Level 3 How Commanders Use eServices
Student Guide
(Command Elective)

How Commanders Use eServices

Lesson Objective: Confidently and competently navigate the e-Services areas frequently used
by commanders.

Desired Learning Outcomes:

1. Know how to choose the applications you will use frequently.
Know how and where to complete approvals and validations in eServices and how to
change permissions for your staff.

3. Know how to find and where to input data for promotions, SUIls, and ordering supplies.

4. Know where to go and how to give credit for Mentor Inputs/Skills Evaluations in the
Learning Management System.

5. Know where to go and how to upload the monthly Vehicle Data.

6. Know where to go and how to start your inventories.

Scheduled Lesson Time: 30 minutes

Introduction

Many new commanders lament the “paperwork” that goes along with the position. This lesson
is designed to make the practical use of eServices as intuitive and painless as possible. The
various sections will have both typed instructions and “screen shots” to show you where toclick.

1. Choosing the applications you will use frequently

To ensure you have the fewest navigation “clicks” to get where you want, you should choose the
apps that you use most frequently. You can turn the apps on and off as your needs change.

First, open eServices at https://www.capnhg.gov.
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To set up your favorite apps, start by hovering the mouse arrow over the individual area on the
left side of the screen. Click on the star next to the one you want to add or remove. If the star is
filled in (golden), it is in your favorites. If it is empty, it is not included in your favorites.
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2. Completing approvals and validations in eServices, and changing permissions for

your staff.

Approvals

As the commander, you will automatically receive notification for approvals on your home page.

Click on it (Cadet Online Application Approvals was chosen for this example).

If you need to deny, be sure you have one or more valid reasons: enter that/those reason(s) as

it is a required action when denying a request.
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Permissions

Sometimes you need to give a staff member permissions that are beyond his/her duty positions.
The way to give only one or two permissions instead of everything that goes along with another
duty position is to use the Web Security Administration function (found in Administration).

You simply go to the WSA, choose the staff member, and choose the permissions to add or
remove, then save the permissions you gave/removed.
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Below is a listing of the permissions that can be given. This capability does work across the

board and there are some approvals that only the commander is allowed to approve.
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Operations Qualifications Reports | ops—opsEC Read-Only
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3. Finding and inputting data for promotions, SUIs, and ordering supplies.

If you are not in the primary duty position for evaluating and promoting cadets (i.e. you have
designated a DCC), ordering supplies (i.e. you have designated an AO/PAQO), or ordering STEM
Kits (i.e. you have designated an AEO), you probably won’t have chosen those areas as a
favorite. As the squadron commander, you still need to know how to direct your staff to those
locations. Even if you are not part of the wing IG team as an Inspection Team Augmentee or
Team Leader (highly advised), you will need to know where to upload your SUI information.

Cadet Promotions

If you haven’t chosen Cadet Promotions as a favorite app, it is located in....Cadet Programs
(intuitive!). If you have it as a favorite app, simply click on the link.
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Click on Data Entry if you are entering the data or on Approvals if you are approving your DCC’s

recommendations.
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Cadet Promotions Application
Home

April 2015 Updates

Cadet Wingman Course Transition

The Cadet Wingman course will be required to complete th tarting 1 July. This replaces the previous req for cadets to complete the online Introduction ta
Safety course and the “Graund School” introduction to the Cure Values character development forum.

The Cadet Promotions application has been transitioned to accommodate the many early adopter squadrons that have implemented the training. However, cadets in squadrons using the
previous curriculum wiil not be penalized in thelr advancement due to the configuration of our computer systems. At this time please enter the date the cadets completed their character
forum into the Cadet Wingman course siat. They must still receive the Cadet Wingman training before 1 July 2015.

Character Development Instructor and Lesson Type

To assist with Chaplain Corps reparting, fields for an Instructor and Lesson Type have been added to the Character Development section of the Data Entry and Multi-Entry modules. Na
specific instructar o lesson type is mandated for a given achievement and full credit will be given to the cadet no matter what selection is made. These fields are for data reporting
purposes only,

Questions? jlelcapntg

Lt twes capna gourGAR CadTraining Web/Modules/ DataEntry2 asprPF=A

Enter the cadet’s name or CAPID.

/B Cwil hir Patrol - Gadet Prom.., % | &
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***This module s for inserting new
*Cadet CAPID/Name
Enter all or part of a CAPID or name and click the search button.

and Y. Toinput prior please email Sharon Jackson at sjackson@capnha.gov +**

Documentation

Instructions
FAQ

‘Denates Required Fields
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Enter the data. (This cadet’s identifying data were removed.) Entering the data, should be
done as each item is completed: you do not need to wait until everything is ready for the
promotion. Then click submit when ready. If you (as the commander) enter the data, then as
the commander, it is automatically approved!

Cat. 111V Walver?
Physical Fitness Tasks (OPTIONAL)

Cadet is in the Leadership in the 21st Century Curriculum
Cadet is n the Learn to Lead Curriculum

® 58 D ciiapanoi- Cadet prom.. % | +
€ ) 5@ hitps e capnih gowCARCASoTrning WelyModuls/ DataEniry2 sepx?F=A ¢ Search ol = B TR
G Google W vahoo! W Wikpedia M MDb B Amazon B e8ay  [B] ASLProcom Home  [I8] Fingerspel by ASLUniv @8 Fingerspall Practics. 9 1-Pad ol 630430 3% Mass Feadings iS4 CAPMail
ey P ApprOvE  Jarmes W Keed Jr UrUR s U Vi Detts
{*Denotes Required Fields ‘Viright Brothers Approved  Steven F Kuntz 02 Dec 2013 25720  view Datais
Capt Eddie Rickenbacker Approwed Michael K Glowaski 24Feb 2014 0 v et
Charkes Lindbergh Approved.  Steven F Kunitz 28 Apr 2014 D iew Dol
Gen Jimmy Doalitte  Approwed  Michae! K Gloaski BRHH 0 v Deats
Or Rabert H Goddard  Approved Michae! K Glowaski 16 Mar 2015 0 Wiew Deais
Mell A Armstrong  Approwed - Michasl K Glowashi 17 Jun 2015 © i Detals
SilyMached  Approved  James W Reed Jr 12AUg 2015 65707 vew Detais
Fight Commander  Appraved  Michael K Glowaski 10Map 2016 0 i Dty
Adminisirative Offcer  Approved Michael K Glowaski 05302016 0 Ve Dt
Publc Affairs Officer  Incomplete o iew Detais.
Full Carlet Promotions Report for C/1st Lt
Data Entry for Cadet Achievements and Awards i
I Achievement or Award Eligible for Next Promation On:
i i 30 Aug 2016
Physical Fitness Test Leadership Iactive Participant?
Date Passed Date Passed Score
u] @

/CAP Dath Completed?

Sit and Reach:
Cur Ups:
Push Ups:
Mile Run: (MM:55)
Physical fitness Training Report
Did this Cadet Mentor? Character Development Did this Cadet complete SDA Report?
Date Participated Instructor
Baze Diarna E Ryan GO (OK) a8
Lesson Type
FLIGHT TIME - vaues for Loarg.
2 |Aerospace Education
|Date Passed [Seore Test Number
) | csusi- B

|
3= :

IROTC Waiver (28 Days between Achievements)
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Senior Promotions
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Professional Development #r @35-9 - Board of Governors, Wing and Region Commander  fiaplain Corps Website
Public Affairs Salection Pracedures formation and Reporting System (51,
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Resources

Safety

Civil Air Patrol Sites Downloads Contact Us
eServices Flash Card Manager

W
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com Follow CAP
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The Senior promotion link is located in a slightly less intuitive location: it is found in Personnel.

After you click on the Personnel link in the left menu, click on Membership System.

