Example of new password:  exa_m4pl

@

Figure 19
Remember the new password. ltds recommended you write

reference. The password is not recorded in the system. If you forget it, notify your DSO-IS to request that your
password be reset.

AUXDATA Curriculum Revised September 2009 (McBain)



AUXDATA Main Menu

Eﬁﬂracla Developer Forms Runtime - Web

Action Edit Query Clear Window

" AUXDATA V1.2

35,000 men and women who donate their
time and expertise to support the Coast Guard
and improve boating safety

J8] vs coas cmm Auery

. Activity Logs ‘

Member Status

Training

[/ s cossr cumeo aturRy

Figure 110

Once logged on, this is the first AUXDATA screen. By clicking on the appropriate Button, one goes to:

ACTIVITY LOG module: Where all activities are entered by FSO/SO/DSOs-IS.

MEMBER STATUS module: Where changesi n

t he
entered. Members with read only password may make their own changes, or send a form to FSO/SO-IS to have

member 6s record (name,

the changes made including Patriot Readiness and Emergency Contact information. DIRAUX enters new

members and makes corrections to Past Offices held..

RESOURCE STATUS module: Where changes in elected and appointed officers are entered by FSO/SO-IS.

DIRAUX enters new Units and all Facilities.

REPORTS module: Where a variety of reports may be downloaded, depending on your level of access as to

which report buttons you will see.

addr ec

TRAINING module: Where special reports related to training may be downloaded. FSO/SO-IS may not enter data
through this module but some DSOs-IS may have access. This is a DIRAUX entry function.

Using the QUERY/FILTER Functions

There is a Query function available on many screens and a FILTER Button when in crew assignments. This will

allow you to quickly go to a member, a facility, unit, etc., without using the scroll bar. This function can be used on
screens where, when clicking on the column heading, the information displayed on the screen is sorted according
to the contents in that column. Then the query function will work in those columns. In the example in Figure 1-11,

a query can be performed on the Type, Registration, Unit Number, Unit Name, or Resource Start column.

&3 Oracle Developer Forms Runtime - Web

Action Edit Query Clear Window

I 1]

AUXDATA Curriculum

'7a Activity Logs

Resources I Activity Logs l Crew As m'-,»:m-;] Tacks | Task Cnr;tuu;vl Approvals |

AUXCUT 975526 32526 DESTINY

" Aircraft ¢+ Boat " Radio " Unit

Select a resource {(hoaticutter) and proceed to the ‘Activity Logs' tab page to add/update Activities

Type | Registration I

Figure 111

Unit Number Unit Name Resource Start

10
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To start, click on QUERY and then click on ENTER in the drop down menu. All data contained on screen will then
be blanked out. The cursor will be located in the left most column. To query on some other column, click on it and
type in the data to be located. Click on QUERY again and then click on EXECUTE in the drop-down menu. The
desired item will be displayed

Eggl]lacle Developer Forms Runtime -

Action Edit QelIEIWE Clear Window

"7a Activity LSIE

Resource Execute | Creyy i
cancel Al
Last Criteria
Count Hits .
(" Aircrs
Fetch Mext Set

I Selart a reaniiree fhnaticittars and r.
Figure 1-12

To use the filter function, you have the choice of entering Member ID, Member Name, or Unit Number for the unit
that you have access; however, you cannot find a member outside of your access with this method.

Action Edit Query Clear Window

Resowces | Actwty Logs | Act | Approns

assigned o fis sty
sttty

Posten

kD

Setect Pt

Saacch fr Persen

Figure 1-13

Use of the Oracle Wild Card may be used in Query but not in Filter. In using the Query function, some rules must
be followed. One rule in the use of the Oracle wild card, the percent sign (%), when searching for a name such as

AAbl e Smith, o6 entering ASMITH, %0, wil/l return all Smi t |
name begins with an AA06, When searching for a facility \
A %l23%0 wil.l return all facilities that have 123 withi.]

some practice. Use the Training Database to see how it works.

