SMS: UNIT LEADER

Unit Leader Summary

1. As a Unit Leader you have access to parts of the
SMS system that allow you to view information
submitted by other members of your unit. There are a
number of report summary pages that can be viewed
from the Main Menu.

2. By selecting incident summary from under the unit
tab (e.g. 240-GAMRU) in the Main Menu you can view
all the incident reports submitted by your unit. In the
incident summary page you can also see where
submitted reports stand in their authorization process.

3. At the top of the incident summary page you can
narrow the amount of information you’re seeing on the
page by selecting all, fiscal, last-fiscal, 12-month, etc.
This will display data that was submitted within the
selected time period.
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4. The various charts and graphs provided on the
incident summary page use data from reports that
have been submitted into the SMS system.

5. Similar to the incident summary page, the activity
summary page allows you to see the data collected by
the activity reports submitted into the SMS system.
Access this page by selecting activity summary from
the unit tab (e.g. 240-GAMRU) in the Main Menu.

6. Once again, you can narrow the amount of
information you're seeing on the page by selecting all,
fiscal, last-fiscal, 12-month, etc. This will display data
that was submitted within the selected time period.
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7. The activity summary page allows you to see
data logged from activities that are not contained
in an incident report. For example vessel
maintenance or administration activity data will
be displayed in the activity summary page.

8. The incident queue will allow you to view the
status of authorization for all incident reports
submitted by your unit. To access this page, select
incident queue from the unit tab (e.g. 240-GAMRU)
in the Main Menu.

9. Here, you can view the status of all incident
reports submitted in the given season. Once
reports have been closed, they will not appear
in the incident queue.

10 As a Unit Leader, you may view the authorization
status of any forms that have been submitted by your
unit. Under the unit tab (e.g. 240-GAMRU) in the Main
Menu select pending items.
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11.Here you can see a summary of anything that still
needs to be authorized by someone. This includes
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3. The training grid is a section of the SMS system
that is of interest to both Unit leaders and training
officers. The training grid can be accessed by
selecting training grid from the unit tab (e.g.
240-GAMRU) in the Main Menu.

4. Within the training grid you can view the level of
training that each member of your unit has achieved
or is in the process of achieving. The percentages
displayed represent the amount of knowledge that
has been achieved and logged into the system
towards a given ranking.

5. You can update information as your unit members
complete training and achieve qualifications by
selecting their name from the list.

6. By selecting the percentage listed under the level
the person is working towards completing, you can
view a list of topics at which a person should be
competent before reaching the given level of
certification.
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7. Clicking on one of the listed topics you will be able
to see information specific to that topic. Displayed will
be skills, knowledge and a method of evaluation.
Once a person has proved they are competent in

all the topics in a given level, they will be deemed

qualified and can start working towards the next level.
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SMS: UNIT LEADER

Vessel Information

1. In addition to the Administration options that are
accessible from a Coxswain SMS account, there are a
number accessible only through a Unit Leader account
including the Vessel Information page. On this page
you can update information on the vessels associated
with your unit. Access the Vessel Information page
from the Main Menu under the unit tab

(e.g. 240-GAMRU).

2. You will now be able to see a list of the vessels
associated with your unit.

3. To edit the information in the system about a given
vessel, select edit.
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4. This form will allow you to see the information
currently associated with the vessel and allow you

to make changes as necessary. Use the various
drop-down menus and text fields to adjust any
information that is no longer up-to-date. It is important
to maintain up-to-date information in this section as
the data within this page is automatically filled into
other forms as needed.

5. Once you have completed any updates or changes
on this page, select update at the bottom of the page.

Marking a Vessel In / Out of Service
for the Season

1. To mark your Vessel in or out of service for the
season, access the unit tab (e.g. 240-GAMRU) and
select Vessels from the Administration list. This will
bring you to a listing of all vessels associated with
your unit.

2. If you are marking the vessel in service for the
season, click the mark in service button.
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3. If you are marking the vessel out of service for the
season, click the mark out of service button.

4. A pop up box will appear. Use the up / down arrows
to select the times / dates that you plan to have the
vessel out of service and when it is expected to return.
Once you have changed the dates, click Mark Out of
Service. That date will be recorded and saved.
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SMS: UNIT LEADER

Personnel Records Assign Rights

1. As a Unit Leader, you can also edit the information
and rankings of the personnel in your unit. To edit and
view information about the personnel in your unit,
select personnel from the unit tab (e.g. 240-GAMRU)

in the Main Menu.

2. Here you will see a list of the personnel currently
associated with your unit. To edit the information
associated with a given member, select the edit
button located beside the member’s name.

