CAP Unit Commanders Course
Navigating eServices

Navigating 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.

2. 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, SUIs, 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 to click.
All instructions will be based upon the “new” version of eServices because it actually is much
more intuitive to navigate and does not require the training time that the original e-Services did.

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. If
you are starting with the original eServices, you will need to get to the new version. (See next

page.)
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First, check the box next to “Check this checkbox to be redirected to the new eServices when
you log in.”

Second, click the “Click here to test out the new eServices.”
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Welcome, Maj Dianna E. Ryan

SERVICES

ILAIR PATROL COMMUNITIES

CAP Utilities (edtt | eServices Beta Restricted [edt |

Where Do | Start?
ACE Registration
ACSC Enrollment
AE Downloads and

You have been selected to test the new eServices.
Click the link below to start exploring. If you would
like to go to the new eServices when you log in,
check the checkbox below. If you find any issues,
please let us know through the help desk with a
subject of "eServices Beta".

AE Plan of Action
AEX
Award Recommendation

Balsem Awards

Besources lick here to test out the new eServices. CAP Certificates
AE Squadron POA CAP Safety Education
AFIADL edirected to the new

CAP Scholarship
CAPWATCH Text Files
Download

plication Comm Cadet Online Testing
Award Recommendation OK-115 Stats
CAP Best Practices Cadets in your Unit: 11

i Seniors in your Unit: 17

Cadets in your Wing: 344
Seniors in your Wing: 477
All Members in your Unit: 28

Aircraft Ground Handling
Training

Cadet Uniform
Calendar
Chaplain Corps Reporting
Commander's Corner
Commander's Dashboard

CAP On-line Courses &
Exams
CAP Pubs, Forms and

Regulations National Cadet Count: 23813 (as of 31 Aug 2016) DI a3l
CAP STEM Kit National Senior Count: 32637 (as of 31 Aug 2016) A —
CAP Scholarship Duty Assignment

Event Administration

CAP Stan/Eval
/ Event_NESA Administration

CAP Supporters
CAPWATCH Text Files
Download
CAPabilities

CLC Enrollment
Cadet Encampment
Assistance Program

20 5ep 2016 - CAP honored with Air Force Organizationa...
20 5ep 2016 - CAP presents Air Force with flight intercep..
20 Sep 2016 - CAP Board of Governors’ Davidson honore...
19 5ep 2016 - AFA's AE Cadet of Year

16 Sep 2016 — Spaatz Exam now in LMS

16 Sep 2016 - September Safety Beacon Newsletter On-li...

76 Can 2072 — Thraa now Natinnal Seaff Pacitinne far Nav

Internet Operations
Material Orders

Member Reports

Member Search (Restricted)
Membership System

Natianal | aual DA Warkina

hitps:/fwww.capnhg.govipreview/

Doing these two things will ensure you have the ease of access and least amount of work
getting started. Some members have used the old system for a long time and know where
things are in it, but getting there still requires more work, and more memory on their part. The
new eServices is less work and requires less time learning how to navigate it/where to find
things.
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This will take you to your new home screen:
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Administration News M | Favorite Apps

Aerospace Education | 1 4 20 Sep 2016 **
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Force Organizational E...

Cadet Programs

Chiapidin Statistics (OK-115) x

Command Cadets in your Unit: 11
Finance |Seniors in your Unit: 17

|All members in your Unit: 28
Historlan Cadets In your Wing: 344

Information Technology |Seniors in your Wing: 477
| Resuits as of 26 Sep 2016

16 Sep 2015 Mer 1
September Safety Beacon Newsletter On-line... | Member Search (Restricted)
Membership System

Inspector General

National Cadet Count: 23813
Logistics

National Senior Count: 32637 ** 15 Sep 2016 ™*

x 3 Results as of 31 Aug 2016 |Three new National Staff Positions for Devel... Operat?onal Resoufce_ Management System (...
OnlfagLeaming B ** 14 Sep 2016 ™ Operations Qualifications
Operations |Updated CAPR 35-8 Membership Action Revi...| Personnel Information
Al

** 12 Sep 2016 ™
|AE Activity Report Available
31 Aug 2016

Personnel
Professional Development
Public Affairs

|Reminder...All C-172N&P and C-182T norm...

Reports
Resources.
Safety

Civil Air Patrol Sites Downloads Contact Us

eServices Flash Card Manager NHQ Contacts
WMIRS Seals & Emblems Help Desk
Communications GRISOFT, Inc. Anti-Virus Software CAP-USAF Directory
gocivilairpatrol.com Forms, Publications & Regulations Follow CAP
Adobe Acrobat Reader

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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Member Search (Restricted)

app Personnel Information

Photo Admin

capnha.gav

& e s

CAP Certificates Forms, Publications & Regulations

CAP Magazine Admin s, Forms and Regulatic
CAPWATCH Text Files Download bmotions
Calendar iurps Repaorting

Email Notifications.

- - - <

Material Orders

Photo Uplosid al Resource Management System (...
Web Security Admin Qualifications

Opatinicris Click the star to add or remove from your P et

Personnel % v .
Professional Development  [NEEACVIRICEN TSI
Public Affairs

Reports urity Ad;

Online Learning

loa

laplain Corps Website

formation and Reporting System (SI...
Track

Resources
Safety

Civil Air Patrol Sites Downloads Contact Us
eServices Flash Card Manager NHQ Cantacts
WMIRS Seals & Emblems Help Desk
Communications GRISOFT, Inc. Anti-Virus Software CAP-USAF Directory

gocivilairpatrol.com Forms, Publications & Regulations Follow CAP
capmembers.com Adobe Acrobat Reader
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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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Chaplain Statistics (OK-115) CAP presents Air Farce with flight intercept .. porting
Command . » +* 20 5ep 2016 - . er

Cadets in your Unit: 11 CAP Board of Governors’ Davidson honored f...| | Commander's Dashboard
Finance Seniors in your Unit: 17 0 15 Sep 2015 4 Duty Assignment
Historian All members in your Unit: 28 AFA's AE Cadet of Year Inspector General

Cadets in your Wing: 344 =+ 16 5ap 201 |Learning Management System

Information Technology Seniors in your Wing: 477 Spaatz Exam now in LMS Member Reparts
Pk v 4 16 Sep 2016 ** |Member Search
e Nationial Cadet Count: 23813 Seprember Safety Beacan Newsletter On-line. . n:g\;gsshei;;gssc{i;sjnum)
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** 12 Sop 2016 -+
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Personnel

Reminder...All C-172N&P and C-182T e
eminder...All C- and C-182T norm... | |safety Information and Rep
Public Affairs Specialty Track

|wehb Security Admin

Professional Development ite
rting System (S1...

Reports

Resources
Safety

Communications CAP-USAF Directary

lairpatrol.com Follow CAP
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Certify, then Approve, Disapprove, Ask for more information, or move to the next applicant.
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Approve Transfer Father

| Rekirement Form Top 2 things you are looking forward to most as a CAP cadet? Primary Email Primary Phone Number
| Retreement: Search Developing leadership skills, Fiying o learning about aviation

Online Renewal Please list any prior CAP Activities you have been at (if any)

Cadet App. Approvals
Clearance Certficates

s i

Overview
Org. Mai Calisthetics: push-ups, sit-ups, ing, etc A Running 1-mile, taking short walk breaks if needed A
Group Admin Hiking or tramping through the woods A Obstacle courses that require balance and flexibility A
Valleyball, flag football, and low-impact team sports A Swimming A
;.el\:“m Required Flying in small aircraft A :::;p:tm in the above cadet activities for a full day, with periodic rest
Do you understand that CAP requires cadets to be able to self-administer their
medicine? YES

Heaith Section, For each activiy the foliowing legend wes used to complete the farm:
.- No heaith issues - my chid can pamcipete fily

B~ Some heaith issues - my chil can participate with some modification, or my child will be
- Chrenic contitions - my chidl cannot safely partipate in this sart of activty Gue to @ ng-term heahh ssue

e recovers from a temporary health issue

“The applicant has enterest information sbout his o her redical initatians, f any.
‘The squadron il needs to assign the cadet to a physical fimess categary, based on that information.
Physical fitness categaries are tracked locally; they are not recorded In eServices.

