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1. Now that you are logged into the system, you will
see your user name in the menu options at the top of
the page, as well as in the welcome back message.
Here, you will also see a summary of your

rofile information. ’ i
P {E Welcome back John Doe ——

f'_ A summary of your user profile is shown below, you may edit your profile 1o add aditional i
§ registered email agdress, privacy seftings, notification oplions, and your password at any
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2. Click the view my profile button, found at the bottom
of the page, to change or view your profile information.
It is a good idea to view and update this information

5
. . s cYou can viewiedit your profile at any time:
periodically to ensure it is correct and up to date. ;:’ |ﬁﬁ
g

b
T i it . el o g et o e,

3
5
:. Please be sure to check your profile from time to time and ensure that we have

3. Once inside the view my profile page, you will see a
detailed summary screen of your information. To add ]
information as a new member or to edit the information Wi
you have already entered into the system, click edit.

John Doe *
Member Since: May 2151 2009

Last Online: Septernber 181h 2009

Assigned Categories: nong

.-:Hili‘bid SAR Personnel: John Do - 9110
; bog awt] wview dubete |

% Registered Email 577 Kingston Rd
{ Phone: Toronto ON
r Canada MJE 1R3
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4. In the User Profile Management page you can verify j;
and edit the information associated with your profile. ¥
-,
({:
by Basic Information
{; Username: H
< S Fassword: H Re.tvpe Password

a) If this is your first time logging in, we reccommend < - Basic Information
you change your password from the one you were

assigned to ensure the security of your account.
In the Basic Information section, type your new
password in both the Password and Re-type
Password text fields. Pick something that you will
remember and make sure you type the same
password into both boxes.

Username: B

User ID: jdoe

Password: B Re-type Password

NP o
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‘1}. update
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b) Next, ensure the email address in the Email field ~Basicinformation—————— ¢
is the address where you wish to receive notifications Username:
from the system. This email can be any address you User ID: jdoe

would like and does not have to be a CCGA address. ol dA

AR A

Leava both fields blank to keep the current password,

Email:
|i_dee2009@gmail.com |

A

c) Once you have filled in the password and email
information, press the update button to save the
information you have entered into the system. Each
given area on this page can be updated individually

in the same way.
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5. The next section of the page deals with personal
Contact Information. Most of the information in this
section is optional and it is up to you how much or
how little you put into the system

a) Enter information by typing it into the appropriate
boxes. You can fill in phone numbers, mailing
address, company, fax number, etc. Here you can
also select with whom you share your personal
contact information. Check the applicable boxes

to indicate who is authorized to view your profile.

b) Press update at the bottom of this section when
you have finished entering your information.

G SAR Management System (SMS)
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3 Contact Information _
y Name (ﬁF'ST middie; 1ast)

»] [John | [Doe |
s

Company Title

Mailing Address

"';- Address
CRAPGAsaIg R, e st sttt A b AR g el gt d

-+ - Contact information
ED Hame (first, middie, last)

=] [sonn ] [Doe ]

%l““”“"“ 1 |

Mailing Address

Armas

577 Kingston Rd

s | |4 Fax ] Private
|5 URL ] Private

¢ | |8 Email v Private

i Selected Privacy Categories: B

i Arctic CJ Board Member [ CCGA Member
O District 1 O District 2 O District 3

% | | O pistrict 4 [ District § O oistrict 6

] District 7 [ District & O oTc
J‘ General Public [ Staff [ unit Leaders

b
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6. In the optional Portrait Photo section, you can input
a photo to appear on your profile. Many people use

¥ —Portrait Photo (optional)

: A porirail photo is optional
their CCGA ID photos, but you may use any photo Portrait
you like.
N it gne sl AR PV e e 8 tete
a) Press the Browse button to open your computer «—Portrait Photo (optional)
browser. A portrait photo is optional
3 Portrait
3| Browge..
) [ G
B Y I I T
b) Locate and select the photo file you would like _QuickTime Player E]New Microsoft Office Word
to upload onto your profile. Photo files with the i i g s cad 2087 Ero i
! i . _reng sessiond E'I_1Ralph.dncx
designation .jpg are best. Once you have selected  Flash Examples [ Ralph.jpg
a picture, press Open. q m G

c) Next press one of the update buttons located on

the page. Pressing any of the update buttons will o I Subscribe to Press Rel

. . 1 L1 Subscribe to Press Releases
update gnd save all the mformatlon you have g Subscribe o receive press releases by email,
entered into the User Profile Management page. ;
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7. Once the page has updated, select your username fvants Calendar SMS Menu
(e.g. jdoe) from the menu bar at the top of the page
and then select my profile from the drop-down menu.