3. On this page you can also change the member’s
role in the unit. Some of the information about a given
person will be entered into the system by the office
when they first become a member. This information
will automatically be accessible to their unit’s leader
via this page.
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4. You may select the level of the given member in the
Unit Roles section - Coxswain, Deputy Unit Leader,

UPO or UTC - by checking the appropriate box.
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6. If there are any additional notes about the member
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into the Notes section of this page. There is no limit to
the amount of text you can type in this text field.
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7. Once you have updated the necessary information
on the page, select update at the bottom of the page
to submit and save the information entered. }
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SMS: UNIT LEADER

Updating Certifications for
Unit Members

1. To update the certifications for a member of your unit,
select personnel from the unit tab (e.g. 240-GAMRU.)

2. Select the member whose certification is being
updated by clicking on their name. This will load their
SAR Profile on the screen. It will also change the tab at
the top from your name (e.g.John Doe) to the selected
member’s name (e.g. Juanita Armstrong).

3. Now, from the Main Menu Select Certs from
within the name tab (e.g. Juanita Armstrong). This
will bring up a list of certs already in the system
for the selected member.

4. To upload a new certification into the SMS, click
the new cert button.
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5. To complete this form follow the standard steps
involved in submitting a form. These steps are
outlined in the Saving / Updating / Submitting Forms
section and are standard to all forms in the system.

Follow the same steps for submitting a new

certification form. These steps are outlined in the
Certiication Form section.
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SMS: UNIT LEADER

Updating Unit Information
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SMS: UNIT LEADER

Requesting a Tasking Number e T e
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2. You will see a list of possible request types. Choose

150

the appropriate request form.

3. Make sure the form is fully completed as accurately
as possible and follow the standard submission steps.
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4. You will then be required to review and sign off at
the appropriate level by hitting the Authorize button.

5. Once the request has gone through the full approval
process, the system will send an email to the person
that originated the request. At that point they can log
into the system to view the tasking number that has
been issued.
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5 Signoff: Pending: Unit Level

%, Nowembér 24t 2009 11:00:55 Created by John Dos

i:— Date Lewvel Action Person Flags Notes
{" Pandiog) Linit Level

?. P "‘-‘"\l District Diirecion

== | Auliary Activity C-eo-'\:lnano{
.H Penai I'IQ AuShonzaton: Uns Level

Notes: @

To: fakeemail @msn.com

Subject: SAR: Req.le‘st Start of Season Training
Fram: info@cogs-ca.com

Diate: Tue, 24 Moy 2009 11:07:43 -0800

ijAR: Request - Start of Season
;Training

; Reason For Notification:

e ey

Authorization Process Complete

P

. ON WATER TRAINING Request:

.

. #20092846
: Start of Season Training

) Approved: #20092848

P

=y

T ettt g ol gl e P, Py Pl e, ]
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Requesting a CCGA ID Card

H
R Administration Operations Reports
i’ overiew traiming ACthvity summ
[ edit unit class sesshons incident summ
'1 vessels COUrses missbon distan
1. To request a CCGA ID Card for a member of your s nmmﬂ\mj | e meplni
. . 3 & ACUWVIDES rson st
unit, select Personnel from the unit tab (e.g. ] Ty B requests st
¢ e :
240-GAM RU ) . ? persomned status incident queue :;:::::Ir::
e LB0T SUBRATY o s 9 A PARIIRLENS e o ettt s

2. Select the edit button beside the name of the

: “Personnel Administration
member for whom you would like to add a photo :
and request a CCGA ID card. A EL.J § Janita ATISITON - 2972 omes st emba
5
‘ uidix) dl] ' Scott'W Baker - 12347 o
?,\ i) dal] ' Shannon Laind - 37e0 (Ofes Manager. Usil Leader. Membei)

_‘*WM--‘;.‘-M-“—.‘MLMMhJ- and|

3. Upload the appropriate photo file from your TuickTime Player ] New Microsoft Office Word
computer by clicking the browse button under the I e E}:’:;:’:,‘:’;W i
ID Portrait section. Locate and select the photo file [= Juanita jpg

you would like to upload onto your profile. Photo files ';_ y
with the designation .jpg are best. Once you have ' ' | =
selected a picture, press Open. [ D@I [ Concel |

T -

P

-
| 4 | e i Seict Doy SARAN [0 Keep e currant imagpe
| L | O Detete Curment image
.

T At gl G ™
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4. Once you have uploaded the file hit the update
button at the bottom of the page.

5. The page will load back to the personnel page. 2Personnel Administration

The camera icon beside the member’s name will have 5
. . . A
changed from grey to blue, indicating that a photo has L ey ) JUBNIER ATTNSITONG - 3872 (Offs Sat Membed
i o
been uploaded. { |sma o f Sconwesier-mwo
?{\ (adix] dal) * Shannan Laird - 3760 (oM Masspet. Usil Leader, Membad
| S~ i s I, iy P At ol

6. Click on the member’s name to bring up their

itél'ersonnel Administration
SAR Profile. :

3672 (D SUEM, Mambad)

(i) 3) oy § Scott WBaker - a0

adie] 4] ' Shannon Laird - 3760 (Oeics Managar. Unit Leades, Membar

:{ Parsonnel:

S | e fhuen Amspped:
2

p—

7. There will now be a Request ID button under their
photo. Click this button to request a CCGA ID be
issued for this member.

Emrcuse!
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Class Se
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] Actrilies
I e e i
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