1f they answered B or Cto one Is your child doing something Are you interested and able to volunteer your time and Status and Date Modified
or more of the above, here is  to manage this condition? talents? Check any that apply Status: PENDING, Date Mod: 23
their explanation Helping with transportation, Fundraising, Supervising cadet events once Sep 2016

inawhie

| +Disapproval Reason / Need More Information Text

“This text will be indluded in the emai san 1o the member;
2 T certify that the individual in question has attended three meetings, 1 have reviewed valid proof of identity, and have met the parent/guardian to ensure the individual has
permission to participate and discussed any physical limitations or congerns.

If you would like to retain a copy of this information please use the Print function in your internet brawser. Once you approve the application these is NO way to print the
Information.

3 HEED MOR FORMATON

Pending Applications: 2
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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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Administration Approvals/Validations Favorite Apps
Aerospace Education {3) Award Rec 1endation A rals
Cadet Programs {2) Cadet Online Application Approvals

| = 20 sep 2016
|CAP honored with Air Force Organizational E...
| #1220 5ep 2016 +=
Chaplain |CAP presents Air Force with flight intercept ..
| == 20 5ep 2026 = Cc
|CAP Board of Governors' Davidson honored f...| | Commander's Dashboard
19 Sep 2016 ** Duty Assignment
|AFA's AE Cadet of Year Inspector General
| =% 16 Sep 2016 = Learning. ment System
|Spaatz Exam now in LMS Membe s
| | 16 sep 2016 Member Search
| Safety Beacon Mewsletter On-line... | |Member Search (Restricted)
|+ 15 Sep 2016 =+ Sy
|Three new National 5taff Positions for Devel...
| == 14 s0p 2016 =
Operations |Updated CAPR 35-8 Membership Action Revi...
|** 12 Sep 2016 **
Personnel iAE Activity Report Avallable
i 31 Aug 2016
e evdlopment |Reminder...All C-172N&P and C-182T norm. .. e
Public Affairs = Specialty Track

Reports Web Security Admin *._

Resources ‘Web Security Admin
Safety

Courses & Exams
s and Regulations

Command Cadets in your Unit: 11

Finance Seniars in your Unit: 17

All members in your Unit: 28
Cadets in your Wing: 345
Information Technology Seniors in your Wing: 478

Results as of 26 Sep 2016
Inspector General

Logistics

Historian

National Cadet Count: 23813
National Senior Count: 32637
Online Learning Resuits as of 31 Aug 2016

lanagement System (...

ng System (SI.

Civil Air Patrol Sites Downloads Contact Us

eServices 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
hitps:/lwww.capnha.gov/CARWSA Web/Default aspx [YM Pawerp e
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‘Welcome to the Web Security Administration main menu page.
Please select a module from the left menu.

View Permissions
Who Has Permissions
Reports

Documentation

Instructions

* - Required Field
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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.

ece / B wsaA-AddPermissions x| +
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Operations Qualifications Pilot OPS-CAPPilot Data-Entry
Operations Qualifications Reports Cadet_Programs Read-Only
Operations Qualifications Reports OPS-ARCHER Read-Only
Operations Qualifications Reports OPS-CAPPilot Read-Only
Operations Qualifications Reports OPS-CISM Read-Only
Operations Qualifications Reports OPS-CounterDrug Read-Only
Operations Qualifications Reports OPS-DriversLicense Read-Only
Operations Qualifications Reports OPS-Emergency_Services Read-Only
Operations Qualifications Reports OPS-OPSEC Read-Only

1 Operations Qualifications Suspension Communications. Data-Entry
Operations Qualifications Suspension OPS-CAPPilot Data-Entry
Operations Qualifications Suspension OPS-DriversLicense Data-Entry
Operations Qualifications Suspension OPS-Emergency_Services Data-Entry
Operations Qualifications Validations OPS-CAPPilot Data-Entry
Operations Qualifications Validations OPS-Emergency_Services Data-Entry
Persannel Information Personnel Information Personnel Data-Entry
Personnel Infarmation Personnel Information Personnel Read-Only
Photo Admin Comm Phote Upload Personnel Data-Entry
Phota Admin Validate CAP Photo Personnel Data-Entry
f;;esl’v Infarmation:and:Regoriing System Safety Education Input Personnel Data-Entry
Specialty Track Approval Admin ET-Senior Data-Entry
Web Security Admin Add Mission Support Data-Entry
Web Security Admin Duplicate Mission Support Data-Entry
Web Security Admin Remove Mission Support Dara-Entry
Web Security Admin Reports Mission Support Reports
Web Security Admin View Mission Support Read-Only

2 Clear Selected Applications | Clear Page
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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/PAQ), 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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Approvals/Validations Favorite Apps

(3) Award Recommendation Approvals 20 Sep 2016+ CAP On-line Courses & Exams

(2) Cadet Online Application Approvals | CAP honored with Air Force Organizational E... | (CAP Pubs, Forms andgegulations
Cadet Promations
Chaplain Corps Reporling

+* 20 Sep 2016 4
Commander's Corner

G Google | Yehoo! W Wikipedia M\ IMDs @ amaron Y eBay  [[B] ASLPro.com Home  [[B] Fingerspell

AeServices

Administration

Aerospace Education
Cadet Programs
Chaplain

Command
Finance
Historian

Information Technology

Cadets in your Unit: 11
Seniors in your Unit: 17

All members in your Unit: 28
Cadets in your Wing: 344
Seniors in your Wing: 477

Bl | Resuirs as of 26 sep 2018

Inspector General
Logistics

Online Learning
Operations

Personnel

Professional Development
Public Affairs

Reports

Resources

Safety

Civil

National Cadet Count: 23813
National Senior Count: 32637
Resuls a5 of 31 Aug 2016

Air Patrol Sites

=
hitos:/fwew.capnha gov/GAP Gadet Tralning Web/default sspx

Flash Card Manager

Statistics (OK-115) Lol CAP presents Air Force with flight intercept ...
** 20 Sep 2016 **

‘CAP Board uf Governors' Davidson honored ...

Commander’s Dashboard

* 19 Sap 2016

:AFA s AE Cao‘et of Year
| =~ 16 sep 2016 +«

Spaatz Exam now in LMS

“* 16 Sep 2016

September Safety Beacon Newsletter On-line
** 15 Sep 2016

Three new Naucnal | Staff Positions for Devel..

"= 145ep
Updated CAFR 35-8 Membership Action Revi...

12 Sep 2016 +
AE Ac\lww.ﬁeponAvawlqble
31 Aug 2016

Reminder...All C-172N&P and C-182T norm..

Downloads

Seals & Emblems

GRISOFT, Inc. Anti-Virus Software
Forms, Publications & Regulations
Adobe Acrobat Reader

|Web Security Admin

Duty Assignment

Inspector General

Learning Management System

Member Reports

Member Search

h (Restricted)

p System

| Resource Management System (..
Operations Qualifications

Personnel Information

Photo Admin

Pho!

Publ  Corps Website

Safe ion and Reporting System (Sl...

Specialty Track

Contact Us

NHQ Contacts
Help Desk
CAP-USAF Directary

Follow CAP
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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.

® 0 ® '8 cuialPoiol- Cadst Prom... % | +
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Cadet Promotions Application
Home

Multi-Entry
DDRx Entry

Documentation

Instructions.
FAQ

[*Denates Required Fields

Cadet Officers School 2007
April 2015 Updates
Cadet Wingman Course Transition

The Cadet Wingman course will be required to complete the Curry achievement starting 1 July. This replaces the previous requirements for cadets to complete the online Introduction to
Safety course and the "Graund School” introduction to the Core Values character development forum.

The Cadet Promotions application has been transitioned to accommadate the many early adopter squadrons that have implemented the training. Howeves, cadets in squadrons using the
previcus curriculum will not be penalized in their due to the 1 OF our computer systems. AL this time please enter the date the cadets completed their character
forum Into the Cadet Wingman course siot. They must still receive the Cadet Wingman training before 1 July 2015.

Character Development Instructor and Lesson Type

To assist with Chaplain Corps reporting, fields for an Instructor and Lesson Type have been added to the Character Development section of the Data Entry and Multi-Entry modules. Mo
specific instructor or 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 onlly.

Questions? jleeficapnhy

it/ CapnhG, goviCAP.CadetTraining Web/Madules/DataEniry2.aspx7F <A

Enter the cadet’s name or CAPID.