If for some reason, the query is unable to find a match, the query function must be cancelled before any other
operation is permitted. Click on QUERY and then click on CANCEL in the drop-down menu. (Figure 1-14 below.)
Egg[lracle Developer Forms Ru
Action Edit JelERA Clear Wir
"7a Activity LRSHED

Resource Execute
Cancel

Last Criteria
Count Hits
Fetch Next Set

| Select a resource (boaticul

Figure 1-14

Activity Logs Module

11
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Resource Screen

To enter an activity, the first step is to select the resource that was used to perform the activity. Selecting the
Aircraft, Boat, or Radio resource is done by clicking the desired button. The Unit resource, shown below is the
default resource

Oracte Developer Forms Runtame - Web
Ackon GOf Queary Claar Window

Resoorces | AcvetyLogs | | | | aoprovs |

FLOT 054-14-04

© Arceon " tost © Raso ~ vt

Seloct a resource (Hoascutier) and procend 10 Me Actvity Logs" 140 page o adaupdate Actwities

Uk Numbe

Figure 1-15

Activity Logs Screen
Entries for Activity, Status, Sub-Activity, Mission and Sub-Mission, and OPCON are entered on this screen

fnsources Aty Logs |

Aoprovats |

CC 684964 33064 TOM'S TOY

qured Use e Tancel Insert 5uBon 10 get out of 2 req's teke

O crsea o —

_Comnom | Coprwcres | Cronte Aoty | Cancetimsent | s |

Figurel-16

To aid in entering activities, various buttons are available.

LIST OF VALUES i When the cursor is in any particular column, clicking this button will initiate a pop-up menu to
display the choices for that particular column entry. (When logged on with JINITIATOR, pressing CTRL & L
together provides the same pop-up menu.) to select an item, either click on item and then OK or double click on
the item to select it.

COPY ACTIVITY i Highlight a previous entry and clicking on this button will cause that entry to be repeated
(without the Date/Time) as a new entry. No information from the previous entry will be repeated in the activity Log
details screen or Crew Assignment Screen.

COPY W/CREW i Performs the same function as above, except information inserted in the Crew assignment
Screen will be repeated.

CREATE ACTIVITY i Creates a blank activity.

DELETE ACTIVITY i Deletes a highlighted activity. A pop-up screen will ask for the action to be confirmed.
SAVE i Saves the entry and allows the next tab to be un-shaded for you to proceed to the next entry screen.
START DATE LOCAL i Arranges the display of activities in the order of the sequential mission date.

12
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DATE CREATED i Arranges the display of activities in order of their entry date. The one you are working on will

always be at the bottom.

Activity Log Details Sc

reen

Details of the mission are entered in the windows provided. The available windows very with the resource used
and the activity performed.

"3 Activity Logs B

Resources | ActvityLogs ActivityLog Detalls | Crew Assignments | Tasks

CRS CF7060SJ ARDUOUS UW AUXMP SAFETY 09-AUG-09

|TaskCaplure| Approvals |

Crew Assignments Screen

MISSION DETAILS
Location Assists  Patrol Status Waters
[upPER SACTO RIVER o [Reimbursable USCG Orders >l |navigable =] Enter any of the datd]
SAR DETAILS Patrol Order # [31239 on this screen
Lives Persons  Property Case hat in
Saved  Assisted  Value Nurmber [hatis porinori
,— l—' I I to this activity log.
ATON DETAILS Methort of
ObservedDste  ReportedDate  Type Reporting Number of Aids  Number of Eridges
[oamarzo0s [ I = | =l
I [ [ = =]
| [ [ E | =
To start a 4th or higher record, press Down Arrow Key when
inthe Observed Date Fisld or Tab Key when in the Number -
of Bridges Verified field. Saie
Resources | AcoveyLogs | AcviyLog Detaile CrewAssignments |  Tasks | | Aeproas |
FLOT 054-14-04 UCG CGADMN ADMIN 01-DEC-02
ASSION CrEWMEMDBIS 10 TS activiy Listed below a1 T Crewmembers comanty 45513ned 10 s acivily
by sekectng from e U5t bolow Pleas# 35510 3 POSBON COde 10 tho Crawmembers e Iis scviy
oo © Crew Member L haroes Crw Merger Fosbon

Figure 118

Lt e et te e e e e fte

All members serving during the activity are entered on this screen. Initially, when the screen is opened, all
members in the flotilla, division, or district are displayed depending on the access level (FSO/SO/DSO-IS.)

To aid in entering the crew, various buttons are available.

FILTER T A pop-up menu will allow users to type in partial words or numbers in any of the spaces for Member ID,

Me mber Name
carddo ( %) i s

, or Uni t Number

and

the system will parse

not need édasystem will dtileretugn mfatched. d s and t

YOUR UNIT AND ITS SUBORDINATE UNITS i Clicking on this button will return all members for your access
level (for FSO-IS all members of the flotilla. SO-IS i all members in the division, for DSO-IS i all members in the

district.)

SELECT FLOTILLAT Clicking on this button will allow any flotilla in the auxiliary to be selected to display the
members in that flotilla. The name or number of the flotilla must be known. A pop-up menu will display all flotillas.