® B it r Patrol - Membesi -

®

€ T B s capnhe govch - ] Search TH 9 & AT =
G Google ll vebost W Wikipeds MR MDb 8 Amimn [ eBey [B] ASLPracombons (] Frgespel  WloASUuniv O Fingespell Practce ) 1-Pad pag 590430 4 Moss Resdings 32 CAPMI
Membership and Organization System - Home Screen 5

Documentation

Welcome to the NEW CAP Membership System!

[Recruiting Info.
o

Eromation

PD Award Entry

PD Award Approvals
 Transfer

| Approve Transfer
Rétirement Form
Search
Oniine Renevial
Cadet App. Approvals
Clearance Certificates

Organizations
| Overview

Org. Maintenance
Group Admin

* Denotes Required
elds

s oo gaw CAR Msrizerhiia Sy st Wt Mernber Prommalion s
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Enter the CAPID or name where prompted, and several areas will auto-populate. This
member’s and the commander’s identifying data were removed. Ensure all the required
information is entered and then request the promotion.

yotem WebiMamber/Promotion aspx € | Q Search gl =] + H T =

o [B] Fingercpell bl ASLUNw €8 Fingercpell Practice ) Pad g 5301430 45 Mass Readings & GAPMall

Promotions
Documentation Enter a CAPID or name and click the search button.  View Pending Promotions

Maj L]
Membership Information Duty Positions
Recruiting Info. Current Rank: Maj Aerospace Education Officer Character Development Instructar

Promation Charter:  SWR-OK-115 Commander Communications Officer
PO Aveard Entry Date Joined: D6 Oct 2011 Drug Demand Reduction Officer  Emergency Services Officer
PD Award Approvals Epiration: 31 Oct 2017 Health Services fficer Health Services Officer
Transfer Inspector Geners| Internal Aerospace Education

Approve Transfer Officer
Retirement Form Personne| Officer Personnel Officer

Retirement Search
Online Renewal Prior Promotions.

Cadet App. Appravals - Waived Months In Rank
Gearance Certificates

= 2 [0 ospecwn PROFESSIONAL - no 45
Organizations | T -
o deiy |Capt | D 28 Oct 2011 PROFESSIONAL ® NO 58

Org. Maintenance M ‘ P osocam | Nene '| 5
Group Adniin ! -
Lt Col, Duty s): Lt Col
é‘e"ﬁem‘ Required ; Al least 21 years of age GROUP (SWR-OK-099):
s Time in Grade: 48 months as a Maj ;
LALLUL WING (SWR-OK-001):
REGION (S -001):
Sora 2 n apgroves
[ Rank Data
“New Rank *Pramotion Date *Criteria
[toat - | 26 sep 201€ [2 DUTY PERFORMANCE
Remarks
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Sul

You will have an SUI every 2 years. To make the process easier for everyone involved, and
because you are required to, you need to upload all supporting documentation for the SUI team.
When all of this is done properly, an SUI team can review all of your documents and almost
complete the inspection before they arrive. If the SUI team only needs 15-30 minutes to finish
up, everyone’s experience is greatly improved, and everyone’s stress level is greatly
diminished.

Knowing where to find the data you need will make your job gathering it very easy. Most of
what you need is found in Member Reports.

|
® (O CuiArPaeSenices % |k

@ | Q search B9 &R =
7 Fingerspsll Practice 4 1-Pad  pg 530/430

L]
€ | (0@  hitpswwvi.canhq.govipraview

S Google [ Yahoo! W wikipedia. 06 B pmazon [ eBay [jB] ASLPro.com Home  [§F] Fingarspell bl ASL Unw & Masz Readings B CAPMail

eServices

Administration Approvals/Validations Favorite Apps

Aerospace Education (3) Award Recommendation Approvals 4 30 5ep 2016 - CAP On-line Courses & Exams
(0 Transfers in & 1 Transfers Out) National Headquar!ers telephone system -~ ... | (CAP Pubs, Forms and Regulations

Cadet Programs
*+ 20 56p 2016 *

Chaplain Statistics (OK-115) PP caP henored wwn Air Force Organizational ... |Chaplain Corps R
20

* 20! |
Commend Cadets in your Unit: 14 ‘ c.w bratents Al Force with Right inteicepe
Finance Seniors in your Unit: 18 + 20 Sop 2016 = 'Du“. Assignment
Historian All members in your Unit: 32 CAP Board of Governors' Davidson honored ... | |Inspector General

Cadets in your Wing: 351 ** 19 Sep 2016 |Learning Management System
Information Technology i Semms Ingodr ng. 483 AFA's AE Cadet of Year |Member Reports

Results & Sep 16 Sep 2016 |Member Searct

Inspector General Spaalz Exam now in LMS M Saa,(h"‘&";;,ﬁxg

National Cadet Count: 23813 16 Sep 2016
Nat al Senior Count: 32637
s of 31 Aug 2016

Logistics |Membership System
|Operational Resource Management System (.
Operations Qualifications
|Persannel Infarmation
Action Rev... | |Photo Admin
Photo Upload
Professional Development AE Activity Report Available |Public Chaplain Corps Website

v - ’Safew Information an_d_RepEmng System (Sl...
Public Affairs |Specialty Track
Reports Web Security Admin

Resources.
Safety

September Safety Beacon Newsletter On-line...
5 Sep 2016

Online Learning

Operations
Personnel

Downloads Contact Us
NHQ Contacts

Seals & Emblems Help Desk

Flash Card Manager

GRISOFT, Inc. Anti-Virus Software CAP-USAF Directory
Forms, Publications & Regulations Follow CAP
Adobe Acrobat Reader

You will be offered several choices of what reports you need. The title may not be obvious, but
for the most part the titles are very closely named to what you need.

You can choose Member Reports or Aerospace Education Reports from this screen.

Member Reports will be automatically chosen as the default, but if you bounce back and forth,
you can always come back to Member Reports.

(See next page.)
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L B3 il Alr Patret - Member Re... *

et Repans.aspx @ Q

Mamber jabMoriulas/

& @ heipscliuwew capnhagov
% cooge R Yahoo! W wipedia  mN Mo 8 Amezen S eBay ASLProcomome (W8] Fingerspell bl ASLUnw G Fingerspsil Practice 4§ 1-Pag

nBE 9 s AB- =

D 530430 4% Mass Reacings i CAPMI

Member Reports
About This Page Member Reports > Modules > Member Reports
Search Reports (based on permissions)

AsLPro.com Home (18] Fingerspel bl ASLUn (% Fagempel Practice 4§ 1-Pad

G Googe B vanool W wikpesa M mDE 8 Amaon I eday

_B
chess Grange Repert

5 Cﬁ.;\’lef P gl

perations Qualifications | Addmss Labais (wary 511

1 Aeruspace Education Offosr Tr
)
Web Security Admin Awards-Levels Date Rarge Report
Cadat NCSA|

Instructions. Cadet Orientation Bac)

notes | Cadet Proteci Oumﬂcampl fan Report
z Required Fi et Preciion Course Carnpition

e e Fikds | Cadats Within 6 Manths From Being 18 or 21

289 ) owil A Patrol - Member Re... % |

€ Da / n =zoxas=1 % | Q Search AE Y S RS- =

O 5304430 ) Mass Resdings i CAPMai

Member Reports

About This Page Member Reports > Modules > Member Reports

| Overview Search Reports (based on permissians)

Module Search sl

ALE et n

Commander's Corner $ % Prention Pegon

Operations Qualifications | AEM Demographic Totals
Education (BN Exphng Moo Pk

| A5 Application Urit Totss

| AEX fuward Rapart
Documentation 0B Comebaton Safcal ot

Instructions AEX. Comptetion Uni Tatals
Total i

i s
[*Denotes Required Fields | [ 1o 0eied

oos
Voager 4E Toral Fapon

| Bead wwwcapong gow.
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You will also need to get various safety reports from time to time (not only for the SUI).

ece /p

Gl Alr Patrol eGervioes % |
€ D@
G Google Bl Yehoo! W Wikipedia im Db

torvww capAhG gov preview!