® °® 13 i i Patrol - Cadet Prom \ o+

Eniry2.aspxTF=A @ | Q Search e + & =
G Google | Yehoo! W Wikipedia mM IMDo @ Amazon [ eBay [[F] ASLPocomHoma [[F] Fingersoall bl ASLUnw € Fingerspall Practics 4 1-Pad  gag 500400 43 MassReadings i CAPMail

€ 9|0 @ hipsswww.capnha gov/CAP CadelTraining. Web/Modules

Cadet Promotions - Data Entry
Home > Modules > Data Entry

#**This module is for inserting new achievements and awards ONLY. To input prior achievements please email Sharon Jackson at sjackson@capnha.gov ***

+Cadet CAPID/Name

Enter all or part of a CAPID or name and click the search button.

[*Denotes 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!

Sit and Reach:
Curl Ups:

Push Ups:

Mile Run: (MM:SS)

Cat. II-IV Waiver?
Physical Fitness Tasks (OPTIONAL)

Phiysical Fitness Training Report

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

(CAP Oath Completed?

Did this Cadet Mentor?

%} lAerospace Equcation

Character Development
Date Participated
muze 0

Instructor
Disrria € yan GOI(OK)

Lesson Type
FLIGHT TIME - aos for Loarg [

IDid this Cadet complete SDA Report?

|Date Passed

‘SCDIE

Test Number
~sact B

I

| JROTC Waiver (28 Days between Achievements)

/B i e Patr - et Prom.. % | 4
€ ) (5 @ | hitps:/Awww.capnha.gowGAR CadetTraining WebvModules/DetaEniryZ. aspi?F=A e &E O+ Aa e =
G Googie Wl Yahoo! W Wikipedia M MDb 3 Amazon J eBlay [B] ASLProcombome [] Fingerspel bl ASLUAY @ Fingersoell Practice ) Pad g 500430 4% Mass Readings &4 CAPMaT
Mary Feik ADPrOVR  Jaes W Keed Jr v o o
[“Denotes Required Fields Wright Brothers Approved  Steven F Kuntz 02Dec 2013 25720  Vew Detals
Capt Eddie Rickenbacker Approved  Michaal X Glowaski 24Fen 2004 0 oo Dt
Charles Lindbergh  Approved  Steven F Kuntz 2840 2014 D e Detals
Gen Jimmy Declitte  Approved  Michae K Glowaski BuAE 0 oo Dt
Dr Robert H Goddand  Approved  Michael K Glowaski 16 Mar 2015 0 View Detals
Nell AAmmstrong  Approved  Michael K Glowaski 17 un 2015 0 View Detals.
Billy tanched Approved  James W Reed 12AUG 2015 65707 VewDeals
Fight Commander  Approved Michael K Glowaskl 10 May 2016 0 iew Detals.
Adminisrative Officer  Approved Michael X Glowaski 0500206 0 o Dt
Public Affairs Officer  Incompleta 0 Niew Desals.
Eull Cartet Promotions Repart for €1 Lt
[Data Entry for Cadet Achievements and Awards
] IAchievement or Award |Enigible for Next Promotion On:
1 Piba Al b 30 Aug 2016
Physical Fitness Test Leadership |Active Participant?
Date Passed Date Passed Score



CAP Unit Commanders Course
Navigating eServices

Senior Promotions
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Administration Applications Other Resources
% Award Recommendation € Membershin ACUon Review Panel

v capnha gov
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Aerospace Education ne Courses & Exams
Duty Assignmant Regulations , Forms and Regulations

< M38-1 - CAP Uniform Manual

Cadet Programs
Membershia System

L 3
Chaplain Corps Reporting

Personnel Information

1 R147-1 - Army and Alr Forcs Exchange Privilegas of CAP

Command

% Registration and Payment System Members

Finance 2 R20-1

Organizatian of Civil Alr Patrol
Historian + R20-3 - Charters and Other Organization Actions
Infarmation Technalogy +r RI5-1 - Assignment and Dury Status

Inspector General % R35-2 - Notfication Procedures In Case of Death, Injury or
senous liness

Logistics
@ R35-3 - Membership Termination

2 R35-4 - Dverseas Cadel Squadrons
# R35-5 - CAP Officer and MCO Appointrents and Pramotions
Pe | # R35-8 - Membership Action Review Panel

inzl Resource Management System [
ins Qualifications
Information

Online Learning
Operations

haplain Corps Website

formation 2nd Reporting System (51,
Track

urity Admin

Professional Development < R35-8 - faard of Covernars, Wing ané Region Commander
Public Affairs Selection Procedures

Raperts & R39-2 - Gl Air Patrol Membershin

2 R39-3 - Award of CAP Medals, Ribbons and Certfcates.
Resources

Safety

Downloads Contact Us

Flash Card Manager NHQ Contacts

& Emble

GRISOFT,
Forms, Py &
Adobe Acrobat Reader
PowerPoint Vie

us Software

lons

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

B Givi Ar Pairol - Membersy. +

€ O Seach "B 9 AR =
G Google Wl vaboot W Wikipeda MR MDb @ Amwon [N eBay [[B] ASLProcomHome (9] Fngespel Wl ASLLniv O Fingerspell Practice ) -Pad  pag 590430 4 Mass Reedings i CAPMaIl

®
€ 0B s capmha gon AT

Recruiting Info.
Proi

Promation

PD Award Entry

PD Award Approvals
Transfer

Approve Transfer
Retirement Form
Retirement Search
Online Renewal
Cadet App. Approvals
Clearance Certificates

Org. Maintenance
Group Admin

* Denotes Required
Ficids

it v ot gavi CAR MarmizershipSystam Web/Mer et Promation ssax

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

® @ '@ oo - Promotens +
ww.caprhg.goviCAP MembershipSystem. Web/Member/Promation.aspx ¢  Q Search w8 + AT =
Wl ASLUnv @ Fingerspall Practice 4 -Pad  [ag 500/430 45 Mass Readings &S GAPMall

Promotions

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

Maj h Xr]

Membership Information Duty Positions
Re:rum‘ng Info. Current Rank: Maj Aerospace Education Officer Character Development Instructor

Promotion Charter: SWR-OK-115 Commander Communications Officer
PD Award Entry Date Joined: 06 Oct 2011 Drug Demand Reduction Officer  Emergancy Services Officer
PD Aviard Approvals Expirstion: 31 Oct 2017 Health Services Officer Health Services Officer
Transfer Inspector General Internal Aerospace Education
Agprove Transfer Officer
Retirement Form Personnel Officer Personnel Officer
Retirement Search
Online Renewal Prioe Promotions
Cadet App. Approvals Rank Rank Date Date Recelved  Criteria Waived Months In Rank
Clearance Certficates
- e o
Organizations |
e ‘Capl 2800 2011 PROFESSIONAL - no 58
Org. Maintenance lsu 0020t | Nona - s
Group Admin L
Requirements: Lt Col, Duty Performance  Approval(s): Lt Col
;ezenms Required ; At least 21 years of age GROUP (SWR-OK-099):
s Time in Grade: 48 months as a Maj %
btk WING (SWR-OK-001}:
REGION (SWR-SWR-001):
» S
Rank Data
*New Rank *Promotion Date *Criteria
[tea -] [285epz0re [B DUTY PERFORMANGE
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

B civil Air Patrol eServices

c | Search w89 4+ KR =

L]
€08 hps
5 Google N Yehoo! W Wikipeda mM IMDb @ Amazon S eBay [JB] ASLProcombome (9] Fingarspall bl ASLUnw & Fingerspell Practice 4 1-Pad g 530430 25 Mlass Readings B GAPMail

AeServices k 4 ﬁ: Maj Dianna E. Ryan &
Administration Approvals/Validations Favorite Apps

Aerospace Education |(3) Award Recommendation Approvals * 30 Sep 2016 ™ | |cAP On-line Courses & Exams
Cadet Programs (D Transfers In & 1 Transfers Qut) National Headquarzers telephone system —- ... | |CAP Pubs, Forms and Regulations
C | 20 5ep 2016 Cadet Promotions

Chaplain Statistics (OK-115) [T cAP honored with Ar Force Organizational E... :Chaplam Corps Reporting
C Corner

+2 20 5ep 2016 **
Command Cadets in your Unit: 14 CAP presents Air Force with flight intercept ..