AUXDATA Curriculum
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Type in the flotilla name before the Oracle wildcard (%), or the flotilla number after the %, and click on Find
button.

SEARCH FOR PERSON i Entering a last name, or partial last name of the member desired from the displayed

list in the window provided, and clicking on this button will move the cursor to the desired member. (Caution-
entering ATHOO when desiring to highlight a Thomas, will
in that order at any place in the name.)

ASSIGN CREW POSITIONS i Once all members of the crew have been highlighted (in blue), clicking on the
single > will move all selected to the right. Once the crewmembers are moved to the right side of the screen, each
position (Lead, Non-Lead, Trainee) must be selected for each crewmember by clicking the down arrow next to the
name and clicking on the desired position or type the first letter (L)ead, (N)on-Lead, or (T)rainee. (If the position is
not selected, the member(s) will not receive proper credit for the activity.)

NOTE: If you receive a pop-up stating the member is not currently certified for this position, enter the member as
TRAI NEE and get the situation resolved. Doné6t ignore t he
been entered into AUXDATA for that certification, or the member is in REWK or REYR status.

Task Screen

d Edit Query Clea

N Activity Logs

Resources | Activitylogs | Activity Log Detais || Crew Assignments | Tasks | TaskCaptre | Approvals
— SELECT TASKS TO INCLUDE IN TASK CAPTURE
ki, Short Title I Description Category |
I jato(wk-14) [ATON]A]Y WORKSHOP LNIT =
[~ BCQMENT(WK-17)  |pCQ MENTORING WORKSHOP g
[~ Fctwk08)  [AREER COUNSELOR WORKSHOP [nIT
[ [wewko9)  [IVIL RIGHTS WORKSHOP oIt
I~ formgwe-13) OMMUNICATIONS WORKSHOP Rt
[~ FDIWK-10)  FETHNIC DIVERSITY WORKSHOP fonIT
[ 15 7(1vk-01) [NSTRUCTOR WORKSHOP. un
[~ [s(Wk03)  [NFORMATION SERVICES WORKSHOP par
[~ FRN(WK-02)  |NATIONAL TRAINING-N-TRAIN WORKSHOP T
I~ [ops(wK-03) PERATIONS WORKSHOP nIT
I patw12) PUBLIC AFFAIRS WORKSHOP T
[~ PESWK1D)  PERSONNEL SERVICES WORKSHOP T
[~ BEXRR(WK-07)  FEXUAL HARASSMENT AWARENESS WORKSHOP T
[~ [CTWk-15)  [iEAM COORDINATION TRAINING WORKSHOP T
I~ FEmov(wk-0s) [VE T MDYV WORKSHOP [T |
Task  INSTRUCTOR WORKSHOP
Desciiption
Menu FILTER
Figure 1-19

Use this screen to report tasks completed by crewmembers for the activity. For Unit activities, all workshops listed
on the ANSC 7039 are listed. After the desired task(s) are clicked on and highlighted, they can be assigned.

Task Capture Screen

ctior Ed QUery " Clear

1 Activity Logs
Resources | Activitylogs | Activity Log Details | Crew assignments | Tasks | taskcopre | Appovas |

FLOT 113-11-05 UMS MT OTHER 01-AUG-05

Calendar
Duration Bution
Short title Instructor in howrs_ Date Completed Remarks

| [ |

Ed E|

| _Popuiste Our. | Populate Remarks |

Task Description]
Member id Participants Grade
+» | 2Jracrae, roBERTE
MMERS, ROBERT E

AWRENCE, MICHAEL L

< | FONTZIMMERMAN, LAVINA D
ETH, JOHN W

- JRICKS, BRYANL
FILTER | DELETE TASK COPY TASK | SAVE Copy Participants |

Figure 1-20
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I't is on this screen where members of the ficrewd are cr
window lists the task(s) selected in the previous screen and requires the following entries:

Instructor i Enter the last name of the Instructor in the space provided. If more than one task is shown, highlight
Instructor on the first task of the group, then click on the POPULATEINSTR button and the name of the Instructor
will appear on all lines.

Duration in hours i For boat Crew tasks leave the Duration in Hours field blank. For Workshops, enter the time
spent on the workshop.

Date Completed i The date of the mission is pre-entered in this space.