8 amozon [ eBey (] AStPro.com Heme  [IB Fingerspel

AeSe rvices

Administration Approvals /Validations
Aerospace Education
Cadet Programs

Chaplain

Command

Cadets in your Unit:
Seniors in your Unit: 18

|All members in your Unit: 32
Cadets in your Wing: 351
Senjors in your Wing: 482
Results as of 30 Sep 2016

Finance
Historian
Information Technology

Inspector General
National Cadet Count: 23813
National Senior Count: 32637

| Resuits as of 21 Aug 2016

Logistics

Online Learning
Operations

Personnel

Professional Development
Public Affairs

Reports

Resources

Safety

Civil Air Patrol §i
ices

WMIRS

Communications

gochlirpatrol.com

® @ ey G e P - Setety invor.. |+

€ ca

e capho go

G Googe Wil vahoo! W wikpedia R MOR @ amamn I eBay  [P] AstPm.comtiome [ Fingerspall

L\

(3) Award Recommendation Approvals
|{@Transfers In & 1 Transfers Ouy

o e

b, ASLUNY ) Fingerspell Practice 4 1Pad g 5304430 45 Mass Acadings &8 CAPMail

P %

Favorite Apps

CAP On-line Courses & Exams
|CAP Pubs, Forms and Regulations
Cadet Promouons

C

** 30 Sep 2016 **
National Headquarters telephone system -- ...
20 5ep 2015
[T CAP honored with Air Force Organizational E..

CAP Board of Governors' Davidson honored ... or General
** 19 Sep 2016 ™ |Learning Management System
AFA's AE Cadet of Year |Member Reports
16 Sep 2015 |Member Séarch
|Member Se;trch (Restricted)
| Memb:

September Safety Beacon Newsletter On-|i

15 Sep 20,
Three new National Staff Positions for Devel...

14520 2016 |Personnel Information
Updated CAPR 35-8 Membership Action Rev... | |Photo Admin

12 sep 2016 |Photo Upload

20 5ep 2016 !

AE Activity Report Available

Public Chaplain Corps Website

Downloads Contact Us

NHQ Contacts

Help Desk

CAP-USAF Directory

Forms, Pub 5 & Re Follow CAP
Adobe Acrobat Rea

wEH9 A/ &
45 Mass Resongs S8 GAPMR

@ | Q Sein

Woastum Fiogerspe Practive. P8 A 5300490

SARETY

e AT =

Maj Dianna E. Ryan &

lanagement System (...

‘Safety Informaton ang Reportg Systam

SAFETY INFORMATION AND REPORTING SYSTEM (SIRS)

Weicome to your redesigned eService Safety homepage. Previously the "SMS,” this site is now called the Safety
Information and Reporting System (SIRS). This name is a better fit for what we're trying to provide- a one-stop
shop for all your safety information, reporting, and education needs. This is a work-in-progress so please make
suggestions. What would you like to see? What would you like us to add?

Contact Us

sty eis o, I =L &— Choose Your Squadron

Safu‘;h::::l P July 2016 June 2018 April 2016 TI] erl pi Ck
) 15;‘2’1(513‘7& PETE :
Warc 2 reports

s

MISHAP
MANAGEMENT

File New Mishap Education Validation Safety Beacon **NEW**
Update New Mishap Log Safety Education Beacon Archives
Manage Mishap Reports Online Education Regulation (R62-1)
Statement Entry FAA Courses Regulation (R62-2)
Mishap Worksheet Tutorials

SAFETY MEDIA & RESOURCES
EDUCATION

Aircraft Ground Handling

HAZARDS / SUGGESTIONS ANNUAL SURVEY

Report a Hazard Safety Survey
Make a Suggestion

Mishap Entry Practice

REPORTS

L satety Reports)

itpss/we.
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Next, choose the report you need.

®
€ D@ htos

® 0 s P Satety inter, .. % |

Safety Education
Education Validation
Log Safety Education
Online Education
FAA Courses.

AOPA Courses
Alrcraft Ground Handiing

i Mishap Management
File New Mishap(1)
Update New Mishap(2)
Manage Mishap Report

*Denotes Required Fields

G Googe WAl Yahoo! W Wikpedin ek MDA Ammon X sBay

S Wb/ Modules/Feporis.asps

Q search

Bl AsLPo.comHome  [] Fingerspes bl ASLUnv @8 Fingerspell Practics. @ Pad  gag 500/430
Safety Information and Reporting System (SIRS) - Reports
SAFETY INFORMATION AND REPORTING SYSTEM (SIRS) - REPORTS

B9 4 A& T

45 Wass Fleadings 4 GAPMall

Select Report

--Select-- -

—Salect--

| Oniine Safety Education Report (By Title)
| Region and Wing Safety Officers

| Safety Briefings Sign In Report

| Safety Briefings Sign In Report (Blank)

| Safety Briefings Training Report

+Salety Brigfings Unit Summary Report

| Safety Briefings Wing Summary Report

| Safety Cormective Action Report

| Safety Day / ORM Report

Safety Education Parlicipation Report

| Safety Education Report (Unit)

| Safaty FAA Report

| Safety Form Full Report

| Safety Officer Roster and Safety Training Report
| Safety Surveys

Unit Safety Education Count HEP_BH
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To upload Inspector General data, you will start at Inspector General and select Documentation.

®O® B e % |+
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Administration
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-
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Cadet Programs |CAP honored with Air Force Or izati Es
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Chaplain Statistics (OK-115) a2 CAP presents Air Force with flight intercept ... | Chaplain Corps Reporting
20 Sep 2016 Commander's Corner

Sommend Cadets in your Unit CAP Board of Governors’ Davidson honored f...| Commander's Dashboard
Finance Seniors in your Unit: 17 o 19 5ep 2016 Du
|All members in your Unit: 28 1 Insp
Cadets in your Wing: 345 | 5 Learning Manageme)
Information Technology Senlors In your Wing: 478 |Spaatz Exam now in LMS Member Reports
Results a5 of 26 Sep 2016 T e it e Member Search
Yo National Cadet Count: 23813 E—'—e::tember Sifelv Beacon On-line.. :Aﬂimgi:ie‘grgf;iﬁm(md)
National Senior Count: 32637 kb o Positiois i
Orline Leaming Rosuits as.0f 31 Aug 2016 hree new National Staff Positions for Devel.., o
=" 14 Sep 2026 * Oper tions
Updated CAPR 35-8 M Action Revi... | |Personne| Information
12 Sep 2016 Phota Admin
Photo Upload
Public Chaplain Corps Website
d Reporting System (SI...

Histarian

Inspector General

Operations

Personnel
Professional Development |32 Aug 2016

S i = J
Public Affairs Sheriiny Trath
Reports Web Security Admin

Resources
Safety

Civil Air Patrol Sites Downloads Contact Us

eServics Flash Card Manager NHQ Contacts
WMIRS Seals & Emblems Help Desk
Communications GRISOFT, Inc. Anti-Virus Software CAP-USAF Directory
rpatrol.com Forms, Publications & Regulations
capmembers.com Adobe Acrobat Reader
fitp/fwvew.capnha govCAPIgAssessments. Vet Default aspx Bt e

Follow CAP

[ B Gt e Patr - CAP inspecs.

