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Introduction

This document represents a statement of the author and not necessarily 
that of the Civil Air Patrol.

It would be very difficult to put every detail, of everything a member has 
to do, to qualify for a 101 Card or to qualify to fly CAP aircraft, in one 
document.  However, the following pages should help take some of the 
mystery out of the MIMS (FMS) process.

Douglas Allen, Lt Col, CAP
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Getting Started

The first time you log onto MIMS (FMS), click on:

Member Registration

This will take you to the New User Registration Page.

After you get a password, Login by entering:

CAPID:

Password:
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Logging on to MIMS (FMS)

When you Logon using your CAPID and 
Password, it takes you to the Home Page.

Notice the Menu on the left side of the page.
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Personal Characteristics

The first step is to click on:

Personal Information Change

This brings up a page entitled:

Personal Information for

<Your Name>

At the top of the information box, you will see:

General Information | Address | Contacts | Personal Characteristics

Select Personal Characteristics and fill in the information requested.  
Also check the information in the other three categories.
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Upload CAP Picture

At the very top of the page, clicking on e-Services will bring up 
the Home page, again.

Find on the left, a menu item named:

Upload Picture Utility

Click Browse to locate your photo on your computer, then 
click:

Upload CAP Picture 

After uploading your picture, close the small window.
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MIMS (FMS) Qual/Cert

From the menu on the Home Page, click on:

M.I.M.S. (FMS) Qual/Cert

This brings up a page with:

FMS Currency FMS Reports Qual/Cert Validate Achievements

Click on:  Qual/Cert

Verify:  your CAPID #

To record a completed task, go to the lower right side of the page and click 
on:

Record Completed Tasks for New Achievement

On the left side, click on the + marks to expand the selection. The 
example shows how to enter Curry dates for cadets. 
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<Cadet’s name>
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Personal Multi-ES Entry and Personal Multi-Pilot Entry

From the menu on the Home Page, click on:
Personal Multi-ES Entry

or 
Personal Multi-Pilot Entry

This brings up a page with:

Emergency Services Multi-Task Entry
or 

OPS-CAPPilot Multi Task Entry Form

If a member has several items to input, this can be a little faster, 
especially for 101 Card task completions.

As always, click e-Services to go back to the Home page.
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Urban Detection Finding 101 Card Process Flow

These are the steps to take, to process a 101 Card for UDF 
(Urban Detection Finding).  

The steps for GTM (Ground Team Member) are very similar.

Note:  See Attachment A & B for Emergency Services Tests

See Next Page.
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Attend Radio
Operator Class

Take Online Emergency
Services ES 116 Test

(GES 1-25 &  ICS 26-50)
http://level2.cap.gov/

index.cfm?nodeID=5491

Attend UDF
Training

Fill Out 101T
Training Card or

Other
Documentation

ROA Card

Print
ES 116 / 117 Test

Certif icates

Place in ES 114 File:
  - Mission Attendance
  - 101T
  - Other Documentation

Quakertown Composite Squadron 904 6/18/2004

Urban DF 101 Card

Member
Accesses MIMS

(FMS) Database &
Post to MIMS

(FMS) Qual/Cert

Member
Accesses MIMS

(FMS) Database &
Post to MIMS Qual/

Cert

Place in ES 114 File:
  - ES 116
  - ES117
  - ROA Card

Copy of Same to
Commander for

Validation in FMS

Commander
approves and

sends to Group

Copy of Same to
Commander for
validation in FMS

Commander
approves and

sends to Group

Print 101 card for
UDF

MIMS (FMS)

Attend Missions
per 101T

Print 101 Card for
General ES

Read
CAP

Reg. 60-
1 thru 5

Prerequisites:
Curry for Cadets or

Level I & CPPT for SM

Take Online
Emergency Services

ES 117 Test
(1-10 for specialty)

Print 101T Card
for UDF

Verify in ES 114 File:
   - ES 116 Test
   - ES 117 Test
   - ROA Card
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Ground Team Member 101 Card Process Flow

Prerequisite: Urban Direction Finding 101 Card

These are the steps to take, to process a 101 Card for GTM 
(Ground Team member).  

The steps are very similar to UDF (Urban Direction Finding).

