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Helpful Info
To hide this window click anywhere within it and then click the left top of the yellow title (left of "Helpful").

To change the size of this window use the bottom right corner.

The recommended method of entering all information (except pop-ups) is to type in an entry then press TAB on the keyboard for the next entry. Shift-TAB will move backward one field. Click on any entry area to type directly into it.

Acrobat READER will not allow the saving of entries on this form. Acrobat APPROVAL will - available via download from Adobe for $39.

Printing is always available. Use the PRINT... button at the bottom for more control.

                     < scroll Helpful Info down for more >>>>>

Copy and paste can be used (i.e with Div/Flot, etc.)
 ----------
Form Help (7039):
AUXDATA USE ONLY - is automatic.

Dates can be entered in a number of ways (example: DD/MM/YY, DD MMM YY, dd.mm.yyyy, etc.). Missing items default to today.

TODAY - button will appear if the date is NOT today. Press TODAY to enter today's date. You can over-type this date.

When leaving a "Div/Flot" field with the line above being empty the cursor will conveniently jum to the next block, i.e. Remarks. You can always click back to any field.

The side button "FILL-IN Div/Flot" uses either the Attendee 2 (first one after the Instructor) or the Instructor if the Attendee 2 Div/Flot is empty ( blue border ). It then fills the Div/Flot (if empty) of any named Member. After a sort (below) this button again uses the above method.

When entering the "Submitting Member Name" at the bottom, "Enter-Name" will appear. Clicking on that button will enter the "Click-A-Name" mode where clicking any member name will copy it into the "Submitting Member Name".

To print selected pages/Copies with Department labels, use the "PRINT..." button at the bottom.


ANSC 7039 (4-07) Page 2 of 2 INSTRUCTIONS

A. GENERAL

1. This form is to be used to report all required National Workshops. The instructor’s time and mission is
recorded (and that of aides), as well as individual attendance. No ANSC-7030 - Activity Report -
Mission is needed. If aides are present, list them as the first attendees and in the REMARKS section
identify them so that their hours will be recorded as aides. Report any preparation or travel time on
ANSC-7029 Member Activity Log. Members are not to enter the time spent at the session of that form.

2. DIVISION-FLOTILLA - Enter the sponsoring division and flotilla.
3. WORKSHOP DATE - Enter the date in DDMMMYY format (October 1, 2002 as 010CT02).
3. WORKSHOP TIME - Enter the time in 24 hour HHMM format (8:30 pm. as 2030)

4. AUXDATA USE ONLY box is for IS personnel use ONLY. Make NO manual entries in this area. Com-
puter filled in forms will have automatic entries made in this area. That is as intended.

B. SECTION | - WORKSHOP TYPE
1. WORKSHOP TYPE - Place a check in the appropriate box next to the workshop given.

C. SECTION Il - INSTRUCTOR, AIDES & ATTENDEES

DIV/FLOT - Enter the instructor’s two digit division number and two digit flotilla number.
INSTRUCTOR LAST NAME - Enter the instructor’s last name and initials.
MEMBER ID - Enter the instructor’s seven digit member ID number.

DIV/FLOT - Enter each aide/attendee’s two digit division number and two digit flotilla number. Flotilla
01 in Division 10 is entered as “10/01”.

5. AIDE/ATTENDEE LAST NAME - Enter each aide/attendee’s last name and initials.

S

D. REMARKS

1. Identify here any attendees who served as aides.
2. Enter any other remarks, up to 240 characters. This can be recorded in AUXDATA.

E. DATE SUBMITTED, SUBMITTING MEMBER NAME, WORKSHOP LENGTH

1. DATE SUBMITTED - Enter the date submitted, in DDMMMYY format.
2. SUBMITTING MEMBER NAME - Print submitting member’s name.

3. WORKSHOP LENGTH - Enter the duration of the workshop. Time is entered in whole hours, rounded
to the nearest hour.
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