®
* &

Wi cCBpRhG, goviCARIgAss

c DO 4 K- =

Google [l Yahoo! W Wikipscia i IMDh & Amazon S eBay [ ASLPmcom Mome (] Fingerspell  hl ASL Univ ) Fingarspall Practics 4 |-Pad g 5304430 4% Mass Aleadings 6% CAPMal

fr 2017_CI_schedule_28_Aug_16_CAP_CAP-USAFxisx
ALL_C1 Team _Info 9.22. 16 dsx.
CI_schedule_12_Sept_16_CAP_CAP-USAF-3.xisx.
Cycle 45 3 08.12.16.pf
e

WFA Audit Schedule

——
Inspection Reports
Trend Analysis LR Sui Audit Schedule
Documentation =
Instructions ew 2016_RMLR_SA_Schedude.pdf

GLLR_FY16_Survey Auds Schedule.doc
MELR_2016_Tentatve_Lngistics_audt_Schedule-signes, pf
MSge Johneon 2015 Survey_Audit_Tentative Schedule.pdr
NCLR_Audit_Schedute_FY16.doc

NELR 2016 Tenative Logistic_audi_ Schedule.pdf
SELR_Logistic_Audit_CY2016_Signed.pdf
SWR_2016_Tenstve_Logistics AudR Schedule.doc

*Denotes Required Fields
~ Approved
P pending

LR SAV Schedule

e Fli GLLR_SAV._Datess_2016.xlsx
MELR_SAV_Dmes_2016.15¢
HCLR, SAV_Datess 2016:xksx
NELR_SAV. Dates 2016 3x

e Fle PLR_SAV_Dates_2016 xisx
wiew e RMLR_SAV Dates 3016.xlsx
Miew e SER_SAV._Dates_2016 x5
ew e SWR_SAV_Datss 2016.xsx
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Then choose your unit (if not already defaulted to it) and then choose where the file you are

uploading goes.

L T T r—
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CAP Inspector General - Supporting Documentation pectar
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bout Inspections Kbt

Rome Charter Date:
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DTS - Other Co B 2

Report Upload - Other
Update Next SUI Date
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Trend Analysis Sy
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Instructions il L — . paf

C2_504481_Pending Reperts, of Survey. Comm.sdf
€2.504481_ROS Jpg

€2.504481_ Specialty_Track_Report pdf
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D1_504481_Duty_Assignment ot
D1 504481 _Specilty, Track,_Report pdf

03_504481_70160203_ Finance,_Committee_Meetng pf
D3_504481 20160406 Flnance. Committee. Meeting oo
D3 504481 Committee: Listings,pdf
D3_504481_0uty_Assgnment paf.
D3_504481_FY._2015_Financial_Forms_for_OK-115.PDF
D3_504181_Sposalty_Track._Regert. el
03_504481_541_D3_Worksheet_M5_Finance.gdf

DI_504481_Cadet. Protection Course, Compietion_Report paf

2874l 2016 17:26:4%
2824 2016 17:27:16
2830 2016 17:27:30
2834l 2016.17:27:57
2630 2016 17:28:43
2830 2016 1728:57
283 2016 17:29:05
2820l 2016 17:30:0
28 30l 2016 17:30:07
2830 2016 173159
283 2016 17:32:15
28 20l 2016 17:32:33
2830 2016 17550:21
2820 2016 17:50:31
283 2016 17:51:00

D1_504481.S41_Di_Worksheet_M5_Pro_Dewpdf 03 Aug 2016 21:47:04
D1 504481, Test Lagboak.jpg 03 Aug 2016 21:48:26
03_508481_20150701_Finance, Committee_festng_Minutes pd 28 3ul 2016173335
D3_504481_20151007_Finance_ Committee. Meeting_Minutes odf 28 3l 2016 17,3356
D3 504481 20151028 ad_hoc_Firance Commitiee Meeting. Minutes pdf 28 30 2016 17:34:16
D3_504481_2016, CAPFIT2,_SWR K115 paf 28 30l 2016 173320

D3_504481_2016rev_L Finance Commitee. Apgointment-signed POF 283l 2016 17:33:08

2830l 2016 17:34:33
2820l 2016 17:35:00
2034l 2016 17:38:3
2830l 2016.17:35:34
28 34l 2016 1735:51
2824l 2016 17:36:04
284 2016 17:36:37
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Select File to Upload (Supported File Types: .pdf, .doc, Jpq, .Jpeg, .gif, .tf, .doc, .S, XISx, .ppt, .pptx, .mdb, .mpp)
P T -
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Dot e
Deita i

Daste e
Deste e
Dt e
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Daste Ty
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Next, browse the location of the file from your computer and finally you upload it via the Add
Documentation File button. You can only upload only one file at a time. It helps if you keep
your files in digital format all year round.

® ©® B Con Pl - CAP Inspeo.. % |+

€ 0B s capng gOUCA

About Inspactions

cis B
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e AL B o e e,
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Updiate Next SUI Date =
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Inspection Responses iew File AL 504481 Annual_Activity_Report 2014 SWR-OK-115.pdf 28 Jul 2016 17:26:49
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Ve File: AL_504481_OK:115_AE_Plan_of_Acticn_CY_2016.pdf 28 Jul 2006 17:27:30
View File AL_504481_SUI_A1_Worksheat AE pdf 28 Jul 2016 17:27:57
| Inspection Reports View Els 504481_Duty_Assignment. pdf 28 1l 2016 17:28:43
LEalivRis View Fiie B1_504481_Speciafty_Track Report.pdf 28 Jul 2016 17:28:57
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{*Denotes Required Fields ~ Yiew e €2_504481 ROS jpg 28 3ul 2016 17:31:59
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View e D1_504481_Cadet_Protection_ Course_Completion_Repart pdf 2850l 2016 17:50:21
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D1_504481_Spetialty._Track_Report-pdf 28 Jul 2016 17:51:00
D1_504481_SUI_D1_Werksheet_MS_pro_Dev.pdf 03 Aug 2016 21:47:04
D1_S04481_Test_Logoook jpg 03 Aug 2016 21:48:26
D3 504481 _20150701_Finenice Cammittee Mesting. Minutes.pdf 283l 2016 173335
3 _504481_20151007_Finance_Comnites Mesting. Hinies,pdr 2 31 2016 17:33:56
3 S04481_20151028_5d_hoc_Finance_Commitise, Mesting Mnies,pal 20301 2016 173416
— D3_SI4481_ 2016, CAPFL72, SWR-OK-L15pt 263012016 17:3320
View File D3_504481_2016-rev_1_Finance Commitize Appaintment-signad. FOF 28 Jul 2016 17:33:08
View File D3_504481_ 20160203 Finance_Committes_Mesting.pdf 28 Jul 2026 17:3433
View File D3_504481_20160406._Finance_Commitiee_ Mesting.pdf 28 Jul 2016 17:35:00
ViewFie 02 504481 _Committee Uistings.pdf 28 Jul 2016 17:35:23
Ve File D3 504481 Duty_Assignment.pf 26 Jul 2016 17:35:34
View File D3_504481_FY_2016_Financial_Forres_for_OK-115,FDF 28 Jul 2016 17:35;51
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Getting the SUI Sheets is easy. The information is available to the public. The sheets are
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located on the https://www.gocivilairpatrol.com website.
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When you go to the website, https://www.gocivilairpatrol.com/ ->CAP National HQ->Inspector
General->SUI Information->choose one or more...

SPECIAL NOTICE s 1o Civil Air Patrol n P * Futurs.. Today!

A\ Civil Air Patrol

MEMBERS

Today's Cadets... Tomorrow's Aerospace Leaders
Tthre ong peol

e evelop nto-

Publication Library Civil Air Patrol on sy,

National Staff Areas { A

Home Page A 4
Chaglain Corps. -
Financial Management MISSION STATEMENT

Development The purpase of the Civil A Patrol Inspector Genes  in part, o creste an independent and objective system that

General Counsel 1, Resolves problems g the Civil Alr Patrol
2. Creates an atmosphere of trust in which s

mptly and objectively
be objectively and fully resolved without retaliation or the fear of reprisal.