8. This will take you back to the summary screen
where you can view your newly updated photo and
profile information.

' JOHN DOE
| Member Since: January 21st 2009 I * I

Last Online: Fabruary Tth 2009

| Assigned Categories:

M Related | SAR Personnel: JOHN DOE - 20w
i‘ tog cut| wdit| dulate
[§ Contact Details
!E‘Ragislarod Email office@ccga-ca.ca 60 AUXILIARY RD
4 Phone: 000-000.0000 GRIMSBY ON

Tl A P e e CA0ACALIMART e b o,

¢ JOHN DOE I * I

SAR Profile / Photo ID

4
Member Since: January 21sl 2009
5 Last Online: February Tth 2009

1. To add a photo to your SAR profile, click on your ;l -
name beside SAR Personnel. This will bring you to | Retatad
your SAR Profile. 1 Jogoun| adn| duletel

f Contact Details

{| Registered Email. office@ccga-ca.ca 50 AUXILIARY RD.
| Phone: 000.000.0000 GRIMSBY ON

“\w&.#\ anell® gt ##—Wﬂw“\m

ngsigned_(‘.'nwgurles: "

| SR Personnel [JOHH DOE]: 240ee

=
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2. Select the name tab (e.g. John Doe) from the menu pteact | & on1.ramminn-cccacare |G
at the top of the page and select edit under Personnel "

. . !}- Parsonnel Profile Forms
Profile heading. S Luewprotie Acthaey form
Fy [ il ]
1 % =ms
f; cinims
% CETE
g iog
__J’ Tl Vi
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3. Under the ID Portrait heading press the Browse . [
button to open your computer browser. Select the l?
appropriate file from within your computer. Please note i

this picture will be used for your CCGA ID, therefore it iy
must be a clear head shot.

yer WEFew Microsalt Office Word [
E;]Mtw\'.’ari 2007 Document.d

no (e
photo : ek ;
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4. Press update at the bottom of the page. * ~News Optians-

.,

| [ Subscribe to Press Releases
14 Subscribe fo recelve press rejeases by emall
!

(LS

& \-’-*.‘.-ﬂn—*‘,#.‘_ J—--.-l.\Mﬂ’

Missions
Ay Lind (

Mission
Ao Lind ()

5. Once the page loads, your picture will appear in
your SAR Personnel profile. To request a Membership
ID card click the Request ID button under the photo.
This will send an automatic request to the office to
issue a CCGA ID card.

{\.,__.-\_ﬂ"-\_ﬁ__,._‘-hmﬂ*
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Menus & Help

1. If you move your cursor over SMS Menu at the top
of the page, you will see a drop-down menu. This and
other drop-down menus found in the system will help
you quickly access various things, for example the
claim form, the cert form and the main menu. Selecting
the main menu option will bring you to the main

menu page.

2. Once in the main menu page you will see a

number of headings. These include your name

(e.g. John Doe) and your unit name (eg. 240 GAMRU).
From these headings you can access many different
sections of the system. We will deal more closely with
these menus in another section.

3. To demonstrate some of the help menus found in
the system, we will go into the Claim form section by
clicking Claim form under the name heading (e.g.
John Doe).

SAR Management System (SMS)

Q) Search 240 Gr.ram%\dorm DOE
4 - ‘\

’? Personnel Profile Forms
F

£ | view profile Actiity form Claim form
¢ | signofl items Cent form
s

i claims

1 lcens

i,

< llog

>
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: Forms

5 Activity form

Cert form
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4. For this example we will use the travel claim form.

From the list of claim form types, select the type of
travel claim you would like to make.

5. Once inside the travel claim form you will notice a
help heading. Additional information about this form
can be accessed by clicking on the help button

located throughout all the forms found in the system.

6. Selecting help will bring you into the help menu.
Similar to the help menus found in most computer
software, this menu can help you find information
for all aspects of the system.

a) Use the index button at the top left of the page
to access a variety of topics related to the system.

b) Use the search button also located at the top
left of this page to search for information relating
to the topic you wish to know more about.

SAR Management System (SMS)

[
Select Claim Type

F Claim Type Description

Admin/Service Supplias) Administrative Supplies Claim (Managers & Staff)
| Claim for Travel & Expenses for province af Alberta
l:Ialm for Travel & Expenses for province of Manitoba
| Claim for Travel & Expenses for province of Munavut
CipirndomT e & EXoergs o royinse s Nai s

Gel general help abaut how to fill ot this form cormecthy Help for the
fields on the form is avalable by choking on the |7 | links located rear the
il

h fedd.

{
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—'l General
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212 News SMS Claims
= Content Table of Contents
-—)Pnutaﬁalla'r 1.attachments Claim Attached Images
Al it an i, ol S N il SRS Lyl g

:’ indax) ‘I
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| ' Content Table of Contents
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7. Back at the claim form page, you can also access
help information specific to each section by clicking
on the blue question marks that appear throughout
the form. These question marks will bring you to

information pertinent to the given section of the form.