Assigning the tasks to the Participants

For assigning Workshops, all members may be moved from the left screen to the right side of screen with the
double arrow (>>)

Approval Screen

&

Resources ] Activity Logs I Approvals

Approved Activities Show this HTN's logs that were approved in the past: & 1Month " 12Months ¢ 24 Months
Start Date Local Offset  Activity StatusSub Activity  Mission Sub-Mission Operation  Claimant  Remarks
|300010DEC2008 [+8U [UMs [+ uaDms  fvsc [rB [113 [sweenevL |

[
[300500DECZ008 [+8U [UCG [xJuccors [CGOPS  [RADIOWATCH | |11-3089C|HARRISON
[300930DECZ008 [+8U [UCG [x " [uccors |ms |cFvsuPT | [11-3326([SINCLAIR
[310000DEC2008 [+8U [UMS [£ [UADMS — [AUXADMN [OTHER | [113 [puNCAN
[310001DECZ008 [+8U [UMS [£ [URDMS — [AUXADMN [OTHER | [113 [MCBAIN
[310800DEC2008 [+8U [UCG [z [uceops [ceors  [oTH [ [11-3326C[DUNCAN j
Unapproved Activities LI A l]
[1113000aNz2008 [+8U [uce [x " [uccops [aTon |PRIVATE | [11-33260[#1
[0108004UG2008 [+8U [UMS [& [uaDms MT |OTHER | [113 [MCBAIN
[171330AUG2008 [+8U [UCG [x [UCGOPS [ATON [PRIVATE [ [11-3326( [DUNCAN
[211200aUGz2008 [+8U [UCG [x " [uceors [aTON [PRIVATE | [11-3326C[DUNCAN
[211700AUGZ008 [+8U [UCG [x [uccops [aTON [PRIVATE | [11-33260[DUNCAN
[t1730N0OVZ008 [+8U [UMS [a [UADMS  [AUXADMN [OTHER | [113 [FLMTG-2HRT _|
Menu | Al [cal anf ‘cal| | submitDates ‘
Figure 1-21

NOTE: Check your entries against the Mission Details Report to insure that all data is shown and correct.

Use caution when entering approvals. It is advised that Approvals be made as soon after data entry as possible.
Excessive items which are not approved, slow the system down. Once a task is approved, it will be visible on the
Activity Logs screen in red for the next 30 days and visible on the Approval Screen for the next 24 months, using
the 1, 12, and 24 Month Look-back buttons. Changes can only be made to Un-approved activities so if you need
to correct an Approved entry, you must have it unapproved by the SO-IS or DSO-IS who has approval
authorization. If it is necessary to go back more than 24 months to correct an entry, key in the period of time that
you want to check, i.e. 01-JUN-2005 to 30-NOV-2005 and click on Submit dates.

Member Status Module

Selecting a Unitds Members
Click on Member Status button. The f i rst screen displays all units avail e
SO-IS it is the division and all flotillas in the division.
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=
X peioR  FA
o1 [1301-02 [FAUSALITO-TIBURON fa
LoT  [i13-01-04 JCENTRAL MARIN ks
Fror Jiso10s [ovster pomT A
Flor [ii30107 oIt BONTTA A
Fror fiseros  fovotepomT e
v i, ROARING THIRTIES fa
o1 1130501 JAcctELLAN PaRK k= [N
Fror_ Jisesos J50LD CoUNTRY fa
For [i03:05 [AcRAMENTO kA
Fror o309 Reoome kA
Flor fits-03-10 LK GROVE ka
pv— Jisos [FouTHEAY kA
Lo [113-04-01 [ 305€ kA
For_ i3ov03 AL ALTO Fa o e

Figure 1-22

Clicking on one of the units listed and then clicking on the Member Tab will bring up a screen showing all
members in that unit. Members with read only may update their own information. Past Offices must be updated by
t he Directords Office.

Unit Wember | Awards | PatiotReadiness | En Contact jon | Pastofices |

o n - S e « Active
ADAMS, MAUREEN ELIZABET]113-03-05 :

1205589 |ALBRO, JOHN G 113-03-08 SACRAMENTO A Cllnachis

1223258 |ALFIDI, MICHAEL J 113-03-05 SACRAMENTO fia

1172951 |BACON, BARBARA C 113-03-08 SACRAMENTO 5o Change Status

1175616 [BACON, OSCAR G 113-03-08 SACRAMENTO JBa__

1231894 |[BARCHFELD, ROBERT ADAN|113-03-05 SACRAMENTO [Ba

1233445 |BEHLING, BRIAN DANIEL _[113-03-05 SACRAMENTO 2P

1228318 [BUTCHART, ROBERT BLAIR [113-03-05 SACRAMENTO AP Insert |

1224728 |CAIN, JEFFREVALLEN __[113-03-05 SACRAMENTO [ea

1222004 _|CASEY, JAMES H 113-03-05 SACRAMENTO fia e |

1175207 [CHAN, NORVAL D 113-03-05 SACRAMENTO B

1175720 [CHAPMAN, ALICE ANNE __[113-03-05 SACRAMENTO fea | M

FLLTER

Figure 1-23

Selecting a Member

Select the member whose data is to be updated. Use the query function or scroll down to the desired member.

