DEMOB PROCEDURES

1. DEMOB PLANNER THAT GOES IN THE IAP:

Open ISUITE custom reports.  Choose Manage saved reports.  Choose the Demob planner report.  Click on the COPY button.  Change both sets of dates in the filter criteria box.  Click on the SAVE button.  If you are a different user you must save the report with a different name.  Click on the PREVIEW button. Click on the envelope button at the top to export the report.  Choose the export format MS Excel (Data only).  Then click OK.  Format options – remove check mark for export Page Header and Page Footer.  Click OK.  Save file as  My documents with a name of demob planner with date.

Close ISuite report. 

Open Saved demob planner document.  Right click on Column A and insert a column.  Right click on Row 1 and insert a row.  Repeat this step 5 times. 

Align columns with the data that is in the column.  Right click at the top of columns and delete any that contain no data.

Name Columns above you first row of data as follows:

REQ#, NAME, JOB, HOME UNIT, TVL, JET PORT, CITY, ST, TVL DATE

Right click on row to insert a row to separate dates.
At the top of the form Merge one row of columns by clicking, holding and dragging across. Right click and choose format cells.  Click on the alignment button and check Merge cells under the text control.  Title the Report Demob Planner.  Repeat the procedure to Merge cells for the second line and title it TEXAS Winter Fires 2008.

At the bottom of the report repeat the merge cell procedure and type message to contact demob.  Repeat the procedure again and type the air travel message.  Please see the document in the IAP.   
After the changes have been made it must be saved and put on a jump drive to transfer the document to the shared drive.  