These blue question marks can be found on every
form in the system.

SAR Management System (SMS)

Number: B

Request. New
| Approval Not Approved

Person: B

4 240-GAMRU = JOHN DOE
Start Date/Time: End Date/Time: B
}f:] Session Start (=] session End

)_)Februarr * 7 » 2009« 8 ~:00~ February =~ 7 - 2009
Requested Information; B

SAR Management System (SMS) 4]
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SMS: MEMBERS

Message Centre

1. Within the drop-down menu under the username
tab (e.g. jdoe) at the top of the page is the message
centre button. Click this button to get to your message
centre page.

2. Once inside your Message Centre page, you

will see numbers representing the Total number of
messages, number of messages Read, UnRead,
and Saved. As you receive messages from the SMS
system they will appear here. You will also be notified
about new messages on the Welcome Back page
when you first login.

3. When you are going through the system, you will
notice that there are generally two types of coloured
text. Black text and blue text. When there are words
written in blue it means that they are a live link to
another section of the system. Clicking on your
username (e.g. jdoe) will bring you to your profile. You
will encounter these live links throughout the system.

SAR Management System (SMS)

o Gallery Events Calendar 5MS Menu Safety »jdoe
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SMS: MEMBERS

Personal Log

1. From the Main Menu page, select log from the
options within the name tab (e.g. John Doe). The Log
is a place where activities are recorded, much like a
vessel log. Whenever there is a tasking-related form
submitted by your Coxswain or Training Officer, it will

appear in your Log.

2. Looking at this log, you will see Date, Source,
Description and Hours information displayed for each
entry. The activities represented in your log cover a
wide variety of tasks from training to incidents. Much
of this log is populated automatically through forms
submitted by your Unit Leader and Training officer.

3. To create a log entry yourself, click the new entry
button located at the bottom of the Log page. This will
take you to the Training Log Entry form.

SAR Management System (SMS)

ik

*

i Search # 911-Admin Unit - CCGA CAHG | Jobhn Doa e

Personnel Profile Farms
view profile Activity form Claim form
signoff items Cert form
claims

| cents
Tog

unit Tview

P o e e
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j'_-)g for RALPH FITZGERALD - s

Descrption:
Complate Training Item 02 05 Cold Waler Survival
SgralT. PETIR DRAmam

February 3rd, 2000 4 log

Complete Train e 0204 amd Al
bl ining Wisiblity Signalng

Complats Training ltem: 02 03 Protechion
Bgeetr. PETIR RN

Sy,
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4. In the Training Log Entry form, fill in the Date

and give a brief description in the Description field.

The Achievement, Iltem Completed and Level
Attained fields are updated by your Unit Leader or
Training Officer when an applicable activity is
completed. You cannot use these options when
entering a personal log as a member. When you
are finished entering your information, press
update to view your newly updated log.

SAR Management System (SMS)

“raining Log Entry

%

Fosed " omerpiord
32 pate

SFehmar_f * 7 « 2009

Achievement: § Item Completed [ Level Attained
S nfa v no self sign-off no sedf sign-off
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SMS: MEMBERS

Claim Form fSearch  0GAMRU  JOHNDOE =
>
} Personnel Profile Forms
5| view profile Activity form |Crumﬁm
1. From the main menu select Claim form from the |1 Mok taze
options within the name tab (e.g. John Doe). This is e
the form to use when claiming expenses that come ¢l g
from activities outside of your unit’s operations, travel Sl
expenses, meal expenses, hotel expenses, etc. A e it g b b, et st gy L
2. WiFhin the Claim form section of the system, there ‘Select Claim Type
are different types of forms you can choose from. You ] ' o
will find many similarities between the various types 5 Adninistrative Supplies Ciaim (Managers & Staff)
of forms in the system. ’i:’ ALEERTATRAVEL] | | Claim for Travel & Expenses for province of Alberta
i | MANITORA TRAVEL) Claim for Travel & Expenses for province of Manitoba
;'-' | HUNAVUT TRAVEL Claim far Travel & Expenses far province of Nunavut
a) The Administrative Supplies Claim form is used [y | SEEIENE G R Trye £ Epevisis for [rone8 DENVET
) PP “l guanaamavey) o wl Gairpor Lavel SENRNSESION H0YIOHROLANGNIG, sands®.

most frequently by people operating at the district
level. For example, if the District Director or the
Training Coordinator had expenses related to their

district such as training materials, they would select ,Select Claim Type
this type of form.
AdminfService Supplies] | Administrative Supplies Claim (Managers & Staff)
‘Q ALBERTA TRAVEL] Claim for Travel & Expenses for province of Alberta
b) Typically, as a general member, you will use the 5 Craim for Travel & Expenses for province of Manitoba

Travel claim form. Click the Travel button to access S [PRMERERRRGE, g Ciam for Travel & Expenses for province of Nk
. HWT TRAVEL) Claim for Travel & Expenses for province of NwT

this form. If you have the option of selecting a N Qupasio Tagustlwe~. | Sl (a7 el Su:qegges for grodince of Ol e,
Province specific form, do so. - =

R
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3. Start by filling in the Claim Title. Type the title
into the provided text box. It is up to you to find an
appropriate title for the claim you are filling out.