Finance |Seniors in your Unit: 18 20 Sep 2016 ** | Duty 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 aemcrs L Wing: 462 AFA s AE Cadet of Year |Member Reports
16 5ep 2016
Inspector General Spaatz Exam now n LMS s %525&":;;’1?{::2?:;3
National Cadet Count: 23813 16 Sep 2016 il

Logistics System

National Senior Count: 32637 lews] ine... 1
Online Learning . niul‘-z"ﬂw??ﬂ ;z?:lg-n 35‘;“”‘,?“ Safety Beacon D |Operational Resource Management System (..
i " ~ Three el Natlonal Staff Positions for Devel... | (Operations Qualifications
Operations 14 Sep 20: |Personnel Information
Llpdzlled CAPR 35-8 Membership Action Rev... | | i

Personnel 12 Sep 2016

03 : pload
Professional Development _AE Amww Report Available |Public Chaplain Corps Website
i |Safety Information and Reporting System (Sl...
Public Affairs |Specialty Track
Reports Web Secunw Admm

Resources
Safety

il Air Patrol Sites Downloads Contact Us

eServices Flash Card Manager NHQ Contacts
WMIRS & Emblc—ms Help Desk
‘Communications 5¢ -Virus v CAP-USAF Directory

Follow CAP

what you need is found in Member Reports.

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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®C® B cyiarpaio - Member e ¥ |+

€ ) © B | hitpsdfwviwcapnhg govic . S
G Google N Vehoo! W Wiipeda M MDb 8 Amazen [ eBay ASLPro.com Home (] Fingerspall
Member Reports

About This Page ‘Member Reports > Modules > Member Reports

Search Reports (based on permissions)
a8 Ml et arvices

b

Commander's COMer  aaawess Ghange Repct [y Seope)

Operations Qualifications | | Addss Labas pvery 5160)

SetetyEdicaton | e e g et
i nd Handing Gar

Cadet Promations | Astencance Log

Wieb Security Adm | Awarce-Levels Date Range Rsgont

Col
et
Documentation

Cadat Grientaton BackSeat

Instructions

i por
Denctes Requi | Cadet Protection Course Campletion Repert
B! kpc ke | Cadats Within & Months From Being 18 o 21
! atrga
| DDAX Participation Report
raognmart

a9 sad =
Wl ASLUW O Fingorspell Procticn 4 1-Pad  fag 530430 43 Mase Readings i CAPMal

® 5 ® A Cui e Patrol - Member R ¥ |

+

R ——— . " -
G Googe NI whoo! W Wikipeda W MDb 8 Amaen N eday
Member Reports

“About This Page Member Reports > Modules > Member Reports
Qverview Search Reports (based on permissions)
Modules Search all eports within sSend

External Reports
Commander's Comer | vor m:w

| Torals
| HEM Expiring Merbors Renert
| AEM Linting (winames)

| EO Uisting Report

| AEX Application Scnosl Tatals.
| AEX Application Urit Talsis
AEX Award Raport

AEX Gompiesian Schosi Totals

|Bead wwwcapaha gov

ASLPro.com Home 8] Fingesspall

X | Q Search *“B8 94 a B =
530/430 € Mass Readings i CAPMail

by AsLuniy @ Fegerspel Practice 4 -Pad
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You will also need to get various safety reports from time to time (not only for the SUI).

®E® /B cuirkaclcSenios x|

€ D@l
G coogle i Yhoo! W Wikipedia  m (MDb

AeSe rvices

Administration Approvals/Validations N

capana.goviprevien! [

A amazon I By [B] ASLPro.com Home [ Fingerspell

Aerospace Education (3) Award Recommendation Approvals 30 Sep 2016 **
(0 Transfers In & 1 Transfers Out) National Headquarters telephone system -- ...
20 Sep 2016
Chaplain CAP honored with Air Force Qrganiz
420 Sep 2016
Cadets in your Unit: 14 CAP presents Air Force with flight intercept ...
Finance Seniors in your Unit: 18 20 Sep 2016 **
|All members In your Unit: 32 CAP Board of Governors' Davidson honored ..
Cadets in your Wing: 351 ¢ 19 Sop 2016 ™

< |
Information Technology Seniors in your Wing: 482 AFA's AE Cadet of Year ‘
Results as of 30 Sep 2016 16 Sep 2016 |

Cadet Programs

nalE..

Command

Historian

Inspector General Spaatz Ex; |
Ingkic National Cadet Count: 23813 165epz016 ‘
pghtic National Senior Count; 32637 Safety Beacon Newsletts .

Online Learning |Resuits as of 31 Aug 2016 15 Sep 2016

A Three new National Staff Pasitions for Devel
Operations 14 Sep 2016 ‘
Updated CAPR 35-8 Membership Action Rev... |
Personnel 12 Sep 2016

Professional Development AEATIIty Rerior: Adlihie

Public Affairs
Reports
Resources
Safety

Civil Air Patrol § Downloads
ices Flash Card Manager
WMIRS Seals & Emblems
Communications GRISOFT, Inc. Anti-Virus Software
gocivilairpatrol.com Forms, Publications & Regulations
Adobe Acrobat Reader

® 88 '8 i parci- Satsy indor.. % | E

S C | Q Sex

€ )0 @ hiosiwwwoapnhagovCARSale

G Google Wi Yahos! W Wikpedia B MDb @ Amazon [ eBay [[B] ASLProcom Homs  [[8] Fingarspall bl ASLUny ) Fingersped Practive % 1-Pad

= SARETY

3 Iy nge mctioe. X - & ings.
el ASL Uy Fingerspell Practios ) 1Pad g 530430 43 Mass Fieadi

e saT- =
= CAPMl

P &

Favorite Apps

Maj Dianna E. Ryan &

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

|Chaplain Corps Reporting

G
|Learning Management System
|Member Reports
Member Search
|Member Search (Restricted)
|Membership System

C agement System (...
|Operations Qu
Personnel Information
0 Admin
|Photo Upload
Public Chaplain Corps Website
Safety Information and Reporting System (S|
k

min  Sstety informtien and Raparing System (

Contact Us

NHQ Contacts
Help Desk
CAP-USAF Directory

Follow CAP

TED AR =

G 530430 43 Mass Flesdings i CAPYaT

SAFETY INFORMATION AND REPORTING SYSTEM (SIRS)

Welcome 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
shap 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

- lio el SWR-OK-115 - COMANCHE-EAGLES COMPOSITE SQDN

Safety Education Participation
Septamber 2016 _ August 2016 _ July 2016 _ Juna 2016 May 2016
/312 (25%) 13730 (43.33%) 15/ 29 (51729 1072835 27 (53.26%)
March 2016 Februar 16 January 2016 December 2015

18/39 (35.9%) 1137 (29.73%) 15/ 33 (45.45%) 13/ 32 (525%)

Squladron
W Then pick
= rcports

MISHAP SAFETY MEDIA & RESOURCES
MANAGEMENT EDUCATION
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 ADPA Courses Tutorials
Aircraft Ground Handling Mishap Entry Practice

REPORTS HAZARDS / SUGGESTIONS ANNUAL SURVEY

Make a Suggestion

Report a Hazard Safety Survey

14
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Next, choose the report you need.

\+

€08

Safety Education
Education Validation
Log Safety Education
Online Education
FAA Courses
AOPA Courses
Alrcraft Ground Handiing

| Mishap Management

Manage Mishap Report
Statement Entry
Mishap Warksheet

Suggestions

Make A Suggestion
File Hazard Report
Media / Resources.
Beacon Archives
Regulation(R62-1)
Regulation(R62-2)
Mishap Entry Practice
Tutorials

*Denotes Required Fields

/CAPSaf S WebiModules/Reports aspx

G Googe N Yahoo! W Wikipedia MM MDb @ Amazon [T eSay [] ASLProcombome [ Fngerspet W ASLUniv € Fingerspel Practice 4 1-Pad g 5304430

w8 4+ & T
£ MussFeadings i CAPMail

SAFETY INFORMATION AND REPORTING SYSTEM (SIRS) - REPORTS

Select Report

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

Safety Briefings Unit Summary Report

Safety Briefings Wing Summary Report

Safety Corrective Action Report

Safety Day / ORM Feport

Safety Education Participation Report

Safety Education Report (Unit)

' Safety FAA Report

' Safaty Form Full Report

Safety Officer Roster and Safety Training Report
' Safety Surveys

Unit Safsty Education Count Report

15
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To upload Inspector General data, you will start at Inspector General and select Documentation.

