
 

PATROL GAP CALCULATOR 

PROCESS 

 
 

Step 1: Ensure your club patrol roster and groups are up-to-date in Surfguard 

Step 2: Save all attachments from email: 

- PGC Report Template Member DataV3.0.xml 

- PGC Report Template Patrol Teams V3.0.xml 

- SLSQ Patrol Gap Calculator V3.0.xlsx 

Step 3: Log into Surfguard and complete following path 

Reports > Custom Reports > Custom Reports 

 

Step 4: Click “Choose File” and then select the previously saved “PGC Report Template Member 

Data” once selected click “Go” 

 

Step 5: Scroll to the bottom of the page and select “Download as CSV” then click “Display Report” 

 

 

Step 6: Click on the “Please click here to display results file” link and open document 

  



Step 7: Highlight Rows 1 to 4 by clicking and dragging from Rows 1-4 on left hand side 

 

Step 8: Right click within highlighted area and select “Delete” 

 

Step 9:  Click the blank box located above 1 and to the left of A to highlight the whole spreadsheet 

 

Step 10: Copy this data 

Step 11: Go to the SLSQ Patrol Gap Calculator V3.0 Document and select the “Surfguard Data Tab” at 

the bottom of the page. 

 

Step 12: Select Cell A1 and “Paste” 

 



Step 13: Go to the “Pivot Table 1” Tab 

Step 14: In the ribbon at the top of the page select “Options” or “Analyze” and then “Refresh” 

 

Step 15: Go to “Pivot Table 2” and repeat Step 14 

Step 16: Complete Steps 3 to 8 using the “PGC Report Template Patrol Teams” from attachment 

Step 17: Click the blank box located above 1 and to the left of A to highlight the whole spreadsheet 

ensure “Home” is selected in ribbon and then select “Sort & Filter” and select “Custom Sort”. 

 

Step 18: Select “Sort by” then “Team Name” and “OK” 

 

  



Step 19: Copy “Member ID” for members in first patrol group and paste into “Patrol Group 1” tab in 

SLSQ Patrol Gap Caluator V2.0 

 

  

 

Step 20: Repeat Step 19 for all Patrol Groups 

- You can change the Patrol Group Name Tab by double clickingthe tab to highlight the text 

and also update in Cell A1. 

 

Step 21: allocate how many patrol teams you have 

- On the patrol overview page in cell A5 you need to change to number ‘10’ to the number of 

patrol teams the club has.  

 