Government Relations

Inspector General

1G Oeganization

tors general, inspecter general staff members, and Investigating officers are trained to conduet. tharough
Inspectians unbiased investigations and inspections based an fair and objective Fact-finding.

Specific, detailed quidance on the CAP |G program may be found in CAPR 20-1

Campliance Inspaction
Information

Inspection Dafinitions

Discrepancy Tracking system
(o75)
CAP-LSAF Survey Autiits

Camplaints

Complaint Definitions

[ [

Your choices for the download are for individual areas or the entire SUI package in a zip file.
You can download the grade calculator as well.
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€ C @ Wps/wwwgotivilimatiol oo

SPECIAL NOTICE Yaur donations to Civil Air Patrol unll be matched up to $10000. elp us Create America’s Future.. Today! Click here to donate.

A Eiyil Qir Patrol

SUI INFORMATION
MEMBERS

Publication Library Current: November 14, 2018, regenerated all inspection documents and verified Related Documents
compatibility e
Msticeat it it St November 3, 2018~ Fixed error in Grade Res Calculator For D-1 Tab e

Chaplain Corps + 16, 2018 - Uploaded correct 03
i i : v SUIDT WS M5 Pro v
Caleulato =
Financlal Management SUED3 WS M Fi
September 1, 2018 - Corerted SUI Worksheet zip Tle -

04 Ws 145 Admin
Develogment August 31, 2018 - SU| D-5 Personrel
SUI DS WS s Pars

ugust 29, 2018, 2018 - Gl an .
General Counset e s, e an-c o SUID WS H1S PA

IN RESPONSE 10 MEMBER SUG

TIONS, NEW

RSIONS OF THE SOFTVWARE ARE FREGUENTLY
ITION 8118 RECULAALY FO THE

Government Relations SUIOT WS 15 Sup

HELEASED DLEASE CI

m R

1G Organization

INFORMATION AND $U1 TRAN

5t

8 WS 1S Trans
SUIET WS Cmd €C

SU1E2 WS Cmd Safisty

INSPECTION BROCESS STEDS and nstiueton videos SUIQA chicklist

Inspections

SUI Report Template

compliance Inspections schedule

IMPORTANT

Compliance Inspectian
Information

SUl infarmation

H 10 e hore st

Ordering Supplies

NHQ will give you some supplies for free (forms, pamphlets, recruiting materials, and some AE
resources). Go to Administration and then Material Orders. Make your choices and submit.

LA B - R E———— +

@ O Searh wa o s s

45 Mass Roadings 5 CaPhal
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Cadet Programs
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Information Technology Merber Search (Restricted)
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Photo Upload
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Search (Restricted)
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Professional Development bapiain Corps Website

formation and Reporting System (SL...
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Online Learning

Public Affairs
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Resources
Safety

Civil Air Patrol Sil Downioads
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Getting your STEM kit is very similar: simply look under Aerospace Education.

LI - T — +
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Cadet Programs . Forms and Regulations
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Chaplain 2L Corps Reporting

AEX jder's Corner

Command o
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ystem

Information Technology.

Inspector General Search (Restricted)

Logistics joip System

e ource Management System (...
Operations.

Personnel

Professional Development
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Resources

Safety

Downloads Contact Us

Flash Card Manager NHQ Contacts

Seals & Emblems Help Desk
GRISOFT, Inc. Anti-Virus Software CAP-USAF Directory
Forms, Publications & Regulations Follow CAP
capmembers.com Adobe Acrobat Reader
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4. Giving credit for Mentor Inputs/Skills Evaluations in the Learning Management

System.

When you have a new senior member you must ensure s/he has taken cadet protection and is

given credit for it. Cadet protection is included in the new members “Level 1 Orientation

Course”. Once the member has taken the level 1 orientation course, the member is required to
have a discussion with the commander (or your designee). One of the more important topics
you should discuss is cadet protection. If the discussion is acceptable, give the member credit
for the level 1 orientation in the same way cadet protection is provided for the cadets in the

screens below.

B oo A Patrod eServices: +

S e %é @ AaB- =

% 1Ped  ga 5301430 b MaseFeadings A GAPMal

eServices

Administration Other Resources
¥r ACSC Enroliment
€7 AFIADL

; i
Aerospace Education CAP On-line Courses & Exams T
Cadet Programs Fu nd Regulations
¥ Abrcraft Ground Handling Training

Chaplain & €LC Enrollment

Command

tr Cadet Online Testing
Finance % Distance Learning gnment

Historian Leaming Management System f General
Management System
Information Technology % 5.5 Enroliment
) tr 508 Enroliment
Inspector General

A tr UCC Enroliment
Logistics

Online

Operations

Personnel

Professional Development janlain Corps Website

A i formation and Reporting System (5!
Public Affairs FTrack
Reports grity Admin

Resources
Safety

il Air Patrol Sites Downloads Contact Us

Flash Card Manager NHQ Cantacts

Seals & Emblems Help Desk
CRISOFT, Inc. Anti-Virus Software CAP-USAF Directory
Forms, Publications & Regulations Follow CAP

Adobe Acrobat Reader

capm
nitos:ilwerw.caprha QoW GAPLME WatDetau s D

B Lasning Mansgement Sa..

& 5B | hp APk IOWTAR LS. W/ Dt asix e | & sexch B + A BE- =
G Gooale W ool W Wicpecm N Db 2 Amazon S eBay [ ASLProcom Home [B] Firgerwer bl ASLUNY 8 Fngerapell Practcs § WPad 5@ 000430 85 MewsFeadngs iS4 GAPMail

Mu%mnw Courses You Have Started

[Modules
Couren Dot Btated

a8t Resuits MNational Staff College (NSC| Online 04 Apr 2014

Menitor InpubiSkilis Eval Leval 1 Orientation "Starting Your Journey” 03 Mar 2016
provals

Download Quiz

Available Courses

= - Course Material Filter by Functional Area

# - Not Completa = _

+ - Compieted

vel 1 Orientation "Starting Your Jour
(il new members should use this course to complete their Level 1 training.] The leval 1 course is intended 1o give 8 new membsr the necessary knowied.... Show More

This i the Cadet Pratection Basic Course for Senors that have completed Level 1 Training,

+ Gadet Protection Advanced Course
The Advanced course is intended for those Senior members moving to higher levels of respansivilty in CAR

Administrative
Specialty Track 205 - Administrati , ¢ Ratiny
Administration Gfficar Master Rating quiz.

Specialty Track 205 - Administrative Officer, Technician Rating
Administraiion Gificer Technician Raling quiz.

Aerospace Education

Advanced Rockelry - Stage 4 Columbia Test
For Cadets, This is the Stage 4 (Columbia) Advanced Rocketry review.

Advanced Rocketry - Stage 5 Challenger Test
For Cadats, This is the Stage 5 (Challenger) Advanced Rockelry review,

QOVCARLMS e
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Choose Mentor Input/Skills Eval

® 0@ D s smEmustionEry = |+

€ ) (T @ | hitps/ivind copriv DOVICAPLAS Welb/Adkni /S Evelsation aspix ¢ | Q seerch e s A®- =
G Googe N vaheo W Wikpedia meMDb 8 Amesen [ eBay ([ AstPmcambome [[B] Fingerspel s ASLumy O Fingerspell Practice 4 1-Pa0 g 550/430 4 Mass Readings S CAPMall

LMS - Skills Evaluation Entry B
Home > Modules > Menior Inpul/Skils Eval

'dﬁﬂm;ﬂnmmm = j

: Bosic Course (Cadets)

Past Results Ca geclon Bsic Courm {(Semiors)
Menlor InpuliSkils Eval | Ll Crlertatien "Siaring Your Jourrey” |
Approvals

Dawnioad Quiz

= - Course Material
< - Not Complete
- Completed

For your Senior members, choose “Level 1 Orientation.” For cadets, choose “Cadet Protection
Basic Course”.