Note:  See Attachment A & B for Emergency Services Tests
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Attend GTM
Training

Fill Out 101T
Training Card or

Other
Documentation

Posts to ES 114 File:
   - Mission Attendance
   - 101T
   - Other Documentation

Quakertown Composite Squadron 904 6/18/2004

Ground Team Member 101 Card

Member
Accesses MIMS

(FMS) Database &
Post to MIMS

(FMS) Qual/Cert

Member
Accesses MIMS

(FMS) Database &
Post to MIMS Qual/

Cert

Verify in ES 114 File:
   - ES 116 Test
   - ES 117 Test
   - ROA Card

Print 101T card for
Ground Team

Member
MIMS (FMS)

Copy of Same to
Commander for

Validation in FMS

Commander
approves and

sends to Group

Copy of Same to
Commander for

Validation in FMS

Commander
Approves and
sends to Group

Print 101 card for
GTM

MIMS (FMS)

Attend Missions
per 101T

Print 101 Card for
General ES

Read
CAP

Reg. 60-
1 thru 5

Prerequisites:
UDF 101 Card

Curry for Cadets or
Level I & CPPT for SM
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Mission Scanner 101 Card Process Flow

These are the steps to take, to process a 101 Card for MS 
(SAR Mission Scanner).  

The steps for MO (SAR Mission Observer) are very similar.

Note:  See Attachment A & B for Emergency Services Tests
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Attend Radio
Operator Class

Attend Search
and Rescue

Training
Exercise
SAR EX

Sign in as
Scanner

Attend
Tw o separate

Training Sorties
(can be 1 Mission)

Important ! !
Record Mission #,

Sortie #,
Date

ROA Card

Print
ES 116 / 117 Test

Certif icates

Place ino ES 114 File:
  - Mission Attendance
  - 101T

Quakertown Composite Squadron 904 6/18/2004

Mission Scanner 101 Card

Sr. Mem.
Accesses MIMS

(FMS) Database &
Post to MIMS

(FMS) Qual/Cert

Sr. Mem.
Accesses MIMS

(FMS) Database &
Post to MIMS Qual/

Cert

Posts  o ES 114 File:
  - ES 116
  - ES117
  - ROA Card

Print 101T card for
Scanner

MIMS (FMS)

Copy of Same to
Commander for

Validation in FMS

Commander
approves and

sends to Group

Copy of Same to
Commander for

Validation in FMS

Commander
approves and

sends to Group

Print 101 card for
Mission Scanner

MIMS (FMS)

Print 101 Card for
General ES

Requirements:
- Finger Print Card
- Level I
- CPPT
- Membership Card

Read
CAP

Reg. 60-
1 thru 5

Take Online Emergency
Services ES 116 Test

(GES 1-25 &  ICS 26-50)
http://level2.cap.gov/

index.cfm?nodeID=5491

Take Online
Emergency Services

ES 117 Test
(1-10 for specialty)

Verify in ES 114 File:
   - ES 116 Test
   - ES 117 Test
   - ROA Card
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Mission Pilot 101 Card Process Flow

These are the steps to take, to process a 101 Card for MP 
(SAR Mission Pilot).

Note:  See Attachment A & B for Emergency Services Tests
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Quakertown Composite Squadron 904 6/18/2004

Mission Pilot 101 Card

Complete Paper Work:
- Form 5(s)
- Statement of Understanding
- Copies Pilot Cert.
- Medical
- Membership Card
- Pilot Data Sheet
- AC Questionnaire(s)

Complete Annual
Form 5 Check Ride

Attend Search and
Rescue Training

Exercise
SAR EX

Sign in as Mission
Pilot

Attend
Tw o separate

Training Sorties
(can be same

Mission)

Place Mission
Attendance in ES

114 File

Sr. Mem.
Accesses MIMS
(FMS) Database

Post to MIMS Qual/
Cert

Print 101T card for
Mission Pilot
MIMS (FMS)

Copy of
Paperw ork to
Group & SQDN

Pilot File

Group Accesses
MIMS (FMS)

Database & Posts
to MIMS Qual/Cert

Copy of Same to
Commander for

Validation in FMS

Commander
approves and

sends to Group

Print 101 card for
Mission Pilot
MIMS (FMS)

Prerequisite:
Mission

Scanner 101
Card

Group 3 Address:
PO Box 481

Horsham, PA
19044

Obtain Mission #,
Sortie #(s)
and Date

Take Form 91
Check Ride w ith
Mission Check

Pilot

Verify in ES 114 File:
   - ES 116 Test
   - ES 117 Test
   - ROA Card

Copy of
Paperw ork to

Group & SQDN
Pilot File
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Mission Pilot 101 Card Process Flow for New Members

These are all the steps to take to process a 101 Card for MP 
(SAR Mission Pilot), from beginning to end.