Hi ghl i ght the memberds name and then choose, Update for
update availability to the coast Guard and also up to five skill codes that the member is interested/qualified to

participate, or emergency to give the name of a person to contact in case of an emergency.

Member Status

To the right of the screen there are two radial buttons, Active and Inactive, with Active the default selection.
Clicking on the Inactive button will bring up all members in the selected unit who are Retired or otherwise in the
inactive section,
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Updating a Member

rz.El Member Information

Member General Information | Member Histary I
Member ID Last Name First Name Mididle Name or Initial Suffix
[ {MCBAIN [MARILYN Is |
Enroliment [T Uinit Number: | Unit Mame: |
Date:
Birthdate: 103;30;1 932 Gender: { ale * Female  Ethnicity: | ~|
Spouse Name: | Boating Safety Course Completed: [
Address: [P O BOX 391 Checked means that this member will receive
| the respective mailings.
City: [NORTH HIGHLAND  State: [Ca  Zip Code: [95560-0391 National Mail: [V District Mai: [
5 Division Mail: ¥ . Flotilla Mail: [V
Email 1: IMARILYN1 TN@COMCAST.NET
Phones:
Email 2: | B
e Home}(916) 344-3464  Cell{(316) 212-0146
o — <
us: Work:| Pager]|
Date: ’ :
Fa| Boat R I
Backl [EtafAlES l
Figure 1-24

After selecting the member to change personal information, click on the Update button which will bring up the third
screen. Every entry on this screen may be changed except for those showing a shaded box (Member ID,
Enroliment date, Unit Number, Unit Name, Current Status, and Current Status Date. To change any of the other
items, press the tab key to move to the item and type in the correct value.

If you want to enter or update Patriot Readiness information, click on the Back button, then click on the Patriot
readiness tab and either enter data or change the information that is shown. Up to five skill codes may be entered
on this screen.

If you want to enter or update emergency Contact information, click on the Back button, then click on the
Emergency tab and enter the name and address of your nearest relative or close friend that you want contacted in
case of an emergency. If husband and wife patrol together, it is best not to give each other as emergency contact.

Deleting a Phone Number on the Member Update screen
Click on the phone number to be deleted to highlight and click on delete. then click on SAVE.

Member History

This is a DIRAUX entry function; however, you may view the history of a member to find out the dates of change
of status, if a member was transferred from one flotilla to another, if they were previously dis-enrolled and then re-
enrolled.
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Acbion Edit Quer

Member General Inf tion | Member History I
Member ID Last Name First Name Middle Name or Initial Suffix
ll 160564 NORRIS AVID
Inkial Enrollment Date Current Enroliment Date Base Envoliment Date Flotilla Date
ﬁ6/14/1976 psiot/iass psizsisas [tojo1jzo002
Total ACTIVE time IN Auxiliary Total time OUT of Auxiliary
since initial encolinent date |20 vears, 10 months, 14 days since initial enroliment date | vears, 3 months, 10 days

History of Status Changes for this Person

Status Date Status Prior Unit Number Record Created Date Created
Pe/14/1976 EQ 1130408 CBAIN 55!07!2005 _‘I

P1/03/19683 X 1130406 MCBAIN 507 {2005
P2/19/1991 REQ 1130408 CBAIN {07 /2005 Updiate Hiztory
PE/01/1999 X 1130409 MMCBAIN 510872005
10/01/2002 KFER 1130409 MMCBAIN S/08/2005

ack| _lLl

Figure 1-25
Resource Status Module

£ Oracle Forms Runtime

Action Edit Query Clear

£ Resource Status E3 I

i Units I Facilities I Officers |

Level | Unit Humber | Unit Mame I State I
13 JELEVENTH NORTHERN ka2
13-01 [EEnIoR fa
13-01-02 [5AUSALITO-TIBURON fa”
13-01-04 ENTRAL MARIN fa” Insert |
13-01-05 OYSTER POINT fa”
13-01-07 POINT BONITA fa” Update |
[113-01-09 ICOYOTE POINT fa”
ROARING THRTIES fa”
fror fitsesos poocoowtmRy %
Lot  fi13-03-05 FACRAMENTO fa
FLOT  [113-03-09 JREDDING fa iz

Select a Unit from the list above and click on the Update button or Facilities Tab. Click the Insert button to insert a new Unit.