® 08 B A Paiml oBanioss +

€ 0@ mps i e | Q seonn w8 AT =
© Googe Nll Ysheo! W Wikipedia MWD 8 Amazon [ eBay [ ASLProcomHome [i] Fingersoell s ASLUNY @ Fingerspell Practice. 4§ 1Pad 18 530490 €3 Mass Fondiogs 4 GAPNI
Maj Dianna E. Ryan &

AeServices Search eService ® of

Administration Favorite Apps
Aerospace Education

Hvewn capna. gow/pres

| = 20 5ep 2016

Cadet Programs |CAP honored with Air Force Organizational ... | (
20 Sep 2016 ** Cadet Promotions

Chaplain Statistics (OK-115) CAP presents Air Force with flight intercept ... | Chaplain Corps Reporting
Command . " 20 Sep 2016 ** Commander's Corner

Cadets in your Unit: 11 CAP Board of Governors' Davidson honored f.,.| Commander's Dashboard
Finance Seniors in your Unit: 1 19 5ep 2016 ** Duty Assignme
s |All members in your Unit: 28 AFA’s AE Cadet of Year Inspector General *—

Cadets in your Wing: 345 16 Sep 2016 Learning Manager Sys

Information Technology Seniors in gou'W\ngr 478 |Spaatz Exam now in LMS Member Reports

Inspector General b o = 16 Sep 2016 ** Member Search

fogistcs National Cadet Count: 23813 ”tznl:;’:a[aw Beacan On-line....| |Member Search (Restricted)

National Senior Count: 32637 | o JuRact .

Results as of 31 Aug 2016 |Three new National Staff Positions for Devel...

= 14 Sep 2015 Operations

Updated CAPR 35-8 Membership Action Revi...| |Personnel Information
12 Sep 2016 ™ Photo Admin

Photo Upload

Public Chaplain Corps Website

Professional Development
Safety Information and Reporting System (SI..
Specialty Track

Public Affairs
Reports WEFEeEITrﬁ; Admin

Online Learning
Operations

Personnel

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

B B Col i Parol - CAP Inspac +

®
* @ | nttos:ifwwew.capnha.gov/CAR igAsssssments Web/Daf

G Gaogle Mass Rosdings 54 CAPMai

Vahool W Wikpeds W IMDb 8 Amazon g eSay [P ASLPracombome [B] Frmerspel b ASLU @8 Frgerspel ractice ) IPad T8 53430

CAP Inspector General

About Inspections

Home R
Al 2017_CI_schedule_28_Aug_16_CAP_CAP-USAFxisx

P NLCL oo vt .2 6

DTS - Other Cl_schedule_12_Sept_16_CAP_CAP-USAF-3.xlsx

Report Upload - Other

Update Next SUI Da Cycle_A_5_v3_19.12.16.00F
Documentation

1G_Blieting_Tnfo_20160812.xx

Responses
WFA Audit Schedule

Inspection Responses
e T e —
Wiew Fig WFA_Contact_Information_20150623.xs
Reports
Inspection Reports
it L
Docul itation o
ey
Tneteictions W File 2016_RMLR_SA_Schadule.pdf
e Filg GLLR_FY16_Survey Auge Schedule.doc
*Denotes Fiel
Z ippm::qu me e it MELR_2016 Tentatve_Loistics_Audi_Schedule-signed paf
7 oo L g e
Wiew Bl NCLR_Audit_Schedule_FY16.doc
e
ew file SELR_|L ogistic_Audit_CY2016_Signed. pdf
iew file SWR_2016_Tenative_Logistics_Audit_Schedule.doc

LR SAV Schedule

Fila
it il GLLR_SAV_Dates. 2016.xi5x
g Flg MELR_SAV_ Dates 2016 s
wiaws Flg NCLR_SAV_Datess_2016.x1sx
i Fle NELR_SAV_Dates_2016.xx
View: Fle PLR_SAV_Dates_2016.xlsx

View e RMLR_SAV_Dates_2016.xlsx
Miew Bl SER_SAV_Dates_2016.xisx

View Bie SWR_SAV_Dates_2016.xlsx

e Q Search B 9 & & - =
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Then choose your unit (if not already defaulted to it) and then choose where the file you are

e fa wEa 0 & %

Vanool W Wikipodia B Db 8 Ameron [ eBay ngerspes b ASLUniv 0 Fingerspel Practios ) 1Pad g 5301430 4k Mass Readings 5 GAPMail

CAP Inspector General - Supporting Documentation
S eoecions B
smokrn B

e Charter Date:
File Type to Upload Select File to Upload (Supported File Types: .pdf, .doc, .jpg, .jpea, .gif, .rtf, .docx, xis, xdsx, .ppt, .pptx, .mdb, .mpp)
[ B 2 S, 0t snd

v capng gov!

DTS - Other
Report Upload - Other
Update Next SUI ate:

Uncategarzed

Documentation
Inspection Responses i, - Report 2014 SWR-OK-115, 501 280 2016 172649
New Respanses ot 280 2016 17:27:16
in_of_Action_CY_2016.paf 2830 2016 17:27:30
4 2830 2016 17:27:57
Inspection Reports 28 2016 17:28:43
g fumele Report. g 283 2016 17:38:57
= et L
Inetruciions "5 apactr Genarat m.pot 2630 2016 1730:02
C2 50461 Pencing Reports. o Survey_ Commiscl 263 2016 17:30:17
“Denotes Required Fields C2_50%1_A05. 15 23 2016 173159
¥ Approved 2504451 Specisty.Track Repert pif 263 2016 173215
¥ pending C2_504461_SUI_C2_Workshees_ES_Comms pdf 28 30 2016 17:32:29
D1 504481 Cadet. Protaction Course_Compietion Reportpat 283 2016 17:50:21
01508481 Dty Assgnmentpd 28 2 2016 17:50:31
D1 5De481 Spesaly._Tiack Report oo 2620 2016 1735300
D1 50481 5U1 D1 Wiorksheet M5 Pro_ Denipd 03 fug 2016 21:47:00
D1 504481 Test Logbockjon 03 Aup 2016 2114826
D3, 504481_20150701 _Firance_Commitise_Mestng_Minutes pc 203 2016 173335
D3, 504481 20151007 Firance. Committee,Meetng_ Minutes o 2830 2016 173356
D3_504481_20151028_ad_hoc_Finance_ Commitee_Westing Minutes pof 203 2016 17:34:16
D3 504481 2016, CAPFLTZ, SUWROK-115.5d 2820 2016 173320
03_504481_2016-rev_|_rance_Commse_Apgointment sqned POF 2030 2016 173308
D3 50481 20160203 Firance Committze Meetng s 283 2016 173433
D3 504481 20160406 Firance Commizee, Mestg s 2030 2016 1723500
03, 504481 _Commte.Lstings pdt 203 2016 173522
D3, 504481 Duty_Assigrment.pdf 2820 2016 173534
D3_5U44E1_FY_2016_Financis_Foress_for_OK-115 PIF 2030 2016 17:35:51
03504481 Spesalty_Track Report oo 2830 2016 17:36:04
03504481 5U1_D3_Wokshest.MS_Fnance.adr 280 2016 17:36:37

uploading goes.

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.