Note:  See Attachment A & B for Emergency Services Tests
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New  Senior
Member

Attend
Training Level I

CPPT

Submits Form,
Finger Print Card

and Check
Payable to Civil Air

Patrol NHQ

Attend
Radio

Operator
Class

Attend Search
and Rescue

Training
Exercise
SAR EX

Sign in as
Scanner

Attend
Tw o separate

Training Sorties
(can be 1 Mission)

Important ! !
Record Mission #,

Sortie # and
Date

ROA Card
ES 116 117

Test
Certif icates

Place in
ES 114 File:
  - Mission Attendance
  - 101T

Quakertown Composite Squadron 904 6/18/2004

New Member  Mission Pilot  Process

Complete Paper Work:
- Form 5(s)
- Statement of Understanding
- Copies Pilot Cert.
- Medical
- Membership Card
- Pilot Data Sheet
- AC Questionnaire(s)

Complete
Annual Form 5

Check Ride

Attend Search
and Rescue

Training
Exercise
SAR EX

Sign in as Mission
Pilot

Attend
Tw o separate

Training Sorties
(can be same

Mission)

Post Mission
Attendance to

ES 114 File

Sr. Mem. Access
MIMS (FMS)

Database & Post
to MIMS (FMS)

Qual/Cert

Sr. Mem. Access
MIMS (FMS)

Database Post to
MIMS Qual/Cert

Sr. Mem.
Accesses MIMS

(FMS) Database &
Post to MIMS Qual/

Cert

Place in ES 114
File

ES 116
ES117

ROA Card

Print 101T card for
Scanner

MIMS (FMS)

Copy of Same to
Commander for

Validation in FMS

Commander
Validates and

sends to Group

Copy of Same to
Commander for

Validation in FMS

Commander
Validates and

sends to
Group

Print 101T card for
Mission Pilot
MIMS (FMS)

Copy of
Paperw ork to

Group & SQDN

Group Accesses
MIMS (FMS)

Database & Posts
to MIMS Qual/Cert

Copy of Same to
Commander for

Validation in FMS

Commander
approves and

sends to Group

Print 101 card for
Mission Pilot
MIMS (FMS)

Print 101
General ES

Card

Print Scanner
101 Card

Go To
Mission Pilot

Flow

Begin
Mission Pilot

Process

Read
CAP
Reg.
60-1

thru 5

Take Form 91
Check Ride w ith
Mission Check

Pilot

Take Online Emergency
Services ES 116 Test

(GES 1-25 &  ICS 26-50)
http://level2.cap.gov/

index.cfm?nodeID=5491

Take Online
Emergency

Services ES 117
Test

(1-10 for
specialty)

Verify in ES 116 File:
   - ES 116 Test
   - ES 117 Test
   - ROA Card

Take Online Emergency
Services ES 116 Test

(GES 1-25 &  ICS 26-50)
http://level2.cap.gov/

index.cfm?nodeID=5491

Take Online
Emergency

Services ES 117
Test

(1-10 for
specialty)
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CAP Form 114

In your 114 File, you will see a CAP Form 114, and some 
documents.

The information on this form must be current or you may lose 
your 101 qualification's) upon records inspection.  

Documents supporting the qualifications on your 101 Card, must 
also be kept in your 114 File.
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GENERAL EMERGENCY SERVICES QUESTIONNAIRE

This open book questionnaire is based on CAPR 60-3, CAP Emergency Services Training and 
Operational Missions, CAPR 173-3, Payment for Civil Air Patrol Support; and General Emergency 
Services training materials available online at: http://level2.cap.gov/index.cfm?nodeID=5312. 

CAPT 116 Part 1 - General Emergency Services

a. Questions 1 through 25, Part 1, cover General Emergency Services (GES) operational 
mission procedures and is accomplished by all CAP members prior to initial issuance of 
CAPF 101, Civil Air Patrol Specialty Qualification Card, and all personnel currently holding 
valid CAPF 101 cards within 180 days of issuance of a new examination to remain 
current.

CAPT 116 Part 2 - Incident Command System 100 Level

a. The next 25 questions encompass the final examination for completion of Introductory ICS 
training (ICS-100) and is completed by all individuals requesting issuance of any CAPF 
101 who have not completed these questions previously unless they have documentation 
reflecting completion of an equivalent ICS-100 course from a credible agency like a state 
emergency management agency or the Federal Emergency Management Agency 
(FEMA).

Attachment A
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EMERGENCY SERVICES CONTINUING EDUCATION EXAMINATIONS

CAPT 117

1. This open book questionnaire is based on the text provided. Please review the text each 
part of the exam and answer the short quiz at the end to demonstrate your 
understanding of the materials presented. The exam is administered in three parts:

a.  CAPT 117 Part 1, are required for all ground team members, ground team leaders,
urban direction finding team members, and those critical incident stress team 
qualified. 

b.  CAPT 117 Part 2, is required for all SAR/DR mission pilots, transport mission 
pilots, mission scanners, mission observers, flightline marshallers, and flightline
supervisors

c.  CAPT 117 Part 3, is required for all incident commanders, agency liaisons, 
planning section chiefs, logistics section chiefs, finance/administration section 
chiefs, air operations branch directors, ground branch directors, information 
officers, communications unit leaders, mission radio operators, mission safety 
officers, liaison officers, mission chaplains, and mission staff assistants.

Attachment B