FILTER I

Figure 126
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Selecting Unit Officers

When the resource status button is clicked, the first screen displays all units availa b | e

to the i

level. For FSO-IS it is the flotilla, SO-IS it is the division and all flotillas in the division, and DSO-IS all of the
district units. Clicking on one of the units listed and then clicking on the Officers Tab will bring up a screen
showing all elected and staff officers in that unit. Double check the top margin to insure the correct unit is

showing.

£ Oracle Forms Runtime:

Action  Edit Query Clear
58 Resource Status

units | Faities | cificers |

DIV {(113-01) SENIOR

Mermber Name Begins

Office Member ld

fresson, GeRADE  pjorjaoos
RAPER, LAUREMNCE B

AZ, CAROLH

AENY, PALL MAKOWER:

RICE, JEFF C

[ovE JosePikR.
O-FI 76355 [ToKOMOTC, DEBGRAH L

UEHHE, TIRA L

O-MA L175152 FLLIOTT, CHARLES 1

O-MA ACANT CFFICE

ARTINEZ, FRANE 1 piftzoo -
FILTER

Figure 1-27

Click on the officer being replaced to highlight it, Then click on the Update button. This brings up the screen
showing the member being replaced and a blank to enter the new officer.

L

rl.;nl:s | Faciities | Officers '

DIV (113-01) SENIOR

Member ID Member Noame Office Begins
| VACANT, OFFICE po-cc ptio1jzo05
Select New Enter New
Member ID Member Name Begin Date
I I I
List Of Values Save Cancel |
Figure 1-28

Updating an Office

Click on the List of Values button and a list of all members in the selected unit is shown. Enter the member
number or last name of the incoming new officer, click Find and then click OK or scroll down to member. Enter the

New Begin Date and click the SAVE button.

Vacant Office

If the office is being vacated with no replacement, enter the number 1193028 or type in Vacant in lieu of last

name,topl ace fAMacceendt iOf t he Member

Continuing in an Office

Name

column and the

If a member continues in the same office, there is no need to update the Begin Date, that way you will know how

many years the member has served in this office.
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Reports Module

Selecting a Report

Click on the Reports button. The Reports Menu is shown. Select the desired Report. Your access level
determines which buttons will be showing on this screen.

data Production
it Query Clear Window

73 AUXDATA Reports
Activity Logs J Annual Member Letter [
Abstract of Operations J Underway Resource Hours I
Auiliary Unit Listing J Days Underway I
= J ]
Crew Underway Time ‘ ~ = ét: - -~ " Mission Detail l
Resources By Flotilla l Underway Crew l
USCG Auiliary Operations Member Anniversary Status Address And Flotilla Data |
E-mail Directory ] Log Activity Summary | Unit Summary Data |
Member Roster J Officer Directory J Activity By State J
Patriot Readiness |
Emergency Contact Info | Election Eligibility l
Figure 1-29

Report Parameters

{8 Dracle Forms Runtase

Action Edt Quey [l

8 Unat Sumesary Data Roport

Unit Summary Data Report Parameters

& Sngle summary teport

" Alunts and subunds run ndmdusly
Select Unit(s) Lo view in report:

[ E3|

Choosing "All units and sub.units run
individually” can only be used with 8 CGDN
JINITIATOR connection. Do not use “All

units and sub.units run individually™ with an
Internet Citrix connection

Figure 1-30

Clicking on the button for any report, the Report Parameters screen is shown. In the case of the Unit Summary
Data Report, the parameters are the Start Date and end Date, the option to run the report as a single Unit

Report, or as All Units and Sulnits run individually. (This option is only available to those logged on with
JINITIATOR.)

The default for the Start Date is 1 January of the current year. The default for the End Date is the current date.
Either of the dates can be changed by using tlerwdar feature, which is available when either of the date
buttons are clickedNOTE: Regardless of the dates shown, the membership numbers will always be as of the
date the report is run.The hours shown on this report aNOTaccurate, use AUXINFO.
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Theee is also a window to select the unit for which the report is to be run.

Select Unit(s) to view in report:

I Ed|
Report Format I Ei 'l

PDF l

Submit Return To Menu |

Figure 1-31

The Report Parameter screen is similar for all of the reports in the Report module. However, not all reports are
available in .CSV format.