4. Some information on this form is automatically
generated based on your profile information.

Your Name and Unit for example. If this information
is already correct, you do not need to make

any changes.

a) If the information automatically generated is not
correct, you can change the Unit and name of the
Person for whom this claim is being entered using
the drop-down menus. This feature can also be
used if you are entering a claim on behalf of
another member. Select the unit to which the
person belongs to from the Unit drop-down menu
on the left.

b) Next, select their name from the Person drop-
down menu on the right. You will notice that once
you have selected a unit, the names in the Name
drop-down menu will all be members from the
selected Unit.

Kl SAR Management System (SMS)

foammoed e ]
| ] Request New
- Approval: Not
Munit: Person:
¢ 240-GAMRU | JOHN DOE

% =] session starnt

i\ February = 7 ~ 2009 ~ 9 ~-00 -
¥

PATROLTASKING #

Parson: E

End Date/Time: B
=] session End
February = 7 = 2009 - 9

Y

o

P LT TR LV S W

-

7
24-GAMRL

Bl

JOHN DOE -

10-The Eacape

131-Fancy Cance

D Ld

=] session End

138-Diirt W ated Fox

February =~ 7 = 2008 » 9 =00 =

145-MS Vikang

161-HBRU

EETIE

NG #

167-Modning Star

Km

i e L I T T

Person: B

SAR Management System (SMS) JEE]



5. To enter the Start Date/Time and End Date/Time of g Start DateTime: 7] End Date/Time:
the session, use either the drop-down menus or press gl F sessonéng
the Calendar button located at the top left of the Start $ Swter ] 7yl 202 g 16 0

Date/Time and End Date/Time boxes. I Y S p——— R e T S Iy

a) The calendar button will open a new calendar @ [ ————— e j‘ e
window where you can select the month and day by { 4 November 2009 { & November 2009 »
scrolling through the months with the arrows and . SMTWTEF S L SMTWTEFS
clicking on the appropriate date. 1:2 %2 4 561 Y 123456712

J BlURLBM 2 BowuZBM

7 lsle118102021 ; sz

N 2232425262728 N, 22232425262728

S 2312345 < 3012345

~ P e, NLME \\_ )

s A e N T Y T A Y

6. The PATROL/TASKING # will be given to you. It
will correspond to the activity in which you took part.
If, for example, you took a training course, you would
be given a number that is associated with that course.
Enter this number into the text field.

Requested Information:

LB SAR Management System (SMS) SAR Management System (SMS) [X|



7. In the Travel & Expenses section of the form you
will enter your Total Mileage, Accommodations and
Accommodations Rate into the text fields. Leave any
fields that don’t apply blank.

Travel and Expenses: @
{actual) Total Mileage|

Accommodations|
{actual) Accommodations Rate| 4

et b g™

8. In the Meals section, enter the number of times you =
ate Breakfast, Lunch and Dinner. % Breakfast| # of

3

Lunch| & of

Dinner| # of

9. In the Other Expenses section, enter any other fees ! Other Expenses
you incurred. You can, for example, enter the Event Event Fee(s)| g

Fee and any other fees. Be sure to include the type ‘; |_ Is
of expense in the field on the left and the total cost in Q |$
the field on the right. oy i $
5 §
K
[ emcateatiete. md‘-m#‘s“"‘\-—ﬂﬂ-‘
10. In the Attachments section you must upload attachments: @
scanned copies of receipts for other expenses e Soans (PG, GIF, GrIINS) Grresits and supparing documeniation & appropensle
you incurred. f’ =
r;f::!:
‘-.! B

R i S PR mmw-ﬂm
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j“, attachments: B

a) Scan your receipts or other supporting .
documentation from your travels. :{;Emeamscm (PG, GIF, or PNG) of receipls and supporting documentahon as appropernate
B | Fie:
‘;—, Browse
b) Similarly to uploading a picture to your profile, ;3,5”3' —
select Browse and locate the file you wish to upload ;’},;Fﬂe.

within your computer. Photo files with the Y

designation .jpg are best.

c) Once you have located the file you wish to upload i ST Pl Mool O e
. ‘.gng sessionl 3] New Word 2007 Document.d

click Open. seng session? {21) Ralph.docx
L Flash Examples &= Ralphjpg I
P ] '
L . .
iohipg v |l Fles x|
¢ SCE

11. Use the Description section to include any other
information pertaining to your claim. This could include
what you were attending and why. There is no limit on
the amount of information you can put in this field.