L
(]

rwen capRha. O CAP gAs:

G Google W Whoo! W Wikpsda MM 8 Avazon [ efay [ ASLercom bome [B] Frgesper W, ASLUGY @ FogespelPracice § brad 3 500430

CAP Inspector General - Supporting Documentation

Organization

About Inspections

| swrok-11s B
(sl Charter Date:

File Type to Upload Select File to Upload (Supported File Types: .pdf, .doc, .jpg, Jpeg, .gif, .1, .docx, .xis, .xisx, .ppt, .ppt, .mdb, .mpp)
T AL B 3 — e

Report Upload - Other soavocmanaimre 4
Update Next SUI Date 3 .
u 5

|
Responses File Dat

Ti

Inspection Responses iew Fie ALB04481_Annual_Activity_Report_2014_SWR-OK-115.pdf 28 Jul 2016 17:26:49
New Responses vigw Fi AL_504481_Duty_Assigrment. pof 2820 2016 17:27:15
e il AL 504481 OK-115 AE Plan_of iction CY_2016.0df 28 20l 2016 17:27:30
iew il AL_S0481_SULAL Worksheet AE.df 28 0l 2016 17:27:57

‘]“"mz‘lﬁ"m i e B1_504481_Duty_Assignment.pcl 28341 2016 17:28:43
BL_504481_Speclaky_Track Report pdf 28301 2016 17:26:57

L LA
Instructions C2_504431. Duly. Assignment. g 28 20l 2016 17:30:02
€2 504481 Pending Regorts_of_ Survey_ Comm.pef 28 301 2016 17:30.17

"Denotes Required Fields C2_04481_ROS jpg 280l 2016 17:31:58
+ Approved €2 504481 _Spaciaty_Track_Report paf 2830l 2016 17:32:15
¥ pending C2_ 504481 SULC2 Worksheet ES. Camms.pf 28201 2016 17:3229
D1_504481_Cadet Protection. Course Completion_Report pf 2801 2016 17:50:21

D1_504481_Duty_Assignment, pof 280l 2016 17:50:31

D1_504481._Spaciaty_Track_Report.pof 28001 2016 17:51:00

D1_504461_SUT_D1_ Werkshoet, MS_Pro_Dev.pdf 03 g 2016 21:97:09

D1_504481,_Test_ Loghook.jog 03 Aug 2016 24:48:26

D3_5044B1_20150701_Finence_Commitiee_ Mesting_Mintes. gl 2834 2016 17:33:35

D3 504481 20151007_Finence_Commitiee Mesting [nules gl 2801 2016 17:33:56

D3 504481 20151028 ad_hoc_Finance Committas Mesting Minutes.pof 280l 2016 17:34:16

D3_S044B1 2016, CAPFLT2, SWR-OK-115.paf 28301 2016 17:33:20
D3_504481_2016-ve_1_Finance_Committee_Appointment-signed PDF 2830l 2016 17:33:08
D3_504461_20160203_Finance_ Committez. Mesting pd. 28 30l 2016 173433
D3_504481_20160406_Finance_Committes Mesting paf 28 201 2016 17:35:00

D3 504461 Committee Listings.pef 2820l 2016 17:35:23

D3_504481_Duty_Assignment pof 280l 2016 17:35:34
D3_S04481_PY_2016_Finarcial_Forms_for_OK-115,PDF 280l 2016 17:35:51

D3 504461 Specialty_Trock_Report.pdr 28201 2016 17:36:00

'D3_504481_SUT_D3. Werksheet. MS_Finance.pdf 28 201 2016 17:36:37
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Getting the SUI Sheets is easy. The information is available to the public.

located on CAPMembers.com.

A Civil A Patroi

itmsi/iww capmambers.comicap_national_ha

wew Capmembers.com/index cim @ | Q Search

G Google Wl veboo! W Wikpodis M DS 8 Aazon [ oBey [ ASUPro.com Home  [B] Fegerspelt b ASL Un () Fingerspell Practice. ) 1Pt o 8307430

Password

[N I Foot Passwora? | Register?

CIVIL AIR PATROL G

UNITED STATES AJR FORCE AUXILIARY

CAPHOME  NEWS  EVENTS  MEMBER BENEFITS

A oo,
W)
Saio- =t

AEROSPACEEDUCATION  BOSITION AVAILABLE
‘CADET PROGRAMS =
EMERGENCY SERVICES
CHAPLAIN CORPS A +
SErE pting pp..lcatluns or
CAP UNIVERSITY Operating Officer

FORMS, PUBLICATIONS &
REGULATIONS

f Governors

FOUNDATION WYNDHAM EXTRA HOLIDAYS SPAATZ NOW OMLUINE FUGHT SCHOLARSHIPS

SAFETY

EMPLOYMENT
VANGUARD
CEAP
PUBLICATIONS

‘Now fully anline & secsre

STRATEGIC PLANNING s { e “‘ME XAM | ‘ﬁ
CAF NATIONAL HG : i \\ \ | y

o8 9 A& 9

45 Moss Feadings 54 GAPMail

The sheets are

When you go to the capmembers.com website, https://www.capmembers.com/ ->CAP National
HQ->Inspector General->SUI Information->choose one or more...

ational_hg/ ¢ 4, Search

e s Wi i Pairol - Givil A Parol +
& D@ riipss/Avwecapmembers.comicar
G Googe [ Yahoo! W Wikipecia

5 MDb @ Amazon [ eBay [P] ASLProcomHome [[B] Fingerspall bl ASLUNw @ Fingerspsil Practice @ -Pad  pag 5007430

sBarvices CAPID Password

[ R S

CIVIL AIR PATROL

UNTED STATES AIR FORCE AUXILIARY

CAPHOME ~ NEWS  EVENTS  MEMBER BENEFITS

S

CAP REPORTS.

CAP VECTOR - STAFF
UPDATES

FINANCIAL MANAGEMENT
FUNDRAISING

‘GENERAL COUNSEL
INSPECTOR GENERAL : e =
LOGISTICS & MISSION - T
RESOURCES i 1 3 ol
MEMBER SERVICES

Gomalinnsd WEB PORTALS
PUBLIC AFFAIRS SSprvicas
RECRUITING AND
RETENTION

istional Museum on tha Wel
VOLUNTEER STAFE
VACANCIES

R AIR FORCE LEADERSHIP
FRSAIDPNAL HsTORY arceiCAP-USAF Chain of Command
CAP TRANSITION TO ABUS
ANNOUNCED

€O AND CC NATIONAL CAP LEADERSHIP
EREARG Board of Governors

it ffvwanv.capmennbers, comicap_national_byinspector_general

CTCE—

B 4+ Q- =
43 Mass Flsscings i CAPNl|
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A, Inspector Geners! - Civil Air =

capmembers. comican_natlonal_anspector genaral/

<
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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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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.
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Chaplain # Calendar
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Finance o Matarial Orders e—
Historian Member Search

Information Technology Member Search (Restricted)
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Inspector General
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Photo Admin arch (Restricted)
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Getting your STEM kit is very similar: simply look under Aerospace Education.
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Online Learning ﬁzﬁ:;ﬁ:griﬁ;;nagemem System (...
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4. Giving credit for Mentor Inputs/Skills Evaluations in the Learning Management
System.
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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.

® /D ciarpatrod eSences +
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4 Mass

Courses You Have Started

Course Data Stanod
04 fApr 2014

Mentor Input/Skilia Eval Level 1 Orientation "Starting Your Journey” 03 Mar 2016

Approvals

Downioad Qliz

Available Courses

= - Course Material Filter by Functional Area

% - Not Complets. e

- Compisted -

Level 1 Orientation "Starting Your Journey”
{All pew mambers shauld use this course to camplete their Level 1 training ) The level 1 course is intended 1o give & naw member the necessary knowied. .. Show Mare

+ Cadet Pratection Basic Gourse (Seniors]
This is tha Cadet Protection Basic Course for Seniors that have completed Level 1 Training.

+ Cadet Protection Advanced Course
The Advanced course s infended for those Senior members moving ta higher levels. of responsibility in GAP.

Administrative

Specialty Track 205 - Administrative Officer, Master Rating

Administration Officer Master Rating quiz.

Specialty Track 205 - i ive Officer, i Rating
Adminisiration Offieer Techniclan Rating quiz.

Aerospace Education

Advanced Rocketry - Stage 4 Columbla Test
For Cadsts, This Is the Stage 4 (Columbia) Advanced Rocketry review.