In case of the Email Directory report Parameter screen, no dates are selected but there is an option to run the
report in either a PDF or CSV (comma separated value) format. If you select PDF, when the report opens go to
File and Print. Making sure your printer is showing in the selected printer. If you select CSV, a window will open
and you choose either to open or save the file. If you open the file, it will open in a spreadsheet format and you
can save it as a .CSV or as an EXCEL Workbook File. If you choose save, the Save As window will open and give
you the option of where you want to save it and saves automatically as an EXCEL Worksheet File.
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Training Module

TraininG ManacemMenT TooL

RETURH TO AUXDATA

Figure 1-32

Selecting a Report
When clicking on the Training button, the Training Management Tool screen is displayed. For FSO/SO-IS the only
selection available is the report button. Clicking on the report button will cause the report screen to be displayed.

REPORTS

INDIVIDUAL

Training Status |

Training Status ‘

Training Record ‘ Return To Menu

Certifications ‘

Training Record |

Certifications ‘

Training Management ‘

Figure 1-33

Three Reports, Training status, Training Report, and Certifications, may be run for a single member of for a Unit.
The Training Management Report is by Unit only and a very good one to take to Flotilla meetings for the members
to see their current status.

Training Status Report

The training status report lists all competencies and the currency of the competency assigned to the member plus
any tasks that are required to maintain currency.

To select a member, two options are available. Clicking on the Search by Emp ID or search by Name, will bring a
pop-up screen where the EMPLID or name may be entered.
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Individual Training Status
Enter Report Criteria

Name: SearchByEmpID |  Search By Name

T
Report Format | POF =] = -
me EmpId Unit Number
SUBMIT IABERER, JAMES B IR 1171195 113-12:91 =
fABERER, SANDRA T 1152513 113-12-91
JADAIR, SIMONE H 1218973 113-01-07
RETURN TO REPORT MENU {ADAMS, ALAN M 1173018 113-04-09
fADAMS, CAROLANNE F 1206751 113-07-03
fADAMS, JOHN M 1214588 113-06-01
fADAMS, LLOYD B 1205682 113-11-01
JADAMS, LORI MARIE 1218265 113-05-03
JADAMS, OWEN J 1212155 113-08-06
fADAMS, VICTOR M 1173104 113-07-03
fADAMSON, PAMELA M 1178142 113-11-04
JAFANASIEY, VICTOR 1175021 113-10-02
fALBAIN, ROBERT ANTHONY 1219644 113-03-01
JALBERT, PETER A 1193840 113-01-07
fALBIN, DAVID M 1175388 113-04-09
fALBRO, JOHN G 1205589 113-03-05
JALEXANDER, DANIEL L 1209102 113-08-11
JALEXANDER, FAITH D 1209103 113-08-11
AT liewer  iaoen .
P PR AR ;F_I
Find Cancel
Figure 1-34
Individual Training Status Report
Competency INSTRUCTOR
Currency of Competency  CERTIFIED
Task Current# Complete # Req'd Cycle Due Date
ACTUAL INSTRUCTOR HR LEAD, 2 NON-LEAD INSTRUCTOR HRS REQD--2 Y AC) 31-DEC-2005
LEAD, 41 LEAD, 1 LEAD ON-LEAD
INSTRUCTOR QUALIFICATION COURSE Y: 1 1 P Permanent
INSTRUCTOR WORKSHOP Y: 2 1 AC) 30-JUN-2006
Competency VESSEL EXAMINER
Currency of Competency  REYR 31 DEC 2004
Task Current®# Complete # Req'd Cycle Due Date
EXAMINATIONS N 5 AC) 31-DEC-2005
VE / MDYV WORKSHOP N 1 AC) 30-JUN-2006
VESSEL EXAMINER COURSE N 2 1 P Permanent

Figure 1-35

The tasks are color coded to indicate the status of currency. Green indicates the required tasks for current years
have been completed. Black indicates the member is current but the tasks required for the current year have yet
to be completed. Red indicates the tasks for previous and current cycle are not yet completed and the date that
they were due.