This will be the same procedure for all tasks requiring a mentor to enter credit. NOTE: To
ensure the appropriate credit is given, make sure the correct task is selected (highlighted) in
Step 2. (see below)

LMS - Skills Evaluation Entry

‘Home > Modules > Mentor input/Skills Eval
Instructions. Step 1: Course

Questions/Comments

‘ Level 1 Orientation "Starting Your Journey" v

Courses Step 2: Skill (Select All That Apply)
Past Results : the Ct -
Mentor InputiSkills Eval Level 1 Summary Conversation Input
Approvals
Download Quiz

Manage Proctors Step 3: Completed (example: 01 Jan 2013)
ResulisiNotes ‘ p

(Course Admin

Step 4: Enter multiple CAPIDs separated by a comma and click the 'Verify Members'
Manage Courses button. (50 CAPID Limit)
Manage Prerequisites

Manage Lessons/Content

Manage Quizzes Y
IManage Prerequisites Verify Members
Manage References

Manage Questions

Notice: To ensure the Cadet Protection course is complete when the cadet turns 18 years old,
cadets who are 17 years old are allowed to complete the Cadet Protection Basic Course.
Cadets who are 18 years old are required to have the Cadet Protection Basic Course complete
before they can be around other cadets. In other words, when a cadet turns 17 they may take
the cadet protection basic course and the course must be complete before the cadet turns 18
years old.
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5. How to upload the monthly Vehicle Data.

Keeping your paperwork straight every month is easier if you scan your documentation and
upload it to eServices. If you have a CAP vehicle, you will have to enter the data for the vehicle
usage every month. Start at ORMS and click on Vehicle Usage Entry:

ece g

Gl Alr Patol eServicas. % |

€ 5@ hupsiivww.capnha.govipreview, (] Y Search D= - I S AR |
B oot W wikipedia b MDb @ Amaon B eBay (] ASLProcom Home [ Fogorspel ol ASLuniv ) Fingorspell Practice ) -Pad g 530430 3% Mass Readings S GAPMail

AeServices S ) ® 0
Administration Approvals/Validations Favorite Apps

Aerospace Education :(53 Award Recommendation Approvals 30 Sep 2016 ** CAP On-line Courses & Exams
it Prostinnd |(0 Transfers In & 1 Transfers Qut) National Headquarters telephone system =~ ... | CAP Pubs, Forms and Regulations
g (i = o S e Cadet Promotions

Chaplain Statistics (OK~115) [¥3 CAP honored with Air Force Organizational £

Command ** 20 Sap 2016 **

Maj Dianna E. Ryan &

|Cadets in your Unit: 14 CAP presents Air Force with flight intercept .. s
Finance Seniars in your Unit; 137 20 Sap 2016 ** Duty Assignmen
Mistorian |All members in your Unit: 32 CAP Board of Governors’ Davidson honored .. | Inspector General |
8 |Cadets in your Wing: 351 19 5ep 2016 Learning Management System |
Infermation Technology |Seniors in your Wing: 482 AFA's AE Cadet of Year Member
{Resubis as of 30 sep 2015 16 5ep 2016
Inspector General | Spaatz Exam new in LMS
Caies |National Cadet Count: 23813 16 Sep 2016
|Nati | Senior Count: 32637 i o[ =
Online Learning Eﬂiul"zrf of f:‘»lauu:: zf":?n fi';ii”;‘f,i’ Adiicbuawen NIRRT 0E, Operational Resource Management System (...
2 a— '_ ~ | Three new National Staff Positions for Devel... | Operations Qualifomciass, o\ o e on
Operations 14 Sep 2016 Personnel Informadior
Updated CAPR 35-8 Membership Action Rev.
Personnel 12 Sep 2016
Professional Development AE Activity Report Avallable li Corps Website
< i - - " Safety Information and Reporting System (Sl...
Public Affairs Specialty Track
Reports Web Security Admin

Resources
Safety

Civil Air Patrol Sites Downloads Contact Us

erv Flash Card Manager NHQ Contacts
WMIRS Seals & Emblems Help Desk
Communications GRISOFT, Inc. Anti-Virus Software CAP-USAF Directory

godivilairpatrol.com Forms, Publications & Regulations
Adabe Acrobat Re

Follow CAP

aspk @ | Q seach A0 R e =
Yaheo! W Wikipedia MR IMDb @ Amazon I eBay [ ASLPacomMome (] Fingerspst kb, ASLUnv ) Fingerspeli Practice 4§ 1-Pad [ 5304430 53 Mass Feadings i CAPMal

About ORMS Resource Please select a link from the navigation at left.

Home / Items Awaiting
Overview |

News Informational Ttems

Set Default Home Page Issued frems  Print My Form 37 Turned In Items

have issued property that may need to be recovered. (Names will appear here until membership is renewed or the items are
réturned to inventory or transferred.) To view a detailed list of items each has issued to them please view the Expired, Expiring, Transferred Members with Issued Property

Search Aireraft

report in the Reports Module.
Conduct Tventoy

Search Checklists

Search Comm Gear
Conduct Tnventory
Revalidate Ind. Issues
Add New Comm Gear

Supplies and
Equipment
Search Supplies and

Equipment

Conduct Inventory
Revalidate Ind. Issues
Add New Supplies and
Equipment

Real Property

Add/View Real Property
Conduct Inventory

Vehicle Search
Conduct Inventory
Vehicle Usage Entry

Expendable Property

Reports
Documentation

Documentation
hitos CARORMS
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® U8 D Cine Pl OAMS Ve % |

&) D@ m

wrer GEpRNG GEVICAR.ORMS et Vehicielisage aspx €@ 9 seseh a9 sadE- =|
WoWikpeda MW MDb 8 Amazon 5 eBay [ ASLProcom Home [[5] Fmgerspet W ASLUny. 00 Fingerspell Practice ) 1-Psd D 5300430 ) Mass Restings S CAPMai

ORMS - Vehicles - Usage Entry C

" ORMS Please select an organization.

Then, select the Field ID of ehicle you are wanting to update. The current usage entry month is selected. If an update is required for a month other than the current
Home / Ttems AWaItinG.  manth, please select a Date from the list.
[t Hion ehicl Ushge Entry And Reports 1nsructions

Aircraft . b
swR.OK-115 B
Search Aircraft

Conduct Tnventory
Search Checklists

*Field ID

wr @
| Search Comm Gear Tomne
Conduct Inventory mave B

Revalidate Ind. Issues Use highlighted date far current entry

Add New Comm Gear

Field [D: 35017 Year: 2003
Supplies and Owner:  SWR-OK-115 Make: Chevrolet
Equipment VIN: 1GNDXO3E03D155057 Model: Venture
Search Supplies and Occupants:7 Type: 7 Pass Van

Equipment

Conduct Inventary MNote: Enter Number of Hours (rounded up)

Revalidate Ind. Issues There was no data found for the vehicle 35017 on 09/ 2016.
Agd New Supplies and Mission

Cadet Other O Form 73 Uploaded for the selected vehicle (One Ye
Eaumar A pcivtes Suppart = e
Ne. Times Used: Vi
Vewr 089 Dec 2015
Real Property T I Form?3_2015-11-01.pdf e

225043
Add/View Real Property
Conduct Inventory

*Odometer Reading: © Tasave e b your computer, ight Sk (Cirf + CIck) the View % link nd choose Save Target A
Vehicles 1 you ave hiaving trouble ogening fes In Enternet Explocer: o to Tools > Interet Options, Dick the Advanced
hicle 5 = it 1 ciavin i -
Viahi = as, Scrall v to the Securty section, and makie sure that the [0 ot sawe encrypted pages to disk is CHECKED

Conduct Invertary Description:
Veehicle Lisag ¥ohiles Start Page

Other Property Form 73 Upload (PDF or Word):
e, N e

Expendabie Property

Reports

| Documentation

QRIHCARORMS

After you enter the data for the monthly usage, you should upload your scanned copy of the
CAPF 73. You are already in the system, and this makes it easy for you, your director of

transportation, and the SUI team when they need to find your documents. Click on the Vehicle
Search.