Advanced Rocketry - Stage 5 Challenger Test
For Cadels. This Is the Stage 5 (Challenger) Advanced Rockelry review.

i e
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Choose Mentor Input/Skills Eval

LN / B M5 - Skills Evaluation Entry +
€@ m capnhq.gov/CAP Lk @ | Q Search e 9 A E =
G Google W Wikipedia MM IMDD amazon [ eBay [B] AStPro.com Home [B] Fingerspenl b, ASLUnw B Fingerspell Practce 4§ -Pao g 530430 4 Mass Reads

LMS - Skills Evaluation Entry

Home > Modules > Mantor Input/Skills Eval
o Step 1: Gourse
Questions/Comments
ES -
—
Courses Cacet Protection Basic Course (Cagets)
Past Results e T T
Monior InpuliSkis Eval | LLEr L enten Sarng o oumey
Approvals
Dowmioad Quiz

= - Course Material
% - Naot Complate
- 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 Crientation "Starting Your Journey" ¥

Courses Step 2: Skill (Select All That Apply)
Past Results

IMentor Input/Skills Eval Level 1 Summary Conversation Input
Approvals

Download Quiz

Manage Proctors Step 3: Completed (example: 01 Jan 2013)
Results/Notes | }3

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

Manage Prerequisites
IManage Lessons/Content

Manage Quizzes 4
IManage Prerequisites Verify Members
IManage 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:
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Cadet Programs ) Transfers In & 1 Transfers Qur) Mational Headquarters telephone system -~ ... | CAP Pubs, Forms and Requlations
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suls as of 30 Sep 2016

Favorite Apps

Historian

Al 1
16 Sep 2016

Inspector General Spaatz Exam now in LMS ricted)
Logistics S it Safety Beacon Newsletter On-line 0.
Online Laarning 3 ) 1,';”;"6' i ~'| Ope Ri Management System (...
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Personnel s
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PUbiicAtiska Specialty Track

Web Security Admin

Professional Development
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Safety

Civil Air Patrol Sites Downloads Contact Us
Flash Card Man; NHQ acts

Seals & Eml Help Desk

Communications CGRISOFT, Inc. Anti-Virus Sof CAP-USAF Directory
gocivilairpatrol.com Forms, Publications & Regulations Follow CAP

capmembers.com
_hitpssilnvewcapnihg gav/CAPORMS Wetidofaut asor [

®0® B Cuwarpam-cRMs +
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About ORMS ‘Welcome to the CAP O i Resource link from the navigation at left.

Home / Items Awaiting
Ouerview / News Informational Ttems

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

m Expliring/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.

Condct Inventry

Search Checklists

Search Comm Gear
Conduct Inventory

Revalldate Ind. Issues
Add New Comm Gear

Supplies and
Equipment
Search Supplies and
Equipment
Conduct Inventory
Revalidate Ind. Issues
Add Mew Supplies and
Equipment

Real Property

Add/View Real Property
Conduct Inventory

Vehicl

Vehicle Search
Conduct Inventory
hi

1§

Expendable Property
Reports

Documentation

SAR.ORMS
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B cil Ar Patrol - OAMS - V... +

vesrw.capnha.gow/CAP.ORMS Web/Veniclslsags. aspx

cles - Usage Entry
About ORMS Please select an organization.

me“ﬂwm"i month, please select a Date from the list.
|Overview o U ‘And Reports Instruct
Set Default Home Vehicle Usage Entry And Reports Tnstructions
*Reg-Wng-Unt
B
oy B
Search Comm Gear Dt
Conduct Inventory wozoie B

Revalidate Ind, Issyes  Use highlightes date for current entry
| Add New Comm Gear

Field ID: 35017 Year: 2003

Supplies and Owner:  SWR-OK-115 Make: Chevrolet
Equipment VIN: 1GNDX03ENID155057 Model: Venture

Search Supplies and Occupants:7 Type: 7 Pass Van

c "B 9 & -
Yahoe! WO Wikipea MM MDb @ Amaron [ eBey [[] ASPrecombome (] Frgerspet Wl ASLUniv G0 Fingerspell Practice 1§ 1-Pad g 50430 4 Mass Pessings A CAPMail

lect the Field ID of the vehicle you are wanting to update. The current usage entry month is selected. If an update is required for a month other than the current

disk i CHECKED

Equipment
| Conduct Inventory Note: Enter Number of Hours (rounded up)
Revalidate Ind. Issues There was no data found for the vehicle 35017 on 09/2016.
Add New Supplies and Admin | Sdet  Mission o Grand Form 73 Uploaded for the selected vehidle (One Year)
Equipment. Activities Support Total — Dute Added
No. Times Used:
Real Pi Vew 09 Dec 2015
o o o [ R s e B R0
AddView Real Property
Conduct Inventory ik - Readisg: [0 Tar save & Fle Lo your compuiter, right cick (Cirl = Click) the View 7 link 80d chisoss Save Target As.
Vehicles ste i 1f you are having trouble opening fies In Internet Explorer: Ga to Tools —> Intemet Options, Oick the Advanced
: - Tab, Scrol the Do ok
Conduct Inventary Description:
Vehicle Usag Vohisles Start Page
Other Property Farm 73 Upload (PDF or Word):
Expendable Property Broes: | et
Reports
Documentation
Documentation

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:

B civiAir Patrol - ORMS - Ve... % |

& | (0 @ | hitpsiwww capnha gowCARO Search.aspe?F=V

About ORMS

Home / Ttems Awai SOrgeninition
Overview / News oxoor B View Unit Only
Set Default Home Page  Moun (Vehicle Type)

Selct-

e

Search Alrcraft Jotroe

Conduct Inventory EL IS -
Search Checkiists Acquisition Cast (>=)
Search Comm Gear  rock Clase

Conduct Inventory R -

Revalidate Ind. Issues NSN
Add New Comm Gear

Supplies and Remacks
Equipment
Search Supplies and Status
Equipment ~Select.- B

Conduct Inventory

Revalidate Ind. Issues

Add New Suppliesand ~ CAP Veh ID
Equipment 35017

Real Property ""‘s‘:; B

‘Add/View Real Property
Conduct Tnventory

Vehicle Search
Conduct Inventory
Vehicle Usage Entry

Other Property
Expendable Property
Reports

Reports

Documentation

Documentation
_Printable Forms

@ | Q seach b+l =1 + & -

Search Criteria

Serlal Number (VIN) PCN
Make Model
—Select.- B
Location
Acquisition Date - Description
Property Tag
Condition
. aince
Search In
oAdive  Retired
Green Flag?
Year Manufactured (>=) Max Occupants (>=)
Drive Train
~goioct-- [

G Googe R vahoo! W Wicpedia M MOb 8 Amazen I eBay (] ASLProcomMome  [I) Fngerspell bl ASLUnw ) Frgeepsi Practice @ 1-Pad  pag 500430 4% Mass Readings B CAPMail
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Enter the vehicle number of the vehicle and you will get to:

B civil Ar Patrol - ORMS - Ve, \ +

€ @ hiipssiwe caprha.govt

b/AssetSearch aspx?F=y.

@ | Q Searh
G Google Wl Yahoo! W Wikipodia M8 IMDb @ Amazon IS eBay  [B] ASLP.com Home
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About ORMS
Home / Ttems Awaiting

fiew |

Trangfer Transaction History Docurents Maintenance

Ta move an Item to another Inventory, pleasa contact Hacuments
This is used to view,

Module add, or delele
Vehicles Uploaded
Documents

Green Flag Resource?

Conduct Inventory
Revalidate Ind, Tssues
Add New Comm Gear 4
Supplies and i I”r‘vdt;?
[ r—— o
HazMat Encryption Loaded?
NSN
Add New Supplies and ~ Stock Class
Equipment -
Real Property Acquisition Cost Acquisition Date

232980

0 2002

‘AicView Real Property
Conduct Inventory

Remarks (Input POC info here, if desired)
Tire Fressure Front-37  Rear-31

Vehicles
Vehicle Search

Conduct Inventory
Vehicle Usage Entry

Other Property

Expendable Property

Reports.

Reparts Year Manufactured

Max Occupants

Documentation
Dacumentation

lavascript:_coPastBackl ]

Drive Driven

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

® 8 ® ‘B o siPatrol - OAMS - Ve, \ o+

€ D@ |hips
G Google Nl Yaboo! W Wikipedia 0 IMDE @ Amson [N eBay [ ASLPro.com Home
ORMS - Vehicles - Document Upload

About ORMS

Shorwn caprha. GOV CAR ORMS WobiMosity. aspxTF=V ]

Back tp Master Record  Back To Search

Home / Items Awaiting
Qverview / News

Item Information
Set Default Home Page ~ Moun Kk

M
7 Pass Van Chevrolet
[arorart [N Organizatian

Search Aircraft 1GNDX03E03D155057 SWR-OK-115
Conduct Inventory Source Condition
Search Checklists DOD-Funded Serviceable