12. To learn how to submit this form and all types of
forms in this system, please read the next section:

Saving / Updating / Submitting Forms.

LY%8 SAR Management System (SMS) SAR Management System (SMS) ]
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- L] L] L] ( - B
SaVIng I Updatlng I SmeIttlng Forms ;‘ e Checking the box indicates that this form is complele and
o | ) Mark Complete ormation & compiele and accurate- Yoy wh ot be 30
o . y | changes to the form once it has been marked complete.
1. If you have entered all possible information into the 5
given form, but there are still outstanding pieces of R

. . . T A, —_— st IRt it i, et
information you have yet to put into the form, you can AP SVl Sl

save the current form by clicking on the Update button.
This will save the form, but it will not be submitted as

long as you have not checked the Mark Complete box. g
. [ caim upaatea
¢
S
*; Your ¢laim contains errorsfomissions
2. When you select the Update button the system
. : . e cio
will automatically check to make sure that all the S 2 Stant datefime must proceed ent datoing
information you provided is logical and properly P amtn it e A A sttt e g g )

entered. If there are any errors found in the form,

you will not be able to save or submit it. The system
will however notify you of the errors it recognized. ] Form complete: B
The errors you made will be listed at the top of the 4

Jl Travel: video training #159 ¢——
(| For: JOHN DOE - 2se

L 5 Mark Complete '?ec AURILARY RO
form giving you the chance to go back and make e o 24507
corrections as necessary. 3 { Ditrit 2 Zone: JRGC SAR Area 168, U 240-GALRU
A %
= .: Times Fedo 61h: 2000, 100 - 16,00
3| Durntion | & newrs

3. Adjust the information accordingly on the form and

| Breakdast | 151370
then scroll to the bottom of the page and select Update = —
once again. If the errors have been corrected, you will Jrowuem Tz
see that your form has successfully been updated in TR A e e b

the system. The information you entered will be listed
once again, as well as any calculations involved in
the form.

SAR Management System (SMS) SAR Management System (SMS) x4



4. To view all your claims, from the Main Menu
select My Profile and click.

5. When the My Profile screen comes up, select
Claims from the first column.

6. This will allow you to see all the claims you
have submitted or that you are working on. If your
claim has yet to be completed and submitted you
will have the option of editing it. To enter the form
select edit.

7. Once you have fully completed the form and there
are no found errors, you can check the Mark Complete
box. Clicking this box indicates that you have
completed the form to the best of your ability and

that all the information is complete and accurate.

SAR Management System (SMS)

pvents Calendar S5SMS Menu Safety

g;’ " Search  240.GAMRU  JOHN DOE t—————

.

L Personnel Profile Forms

51 | view profile Activity form

‘3 signoflitems

} claim@ -|

4 cerls

bl

TPt a Pt il s il dp s, e sl

ff John Doe Claims
-?;h Date: Claim: Status:
§ | sdw) dalees) wiaw)| September 2nd, 2009 l(h) |Open
‘;e %«m.] view) | May 21st, 2009 (0h) | Open
%
T g AP R e T
Wl Form Complete:
! Checking the box indicates
(---._ ark Complete the all information is complg
; % !EE complete.
$
i

LTI SR SR P
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8. Once again, select Update to update and submit
this form to the system. This will bring you to a
summary of the information entered. Scrolling down
the page you will find the Signoff section of the form.

9. To sign off on this form press the Authorize button
to digitally sign the form and verify its accuracy.

10. You will now see yet another updated version of
the information including an updated Signoff section.
Once you have digitally signed the form, it will be
passed onto the SAR activity Coordinator and then to
your District Director for their digital authorization.
Then it will come to the office for final authorization.

SAR Management System (SMS)

Checking the box indicates
the all information is complg
complete.

M

i

7~ Signoff: Pending: District Director #———

Created by. JOHN DOE
jY Date Level Action Person Flags Notes
% | Febewary Tih. 2093) CCGA Member | Signed| JOHN DOE

-? Pending

District Director

Pendirg

Auth/Payment

Pending Authorization: District Director
RRtE SN TR T STV eI I g
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SMS: MEMBERS

Certification FOrm %3; Search # 917-Admin Unit - CCGA CA HQ John Doe .“‘—"—_
3:}' Personnel Profile Forms
1. To access the certification form and to upload \ :';:er'ﬂs:s e Ef,’tmr:,f;m
certifications into the system, go to your name tab ; I!EI*:::SM l
(e.g. John Doe) in the Main Menu and select certs. ¥ Tog \J
e’_‘f unit ovensisw
ij.':w\

e W R TR P N e S S . Mm_.j,w“-

=
2. If this is your first time logging in, or you have yet to S'}

receive any certifications, you will not see any listed on }l ohn Doe Certs

this page. Once you have uploaded a certification into

?.—' None
the system it will appear here.