That leads you to:
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@ 0@ B i pai - ORMS - Ve..

£ | (D@ | s capna gowiCARG

€ | Q ssach W B + & - =
G Googre Bl vehoo! W Wikipedia MM IMODb 8 mmazen [ eSay [B] ASLProcomMame [ Frgerspel bl ASLUny ) FogespellPractice ) MPad pap 500400 4% Miass Readings i CAPMail

ORMS - Vehicles - Search _ . £

About ORMS Search Criteria

Home | Ttems Awaiting  * Organization Serial Number (VIN) PCN
Overview | News owoot [ View Unit Only
Set Default Home Page  Moun (Vehicle Type)

Aircraft i L S

Search Aireraft Source Location
Conduct Tnventory sere s B
Search Checklists Acquisition Cost (>=) Acquisition Date Description
Search Comm Gear __“.f_a“ B Property Tsg
Conduct Inventory
Revalidate Ind. lssues  NSN Condition
Add New Comm Gear - Sdact—
Supplies and Remarks Search In
Equipment ©Active ' Retired
Search Suppiies and Status Green Flag?
Equipment et B

Conduct Inventory

Revalidate Ind. Issues

Add New Supplies and ~ CAP Veh ID Year Manufactured (>=)
Equipment 35017

Real Proj Driven Drive Train

el e

‘Add/View Real Property

Conduct Inventory Co L

Vehicles

Vehicle Search
Conduct Inventory
Vehicle Usage Entry

Other Property

Expendable Property

Reports
Documentation

Documentation
Printable Forms

Max Occupants (>=)
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Enter the vehicle number of the vehicle and you will get to:

When you click on documents, it will lead you to:

€ 0a

B il A Patrol - ORMS - V... > | 4

S Gosgle Yarool
ORMS - Veh

Search Ajrcraft

Comm Gear "" A

Search Comm Gear
Condlict Inventory

‘Home / Ttems Awaiting
Overview [ News

KIF=V

cles

Active
Serial Number
HERIDT

Description

W Wikipecia a8 IMDb @ Amazon I eBav  [§] ASLPro.com Home  [B] Fingarspell

e | Q Sesmh

hABO A =

W, astuniv @ Fingersoell Practive 4§ |-Pad g 5301430 43 Mass Rlesdings

pnhig.gov
This is used to view,

Organization Module ‘add, or dalete
Set Default Home Page  SwR-OK-115 Vehicles Uploaded
Status. Documents.

Green Flag Resource?

Tail Number or Vehicle ID

Revalidate Ind, Issues o
Add New Comm Gear

Supplies and :m;“' lﬂm;:"

Equipment

g || In servios D HazMat Encryption Loaded? Demil

NSN Last Inventoried Date

Add New Supplies and  Stock Class Delivery/Install Date
Equipment “Sact-

[oer— Acquisition Cost Acquisition Date PO Number

2220 0 oy 2002
‘Add/View Real Property : gy
Remarks (Input POC info here, if desired)

Conduct Inventory Tite Frewsure Front-37  Fear-3Z
o
Vehicle Search e G008

Conduct Inventary Warranty

Viehicle Usage Entry N et

Other Property
Expendable Property

Reports
Reports Year Manufactured Max Occupants
i i Vilide Hansgar
Documentation i ‘ Enter all or part of a CAPID or niame and dick the search
avascrint._ooPostBisck w0 MaNGamanPlacetiolderiniainDocumant ) ton;

® 8 S @ s pairol-ORMS Ve ¥ |k
€ ) (D@ | hipsfwwwcapnha.gow/CARORM Ty & | soach “a 3+ & &

% Goagle

About ORMS
Home / Items Awaiting

K verool W Wikipess

WO 3 Amaon [ eBny () ASLPra com Home

[} Fngerspetl b, ASLUn G Fingerscel Praciics. 4 bPud o 600/430 &b Mass Readings & GAPMai

Back tp Master Record  Back To Search

/i . o Item Information ,
e ] s a Hode
SELDEaG e 7 Pass Van Chevrolet Venture
Serial Number Organization Property
1GNDX03E03D155057 SWR-OK 115 35017
Conduct Inventory Condition Acquisition Cost
Search Checkists DOD-Fundsd Serviceable $23,256.50
o
04 Now 2002

Search Comm Gear

Cowiciice Tisaniney Current Files uI oaded
Revalidate Ind. [ssues S
Add New Comm Geal Vi Dol
: w z " 2015 09_CAPF73_25037.001 . St
up| n vew  Destn 9 New 2015
Equipment 201218 QAT 5017 DO e ome 230522
ouns  Dec 2015
2015_11_CAPF_73. 35017 pdf o 274802
11 Jan 2016
2015_12_CAPF_73 35017 pdf &
Revalidate Ind. Issues i
Add New Supplies and 2016 61 Capr7a. 35017pdr = ke
Equipment Bie S
o 02 ar 2016
Real Property S e A 19:54:50
Add{View Real Proparty 201603 CAPF_73_35017.pdF Deiutg: ﬁ:‘;ﬁ?gg‘
Conduct Tnventory i - M.w:n -
car ey - 1
Vehicles SR SR Y Fis 222307
Vehicle Search 2016_05_CAPF?3_35047.pdF 1 o e
Conduct Inventory EX TN

Vehicle Usage Entry 2016_08_CAPF73_35017.pdf e DSSE 06 Jul 2016 22:58:38
ey e 2016.07_CAPFT3_35017.0df e Lo B
Expendable Property . . e
e 2015 08 CAPF73_35017.00¢ [ aza1:50
ORMS_1MX_RECORD_2014-5-2_HTRDON_TIRES_PLUS,_- et 04 0ct 2014
274594, paf LT 18:31:55
Documentation R R S A i, me e owoms
Documentation e
Printable Forms ORMS_MX_RECORD,_2016-1-7_MIDAS_ 174361 paf Vi Deiste 07 2en 2016
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You browse your scanned file in and submit it. If you notice the file name for this vehicle’s
CAPF 73, it contains the date (YYYY_MM) the form (_CAPF_73) and the vehicle number
(035017) in it. This makes finding anything missing very easy for you. This location is also
where you upload the rest of the vehicle’s records & paperwork.

Real Property Documents 8
Table of Allowances tile_35017.pf e el
Feedback T save 2 file ta your computer, right dick (Ctrl + Click) the View File link nd choase Save Target As,
*Denotes Required Fields 1t you are heving rouble opening s i Intermel Explorer: Go o Tools —> Tnlemet Options, Click the Advenced Tab, Scrofl down to the Sezurly secton, and meke sure Ut the Do not seve encryple poges to dis is CHECKED.

Form 73 Uploaded for this Vehicle (One Year
Date Added
Form?73_2015-11-01 paf i Fle 09 Dec 2015 22:50:43

Document Uploads
*Title of Uploaded Document

This photo should be used for the thumbnall for this item on the master page
*Select the file you would like to Upload (Supported File Types: .pdf, .do, .Jpg, jpeg, .oif, .itf, docx, s, xisx)
P —

9

If you are uploading photos for Aircraft or Vehicles please include photos from the following angles (Title the Photos):
Front

Back
Left Side

Right Side

6. How to start your inventories.

As a new commander, one of the first things you will do is conduct an “eyes-on/hands-on”
inventory of everything in the squadron. You will also do this inventory every year. You have

the right to do it any time you need to confirm the location of the assets you signed and
accepted responsibility for.

ece g

Civik Air Patrol - ORMS. +

s CapnhQ goviICAROHMS. Webidefal

A aspe e | Q seach B9 3+ k& =

eBay [0 AStPro.com Home  [[B] Fingerspen bl ASL Univ ) Fingerspeli Practice 4 1-Pad  pag 500/430° 42 Mass Readiigs i GAPMal

About ORMS Welcome to the CAP ional Resource System. Pl lect a link from the navigation at left.

