ONLINE REPORTING
TIPS AND GUIDELINES

The online reporting system has been designed to be as user friendly as possible. The questions asked are intended to get a complete picture of the work the Auxiliaries do for our Veterans. Each year the Program Chairmen have to complete a report to the National organization and that is what the questions are based on. 

When you are entering your information, it is helpful if you read the questions carefully and answer them accordingly. For example, if the question is asking a “number” question like how many members or how many hours, please put this information here and not in the description box. You can include more detail in the description box, but please answer the questions in the appropriate areas.
Here are some important things to remember about reporting your activities:
· Access the reporting system by going to the Department website (vfwauxnc.org), scroll to the bottom of the page and click on PROGRAM REPORTING in the lower right-hand column.  **There is also now a link to the Program reporting across the top Menu on Home page of the website***
· The log in screen will appear

· Every Auxiliary has only one login: it is your Auxiliary number (0000)

· Your password is AUX plus your Auxiliary number (aux0000)

· You do not have to answer all the questions on every report. Just the ones that pertain to information for the event you are reporting. Some questions are required and if you miss one of these, the system will take you back to that question before allowing you to submit the report. 

· ANY ONE can enter reports in the system. It is designed so that anyone from your Auxiliary can enter the report information. So, your program chairman can enter the reports for their program, you can designate one person to enter all the reports for your Auxiliary or the responsibility can be divided. Just be sure that you know who is entering what so the information is not duplicated. 
· Your District President, the Department Program chairman or myself can also help get your reports entered, there are many people available to help you.
· Department Program chairman may enter reports on your behalf when you complete certain promotions or challenges. Consider this a plus.

· When you make your Department contributions, such as to Hospital, Earline Mayberry Scholarship and Health & Happiness, be sure to report this activity. 

· Reports can only be deleted by the chairman (me.) If you make a mistake and enter something incorrectly (such as under the wrong program), just give me a call and I can delete the report so that you can enter the re-enter the report information correctly. I may even be able to help you do this.  (The system was set up this way to prevent reports from being accidentally deleted or removed without prior notice to the Auxiliary.) 

· And the biggest suggestion I can give you: Enter your activities as they happen.  DO NOT wait until April 12th to ty and enter a year’s worth of activities before the system closes on April 15th. You will not get it done. And you will more than likely encounter problems trying to do this. You have 11 months to enter your information. Do not wait until the last minute. 

If you have any questions, or need assistance, do not hesitate to give me a call. I will help in any way I can. Let’s have a great year and show National just how great the members of North Carolina really are. 
Sandra Johnson-Leu, Chairman                                                                                                                  919-906-7592

103 Covered Bridge Rd.                                                                                                           ctrysun@embarqmail.com
Clayton, NC 27520

“Make a Difference for Our Military Families”