4 naw C!I‘!]
¢
»

i

R LN W W L SN U Wy YT Bami o i

3. To upload a new certification into the SMS system, "'E.Iohn Doe Certs
.f'j

click the new cert button.

~ None

i
5

o

s R

5]

N ael o et o bt g et e o ot b,
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4. Here you will see a list of various Cert Types. Select ?elect Cert Type '
the type of certification you would like to enter. For g‘
example if you received a Pleasure Craft Operator e

Certificate, you would select the PCOC button. This ‘: G

will bring you to the PCOC Certification Form. | o e i o Firs1 Al thal Incluges CPR must be recentified every year

Firat Al with AED | person has AED must re-cert and do one exercise every 3 months
Jet Baot Gualification |

Jut Bast Qualifcatian |

stor Coura|

:J’-M-ﬁ-—.—_ﬁw b et g, .

5. First fill in the Issued By information. This is a PCOC Cert
group or organization that provided the course and/or
testing for your certificate.

Gel general helo about how to Fll out this form correctly. Help for the
al fiekds on the form is avaldable by cicking on the E nks: localed near he
imiss of sach feld.

6. If there is an identification number associated with
the course you took, enter it into the Number field.

Z8 SAR Management System (SMS) SAR Management System (SMS) [}



7. Enter the date you were issued the certification in
the Effective Date field. You can use either the drop
down menus or the calendar methods to enter this
date. (See Claim Form, Step 5 for more information.)

8. In the Attachments section you must upload a
scanned version of your certificate into the system
through the Certificate Images section of this form.

a) Once you have scanned the certificate into the
computer, select Browse and locate the image file.
Photo files with the designation .jpg are best.

b) Once you have located and selected the file,
click Open. You may do this numerous times if
there are multiple pages or documents.

9. Include any additional information about this
certification in the Notes/Restrictions section of
the form. You may type as much as you like into
the text field.

SAR Management System (SMS)

Effective Date: B

Y [september 3 T3] 2009 |

Certificate Image:: B
Attach scans (JPG, GIF, or PNG) of certificates/documentation as af

File:
.-.-Iu-qn.-...ﬂ_..-ga BB e g

[§ Certificate iImages: B
y Attach scans (JPG, GIF, or PNG) of certificalesdocumentation as appropenale

[ iTunes as | streamMEDIA
(A Microsoft Office - 60 Day Trial | Linksys.ta
>+ [# Moszilla Firefox Hlogo.ai
(A} QuickTime Player #21] New Microsoft Office Word {
& 1 eng sessionl &) New Word 2007 Document.
{_, L. eng session2 1| Ralph.docx
/7 L Flash Bamples =& |=Ralphjpg |
3\ ] 1 ] 0
f
*-'\_‘ Ralph jpg - [H Fles -j
F :
S [ Concel |
) |
e —w =y v e — !
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10. To complete this form follow the standard steps
involved in submitting a form. These steps are
outlined in the Submitting Forms section and are
standard to all forms in the system.

11. Once certifications have been properly uploaded
and approved by all necessary levels, they will
appear on the main certs page, accessible from

the Main Menu.

SAR Management System (SMS)

Form Complete: B

Fd

Checking the box indicates that this form is comple
Check the box only when you are confident the all
‘You will not be able to make further changes to the

;! [E]] Mark Complete
¢

=7

I R T g e g Y

mtangerd e el g T

Cert Administration
(dit| view] | February 15th, 2008 | never e ] SAR Instructor Course Current
wnia
ﬁl wien| | FEDruary 10th, 2008 | February 10th, o] First Aid with CPR #n/a Current
2011

=die| view|| January 26th, 2008 | January 261h, 2013 o] SAR Ops Course Current
mdit| view]| | MOvember 4th, 2007 | never ) DSC #150 431 FIT g:chg:
Jmdic] whew] | April 11th, 2007 never o) ROC #004 412 FIT Current
g[ view| | April 1st, 2007 never B OCC Evaluator Course Current

W o SR P TP Ay (S B S S
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SMS: MEMBERS

Activity Form

1. Many of the activities you are involved in (incident
reports, training sessions, etc.) will be recorded in the
system by your unit leaders. You may also submit

an activity form yourself for something you have
accomplished. To access this form, select activity form,
listed under your name tab (e.g. John Doe) on the
Main Menu page.

2. You will now see a list of possible Activity Types.
Select the type of activity you wish to submit into the
system. For example if you wish to submit time you
did performing vessel maintenance, select the Vessel
Maintenance button.