KEY: | "Cycle" fisld: (C) Calendar - Due Date based on Jan 1stcalendar year, (S) Sliding - Dus Date based on date last completed
"Current” field: Y - Yes = Current Cycle Requirements Completad
P - Pending = Pravious Cycle Completed & Current Not Yat Completad
(Sliding tasks with a 12 month or less fraquancy will show as P during ths last 60 days before they sxpirs.)
(Sliding tasks with a frequency areater than 12 months will show as P during the last 180 days before they axpirs.)
N - No =Previous & Current Cycle Not Yet Completed

Figure 1-36

Training Record Report

The Training Record Report lists all training completed after the date indicated. The default date is for current

year and will only show the training completed during the current year. The calendar function is available to set

the Begin Date. This can bHkmestdate tolpravidk a coroplete teerd oframmg@ r 6 s e n |
history.
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Duration
Task Instructor (hrs) Completion Dat  Remarks
ADMINISTRATIVE PROCEDURES {AUXAPC) COURSE 01 JAN 15962
PATROLS SPECIALTY (AUXPAT) COURSE 1 JAN 1562
VESSEL EXAMINER COURSE a U192
ADMINISTRATIVE SPECIALTY (AUXMIN) COURSE 01 JAN 1563
COMMUNICATIONS SPECIALTY {AUXCOM) COURSE o1 JAN 1263
NAVIGATION SPECIALTY (AUXNAV-A) EXAM 01 JAN 1963
NAVIGATION SPECIALTY (AUXNANV-B) EXAM 01 JAN 1563
SEAMANSHIP SPECIALTY (AUXSEA) COURSE 1 JAN 1263
SEARCH AND RESCUE SPECIALTY (AUXSAR) COURSE 01 JAN 1563
WEATHER SPECIALTY (AUXWEA) COURSE 1 JAN 1263
AUX LEADERSHIP (AUXLEA) COURSE 1 JAN 15685
INSTRUCTOR QUALIFICATION COURSE 01 APR 1924
INSTRUCTOR WORKSHOP 2 15 MAR 1997
VE ! MDV WORKSHOP 2 17 MAR 1997
OPERATIONS WORKSHOP 2 17 APR 1997
TEAM COORDINATION TRAINING WORKSHOP 2 19 FEB 1956
VE ! MOV WORKSHOP 1 O APR 1926
OPERATIONS WORKSHOP 2 16 APR 1926
SEXUAL HARASSMENT AWARENESS WORKSHOP 1 20 AUG 19568
OPERATIONS WORKSHOP 2 2 FEB 1999
OPERATIONS WORKSHOP 1 20 FEB 1999
NAVIGATION RULES EXAM 01 APR 2000
OPERATIONS WORKSHOP 3 o APR 2000
(BCM) QE APPROVAL OF JUL 2000
Figure 1-37

Individual Certifications Report
The Certifications Report indicates all competencies held by the member selected.

Competencies are shown in Green if the member is certified. Red shows those competencies for which the
member is no longer certified, the reason (REWK or REYR) and date certification was eliminated,

REYR
Competency Date Qualified Status Date Last Updated
ADMINISTRATIVE PROCEDURES (APC) 01 JAN 1994 Qualified 01 JAN 1994
LEADERSHIP & MANAGEMENT COURSE (AUXLEA) 01 JAN 1993 Qualified 01 JAN 1993
INSTRUCTOR 01 SEP 1993 REWK 01 JUL 2005
BOAT CREW CREWMEMBER 25 MAR 2000 REYR 2004 02 MAR 2005
VESSEL EXAMINER 01 JAN 1995 REYR 2000 03 APR 2003

Figure 1-38

Training Management Report

This report shows the status of all members by competency and the status of their maintenance tasks. Hours
completed, exams given, and program visits completed.. It is color coded for easy determination of who is current
and who needs to complete tasks to prevent going into REYR status. The Coxswains are split on two pages in

the report.
Competency BOAT CREW COXSWAIN _‘
Task (BCM) GE 1HRTCT 8 HR TEAM COXSWAIN UMW  INCIDENT COMMANCINCIDENT COMMANCINCIDENT COMMANCINTRO TO NATIONAL[NT
APPROVAL REFRESHER COORDINATION HOURS SYSTEM LEVEL 100 SYSTEM LEVEL 200 SYSTEM LEVEL 210 INCIDENT
TRAINING OR 300 MANAGEMENT
WORKSHOP SYSTEM (NIMS IS-
700)
Frequency 3to 5 Years* Annual Five Years Current Year Permanent Permanent 01-APR-2010 Permanent
Hours/Exams/Visits
Name Completed Completed Ci leted Completed Completed Completed Completed Completed
DONALD WYMAN
EDWARD SWEENEY
JAMES DUNCAN
JOHN ALBRO
MICHAEL STEINMETZ
RICHARD KING
ROBERT MCCAW
STEPHEN HARRISON
TOMMY HOLTZMAN
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