‘Home / Items Awaiting

Overview / News Informatianal Ttems
Set Default Home Page Issued ftems  Print My Form 37 Turned In ltems
Expiring/Expired/Transferred Members who have issued property that may need to be recovered. (Names will appear here until membership is renewed or the items are
returned to inventory or transferred.) To view a detailed list of items each has issued to them please view the Expired, Expiring, Transferred Members with Issued Property
Search Aireraft

report in the Reports Module.
Conduct Inventory

Search Checklists

Search Comm Gear
Conduct Inventory
Revalidate Ind. Issues
Add New Comm Gear

Supplies and
Equipment
Search Supplies and
Equipment
‘Conduct Inver

mes A

Revaldate Ind. Ir2.m, Equipment Inventory
Add New Supplies e o
Equipment

Real Property

Add/View Real Property
Conduct Inventory

Vehicle Usage Entry

Expendable Property
Reparts

Documentation

= Wb FIDy
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This is easy: you were just there a moment ago! (Home page -> ORMS) Now choose the
inventory (inventories) you need to conduct:

ece -]

Civil Aif Patrol - OAMS +

woew. capnha. gow CAP ORMS W

€ € | Q Searct "B 9 A =
| © Google [ Yahco! \V Wikipedia B MDs 8 Amaron Jf5eBay [[B] ASLProcombome [ Fingerspel b, ASLUnv % FingerspeliPractice @ 1-Pad  [og 5304430 43 MassRosdings X4 CAPMall
ORMS ervons | S

‘About ORMS Welcome to the CAP Operational Resource Management System. Please select a link from the navigation at left.
| Home / Items Awaiting

| Dverview | News Informational I

Set Default Home Page

| Items
Issued Items  Print My Form 37 Turned In Items
Members who have issued property that may need to be recovered. (| appear hy
| . returned to inventory or transferred.) To view a detailed list of items each has issued to them please view the Expired, Expirine

report in the Reports Module.
Conduct Inmm Type Full Name CAPID Org Days Til Expira/From Transter Email Phone Ttems

il

or the items are
g, Transferred Members with Issued Property

|Search Comm Gear
| Conduct Inventory
| Revalidate Ind. Issues
Add New Comm Gear
Supplies and
Equipment
| Search Supplies and
[Equipment
| Conduct Inventory
Revalidate Ind. Issues
| Add New Supplies and
[Equipment

Real Property

| AddfView Real Property
| Conduct Inventory

Vehicles

Vehicle Search
Conduct Inventory
Vehicle: Usage Ef ¢, cx vetices invertory

Other Property

| Expendable Property

Real Properties

@58 /B CuimeParo-oRMS +

€ ) (0 @  ntioss/www.capnha.gov/CAR

e | Q Search #Ee o s an- =
| G Googe N vanoor W Wikpeda MO @ Amazon [EyeSay [ AStProcombome (] Fingerspen M ASLUnY @ FingerspellPractice 4 HPad i 530430
ORMS
About ORMS Welcome to the CAP Operational Resource Management System. Please select a link from the navigation at left.
| Home / Ttems Awaiting
| Overview /

43 Mass Readings. X4 CAPMai

| News Informational Ttems

| Set Default Home Page: Issued Items  Print My Form 37 Turned In ltems

Expiring/Expired /Transferred Members who have issued property that may need to be recovered. (Names will appear here until membership is renewed or the items are

returned to inventory or transferred.) To view a detailed list of items each has issued to them please view the Expired, Expiring, Transferred Members with Issued Property
port in the ts Module.

Full Name Days Til Expire/From Transfer

| Add New Comm Gear

Supplies and
Equipment
| Search Supplies and
[Fauipment
| Conduct Inventory
Revalidate Ind. Issues.
| Add New Supplies and
|Equipment
Real Property
| Add/View Real Property
| Conduct Inventory
Vehicles
| Vehicle Search
| Conduct Inventory
Vehicle Usage Entry

Other Property
| Expendable Property
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You must account for any properties you have annually. It is smarter and safer to put any
properties you use frequently in the system so that CAP insurance can cover accidents that may
happen. Once you are in ORMS, click Add/View Real Property, then enter the data:

® 0 ® B s ol -GRME - R +

€ | G @ | hiips: v cRpig. gowGAR ORMS Web/RealPropertyF orm ssps € | Q search wla P & E- =
G Google B Yehoo! W Wikipedia M MDS B amazon I o8av  [[B] ASLProcom Home [ Fngerspel bl ASLuniv €D Fingerspell Practice 4 Ped  pig 530430 45 Mass Feadings i GAPMall

'ORMS - Real Property Add/View

About ORMS 'mmqm ta Add/View Real Property
Home / Ttems Awaiting f—

Add Mew Real Property

Exclusive Use of the Facility *Type of Facility +Frequency of Use.
+If you store ltems and don't share the space with someone else you  -seece- - B
have exclusive use

+f

Search Comm Gear

Conduct Tnventory

i in Tno You meet in 3 schosl, church, 780, fire department, armory, etc. ,
EW COmM GEAr o0 night per week and you don't have any locked roams anly your

Supplies and unit uses, then you don't have exclusive use.
Equipment Yes @MNo

Search Supplies and If you do not meet t any locaticn, check this checkbox and provide an explanation

Equipment A

Conduct Invengory

Revalidate Ind, Issues  *Address 1 =City *Zip Code
Add New Supplies and

Equipment Address 2 *State

Real Property e N
STy Ovip B Facility Oviner Address is the sama as Location Address
ONAUCT TTVe oy o
*Facility Owner Address 1 *Facility Ownee City *Facility Owner Zip Code
Vehicle Search Facility Owner Address 2 =Facility Owner State
Conduct Inventory s @
Vehicle Usage Entry r i
Real Praperty Documentation (Lease, rertal agresment, Pay Rent? 1f you are not sura about the Lease and Rent questions, plsase
Memorandum for Record, etc...)? Yes @ No check this checkbox
Expendable Property Yes obo nknohn
Did you hawve use of the facility ALL year (Oct 1st to Sept 30 )7 *Square Foatage Da you know the annual estimated cost per square foot
st oYes No (This amount may be obtained from a real estate agent, asking
Reports neighboring businesses, etc)
[ Doctmartaton | A
DOCUTRRGIG Donated Ajrcraft Tie-Down *Date First Occupied ~
Printable Forms Yes ol )
Reai Property Documents PR
Table of Allawances
Feedback

*Denotes Required Fieids

Lesson Summary and Closure

eServices can be intimidating at first glance, but what you just learned should have you feeling
confident that you can easily and quickly enter, complete, and approve awards and promotions.
You can modify an individual member’s eServices permissions to allow them the authority to do
the job you have tasked them to do. You now know where and how to find reports for and
upload the documents related to your SUI; you can conduct your inventory and upload your
monthly vehicle usage report (CAPF 73); you know where you can order certain supplies for
your unit; you can add property to the insurance system to protect the landowner in case of an
accident. This list is far from exhaustive and many things were specifically not covered. The
ones that were covered are the most commonly used or are the hardest to remember where to
find them. While you will need many more resources, this lesson is meant to be saved as a
quick guide/resource for eServices during your time as a commander.
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