3. Activity forms, similar to other forms you will
encounter in the system, are divided into sections.
Start by filling in the Activity Title field with the type of
activity you performed. (e.g. Changed Engine Oil.)

m SAR Management System (SMS)

b2 ==
q:;:sea.;n # 911-Admin Unit - CCCA CA HQ | John Doe | —
&
\'\. Personnel Profile FoOrms
__‘f view profile | Activity form ] | claim form
w | signoffitems [ Cent form
g) claims
¢ cens
i’\e log
g
>
3

unit ovenview

N salin, et A e, A i il i, T el ol

I'Select Activity Type ———

‘I' Activity Type Description

Q._._m-mhh-l Mestings eic

Boating safety display, PCCC checks eic

£ | | {Peot for CoWTSES OF training)

}. Commaity Evist - Primesss ol Aa | | Hon baating salety pubic relations sctvities (Mall displays, community events efe )

'f; Baaba Sadety Evant]

| Memdraiuing 1 Fundrais: na_mn'.s_l,u_nclm PR acivies whene p1ma’:.:.f0(us is Tundras singh
_': Epeiial Even FESUvAILLAMTY DOAL AN SONET ACIMDES INAONING USS Of SAS va34ae Of IS Walsr,
7| TEST : Training Activity] TEST OHLY DO NOT USE

T TrsisgCumres Duvalipmant| Development work Tor braining standarcs. curriouium, and programs.
11 Al vessel mantenance acibies
S e o s st ot o b | P s . Al gttt e p,

Activity Report: Vessel Maintenance

Get general helo about hew B0 Ml out this form comecily. Helo for B
ndeadual felds on the form s avadabie by chckng on the E nks localed near the
tiles of each feid

Activity Title: B
éflﬁhangngngmg Qil

TR T F T
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4. Enter the Session Start and Session End into the stant Datermime: B stan Date/mme: B
Start Time/Date and End Time/Date sections using yom
either the drop-down menus or the calendar method.
(See Claim Form step 5 for more information.)

‘f‘mmmwn-mum

- |Oher Assatinvolved |
b | Other Asset Involvad |

5. The Unit(s) and Vessel(s) information will be
automatically generated by the system. If you need to
change this information for any reason, you may do so.

a) Select the Unit for which you performed the Vessel *‘ Requested Information:

Maintenance from the drop-down menu on the left. B Dpc~rinti~o

b) You will now notice all the vessels that belong to
the unit you selected will appear in the drop-down

menu on the right. Select the vessel(s) involved in y
the maintenance you performed. !

[Other Assetlnvalved | v
Other Asset Involved | v

6. In the Description section you may include F Raguested information: Kl

information that pertains to the activity you are logging. & Description: B
In this case perhaps the specifics of the maintenance §
you performed. )

SRRSO BN o s s P

YA SAR Management System (SMS) SAR Management System (SMS) Je¥]
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7. In the Attendance section of the form you will

see the names of the members from the unit that

you selected above. Here you can select the names
of the people involved in the activity. You do not need
to select any other names if you were the only

person involved.

8. Follow the standard form submission steps to
complete this form. These steps are outlined in
the Saving / Updating / Submitting Forms section
and are standard to all forms in the system.

SAR Management System (SMS)

‘Personnel: 240-CGAMRU
TERRY ROSSI [J ERIC TAYLOR [J BRENT GORZYNSKI

%0 MICHAEL DIETL O ALLAN PLATT [ DAVE BEDARD

0] GLEN ALLISON O LLOYD TAYLOR [0 THOMAS FARR
{‘CI RANDY HELGET ] MICHAEL SMITH [ TERRY VANANDEL
:ﬂ{—l RALPH FITZGERALD |§ EEN EWART I ] EDVAN (ED) COOK

[ BEMJAMIN L. UPPER N ASPDEN [ ROBERT BERRY

[ SEAN COFFEY [ MIKE SPENCER ] DEREK LEMSTRA
£ T ANDREW KITHEY [ KYLE RUSSELL 0 MARIS MARTINSON
NABORLEROAD vy s Ay bl BEIGHSGOEIRLCLIN il b RAMM SREWE, i s )

Farm Complete: B

— Checking the box indicates that this form is comple
¢ E]' Mark Complele Check the box only when you are confident the all

You will not be able to make further changes to the

N I T e aa TR "y

ST
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SMS: MEMBERS

. . ;
Unit Overview 0 osoren [ R e 0

Z

'{. Administration Operations Reports

e aveniew Incident queue AcUvity summarny
1. To find information relating to your unit, access your L pinding kamy incident summary

. . 3 FECENT aChWVITY mission distance

unit tab (eg. 240-GAMRU) from the Main Menu. There ¥ suale Wems asset map
are a number of selections you can make in this menu. ::ﬂm