G
Search Comm Gear 0% Mo 2002

Conduct Inventory Current Files ui oaded
Revalidate Ind. Issues Date Added

Add New Comm Gear 2015_05_CAPF73_25017.pdf el
Supplies and View  oesto
Equlpatant 201510 CAPF7I_35017.00r e
Es:a_m" Suppleaf 2015 12 CAPF 73 35017608 i
uipment
Conduct Inventory 3015_12_ CAPF_73_35017.pef Ve peits 11 Jan 2016
Revalidate Ind. Issues Lo i
Equ New Supplies and 201,01 cher7a_35017par - g
uipme BEE
View Dot 02 Mar 2016
Real Property ZNA I DAL ST A me 1915450
‘Add/View Real Propeny 2016 03 CAPF_73.35017,pdf Lo s bl
Conduct Inventory e ml:: s
Vehicles 201604, TAI017pk Al 2z:23:07
‘Vehicle Search 2016_05_CAPF73_35017.pdf Dt 01 un 2016
Conduct Inventory i et
Vehicle Usage Entry 2016_06_CAPF73_35017,pdF DeEIE 06 Jul 2016 22:56:38
i 2016_07_CAPF7_35017.pdt e b oo

Expendable Property

e e 075 ms
e Lo e

Reports ORMS_MX RECORD_2014-8-29_HIBDON_TIRES PLUS - Vien  Defwic 04 Oct 2014
_274594.pat L 183155
i i ORMS_MX RECORD_2015-12-11 PIT_STOR_3_- 32851064 e e
Documentaton e
Printable Forms ORMS_MX_RECORD_2016-1-7_MIDAS_-_174261 pdf . Qi Arirberss

wE9 AR

Fingorspall bl ASLUniv € Fingorspell Practics 1§ 1Pad [ 530430 45 Mass Foadings 4 GAPMal

pnhg.ov

Tail Number or Vehicle ID
8017

Demil

Last Inventoried Date
Delivery/ Install Date

PO Number

i Documents Attached

Vehicle Manager

Enter all or part of a CAPID or name and dlick the search

button.

bl ASLuniv @8 Fingersoell Practice 4§ 1-Pad  pag 530/430 %5 Mass Readings 654 CAPMail

Model
Venture

Property
35017

uisition Cost.
$23,256.50

TEa 9 3 @
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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) init. 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
it View  Deisty 12 Dec 2011

Table of Allowances ‘tithe_IS017.pdf o - i

Feedback

o save & fif 10 your computer, Aght lck (C1r + Click) the View Fike ink and chodse Save Target As
*Denotes Required Fields

T you ave heving troule opening fles in Internet Explerer: Go to Tools —» Tnternet Dptions, Click the Advenced Tab, Serol down o the Security seetion, and make sure that the Da not seve encrypted pages Lo disk s CHECKED

Form 73 Uploaded for this Vehicle (One Year
Date Added
Form?3_2015-11-01.pdf Ve Fle 09 Dec 2015 22:50:43

Document Uploads
*Title of Uploaded Document

This photo should be used for the thumbnail for this item on the master page
1 *Select the file you would like to Upload (Supported File Types: .pdf, .doc, jpg, .Jpeg, .gff, .itf, .docx, s, xsx)

Ko e seested,

3 piies;

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.

e || Q search "EaO9 4 aE- =
Bay (] ASLPro.com Home  [[B] Fingerspet W, ASL Univ @ Fingerspell Practice 4 Pad g 590430 43 Mass eadings 54 GAPMa

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

Home / Ttems Awaiting
Overview | News Informational Items.
Set Default Home Page Issued ltems  PrintMy 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

report in the Reports Module.

‘Days Til Expire/ From Transfer

Conduct Inventory
Search Checklists

Comm Gear
Search Comm Gear
Conduct Inventory
Revalidate Ind. Issues
Add New Comm Gear
Supplies and
Equipment
Search Supplies and
Equipment
Conduct Inventory
Revalidate Ind. Iro=
Add New Supplie anay/®! Equisment inventory
Equipment
Real Property
Add/View Real Property
Conduct Inventory
Vehicles
Vehicle Search
Conduct Inventory
Vehide Usage Entry

Other Property
Expendable Property
Reports

Reports
Documentation

Documentation
Pitps/wwew capnba,aow CARORMS Wet/ Dy L
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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:

ese (g

Civil Air Patrol - ORMS +
€ & wurw caprihe.gov/ AP ORM

| G Google [ vahoo!
ORMS

About ORMS
{Home / Items Awaiting
ew / News

it aspx. [

B9 4 A
W Wikipedia 88 MOb @ Amazon I eBay (] ASLProcomHome [B] Fingerspel bl ASLUniv ¢ Fingerspell Practice 4 -Pad g 530430 43 Mass Readings i CAPMail

System. Please select a link from the navigation at left.

Informational Items
Set Default Home Page Issued Items  Print My Form 37 Turned In ltems.

Members who 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 Aircraft report in the Module.
Type CAPID Oy Days Til Expire/ From Transfer Email Phone Items

| Add New Comm Gear

Supplies and
Equipment

| Search Supplies and
[Equipment.

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

Real Property

| AddView Real Property
 Conduct Tnventory

Vehicles

Vehicle Search
Conduct Inventory

Vehicle Usage Er Ganguct venicies iventory

Other Property

| Expencable Property

oo B Cuil Air Patrol - ORMS. +

www.capnhe. gov/CAP ORMS.

€)Da np @ HE9 s AE =
| G cooge [dvshoo! W Wikpeda M IMDb A Amazon [y eBsy [ ASLPro.combome (] Fingersped W, ASLUNY €8 FingerspellPractice 4 1-Pad e 530430 43 MassReadngs iS4 CAPMai

ORMS [
About ORMS Welcome to the CAP Operational Resource Management System. Please select a link from the navigation at left.

Informational Items:
Issued Items  Print My Form 37 Turned In Items
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
in the Module.

| Search Comm Gear

| Cons nf
| Revalidate Ind. ] Conduct Comm Gear Inventory
| Add New Comm Gear

Supplies and
Equipment
| Search Supplies and
{Equipment
LCOMUC‘ Inventory
Revalidate Ind. Issues
| Add New Suppiies and
|Equipment

| Add/View Real Property
| Conduct Inventory

Vehicles
| Vehicle Search
| Conduct Inventory
Vehicie Usage Entry

Other Property

| Expendable Property

Documentation
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Real Properties

You must account for any properties you have annually. Itis 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 ® 0 cuiarPai-ORMS-Re. x | +

€ | () @ | htipstvew capnhg gowGAP.ORMS Web/RealPropertyF orm.aspx ] Search wa 4 & -

G Google I Yehoo! W Wiikipodia M MD5 8 amazon I oBay  [[B] ASLProcom Home [ Fingerspel b, ASLUniv €D Fingorspoll Practice 4 Pad  pig 5307430 4% Mass Foadings 4 GAPMall

'ORMS - Real Property Add/View

About ORMS *Organization ta Add/View Real Property
Home/ lems Awaiting =
Overview / News

i Property
Set Default Home Page Real Property Ttems

Fraquency of Use Lease? _Pay Rent? _ Aircraft Tie Down Donated?

Search Aircraft

Conduct Inventory
Search Checklists =
Add Mew Real Property
e Exclusive Use of the Facility *Type of Facility *Frequency of Use

+If you store tems and don't share the space with someone else you  -Sewc- | TR - |
have exdusive use
+If you meet in a schoal, chiurch, FBO, fire department, armory, etc. ,

Conduct Inventory
Revalidate Ind, Issues
Gear

B E T one night per week and you don't have any locked roams anly your

Supplies and unit uses, then you don’t have exdusive use.

Equipment Yes oo
ESEEN" 5':BP“'E and I you do not meet at any location, check this checkbox and provide an explanation

quipmen

Conduct Tnventory Location

Revalidate Ing, lssues  YAddress 1 =city +2ip Code

Add New Supplies and
Equipment Address 2 *state

[T — v W

Add/\iew Real Property ':"::V v B Facility Owner Address is the same as Lacation Address.

e Ty S

*Facility Owner Address 1 *Facility Owner City *Facility Owner Zip Cade

Viehicle Search Facility Owner Address 2 =Facility Qwner State

Conduct Inventory s @

Vehicle Usage Entry

Real Property Documantation (Lease, rental agroemant, Pay Rent? 1f you are not sura about the Lease and Rent questions, pleasa
Memorandum for Record, etc..)? Yes oMo check this checkbox
Expendable Fropesty Yes ©No Unknovm
Did you have use of the facility AL year (Oct 1st to Sept 30 )7 *Square Footage Do you know the annual estimated cost per square faot
leports Y e (This amount may be obtained from a real estate agent, asking

Reports neighboring businesses, €1c)

r——— Donated Alrcraft Tis-Down *Date First Occupied .

Frintable Forms Yes oMo )

Resi Property Documents: s s oy

Table of Allowances
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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