4

2. Selecting overview will bring you to an overview ( £ semch ||| 1240~ GAMRL| 2 jobo Do

of your unit. You will find information such as contact I 1

. . T . . . 3 4] i R

information, statistics about the unit, assets, incident S fovenen et guees acemy somaury
H H [ pending items Incident summary

queue and personnel. Cllc!qng.on any plue text g et e

will bring you to more detailed information on the 3 stale fems mseLmap

H H f_ trend
given topic. < it

3. The incident queue is where you can access

R T T R R T

T B i g g5 i g D e g, A T, o AN i .l

2 Sharch 240 - GAMRL | L |ohn Dow

: . . e b
up-to-date information about taskings and missions K administration Operations Reports
that your Unit haS been on. ’i aveniew Il ::;::;T;:? 1‘:,} Iu:,::::t‘:;:::
5 FECENT ACTUAATY mission distance
z stabe items assat map
{ trend
’? year-end

I e R T A e T p—
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4. If you select recent activity, you can access a large

. . A . . & | ~ GAMA i
amount of information. This includes information about sewch | [CRRN] » 1o o0

Training Exercises, Classroom Sessions, Courses, Administration Operations Reports
L. o aveniew Inndeﬂl queue ACTNATY SUmmary
Missions, Requests and Activities. items incident summary
recent activityjj,, |mission distance
Tstale ltems vl Tasset map
trend
year-end

o e N PP P e P

i, i, i et

5. In the Recent Activty page you can also see the
status of these events. The designation Closed
indicates that the logged information has gone

Activity:

dulsse] ien|| January 5th, 2008 | liScaning documents for SMS (12h)
Tecit] deimta] Wied]| December Gin, 2006 B5MS image processing for HO (District 1) (2h) L
:':ml daluea] [vinsl]| December 6ih, 2008 B 515 Updating Activity Reports from 503 log. (2.50

through all the necessary stages of authorization ! i ]| Noverber 250 2008 | [JSWE mage proceasing or Ha DEOKL 1) ()
in the system. The designation Open indicates {ads] daluta] ]| November 24th, 2008 :sms'mage processing for HQ (Distrct 1) (2 2y |
H H TJedit| duikbe] iew] | November 23rd. 2008 | JISMS image processing for HQ (Distnct 1) (1h)
that the authorization process has not yet started. ;,g, aulsta| wies]| Hovember 22nd. 2008 [|SMS image processing for HQ (District 1) {0 750)
\rhan] alasa] jwhun]| November 22nd, 2008 [lSMS image processing for HQ (District 1) (3h)

e hanatin 200N

_| Sulais| (visn || November 21st, 2005 | lISMS image processing for HO (District 1) (8h)
I.Sl” har “uh u' fn PRI J

6. To view detailed information pertaining to any of the ; ACRE
activities listed in the Recent Activity page, select View Y] | i daniary 51 2000 | Scaning documents fo SUS (120)

; ; P : : Tindis] dalusa| view]| Decemper th, 2008 | lISMS image processing for HO (District 1) (2h) L
beside any of the listed activities. This will allow you to [ Gecemoer 6m 2008 | WSS s G T

view the report from the given activity.

it| delaca| wiss] | November 23ra, 2008 | [ISMS Image processing for HQ (Distrct 1) (1)
Yadic| dwiven] lvins]| Novernber 22nd, 2005, [SHS image processing for HQ (Distnct 1) (0.75h)
.;:ua- delusn| ‘vinw] | Movember 22nd, 2003 [ISMS image processing for HO (District 1) {3h)
wdi| detesa| iws| | November 21st, 2008 | . 2008 | [[JSMS image processing for HQ (Distnct 1) (6N) [
dafomedepmonl oo A 080, ZO0R, ARIS-maR . QOGS S0k L L
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7. The person list is a way to access the gontact 2 s SRR = o oo
information for other personnel in your unit. { '
S Administration Operations Reports
e overiew ncident queue ACThty summary
F pending items ncident summary
\; recent actvity mission distance
] stale items Asser map
\‘ parson kst
ik

L]
personnel time

- parsonal squipmant
[T S S N L SN L S S SR

~

8. In the Personal Equipment section you can view

T . . . %, | 8 Search 240 -BAMALL.| = Jokn Doe

any of the unit’s equipment that is currently being f

loaned to other members. Equipment can include § |fuisnsvatie At o
-~ ovierview incldent queve activity summary

manuals, PFDs, Pagers, etc. b pending items incident summary
\.’ recent acthany mission distance
¥ stale items sl map
i peraon kst
"; address labely
1 personnel lime
‘r- || persong! egquipment
L
1

b WP o~ s aton e, bR, s, g B gy [
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