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Login

Purpose

As the system contains confidential information, only authorized CASARA personnel will have access. The
amount of information that an authorized CASARA member can access (and modify) is determined by
security rulesthat are built into the system.

Obtaining Access

To obtain access to the system, send an E-mail to the appropriate person as dictated/appointed by
CASARA.

Navigate To

1. Gototheweb site on the Internet. (http://www.casara.ca/casaral)
Or
1. Ifinthesite, click the“Logout” button on the left side panel.

Steps
1. TypeUserID.

CASARA Membar Login/
2. Type Password. S Hi "“I'“TL'_ M
3. Pick language.
4. Click Login button. Floass enter your credentials/

SWVP Entrex vos mformations:-

Membership Mumber ;
TMumiro do membrs: |
Passwond:
r\'IIIt dl PHISE: i
Preferved Language/ Langue preferée:
El;glirhl'.ﬁ:ng]l.i: I;rmdﬂFra.n:ias
Loging Cuverture 08 Session I
5. If thisisafirst timelogin, the P et ot o e D
Change Password screen will be Euger O Puwircrd |
displayed. i
BEeve Xve Pavwurdy
b I

Notes

1. The password information is case sensitive and the password must exactly match the issued password.

2. Any information entered into the system is retained and displayed in the language (French/English)
used during data entry.

3. Passwords must be a minimum of 6 charactersin length. Good passwords contain numbers, |etters
(upper & lower case), and special characters.
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Roles

Purpose

The Rol es screen determines the amount of information that you can access (and modify). Your roleis
determined by your position in the overall organization. Zone personnel can access their own zone, MO
personnel can access their own MO, and National personnel can access all membership data.

Navigate To

1. Logintothe web site.
Or
1. Click the“Roles’ button on the left side panel.

Steps
1. Click onthe Position that you want to use while o . -
viewing and modifying information. Position Organization
Mational Director Mational
MO Director CaSaRs alberta
Zone Training Officer Red Deer
Notes

1. Thenumber of Rolesthat appear in the list may vary (can be one or more).

2. If you have more than onerole, you can change your role at any time by returning to the Roles screen.
3. With the exception of the Member Organization screen, if you can view the screen you have the ability

to add, update, and delete information.
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Member Organizations

Purpose

The Member Organizations (MO) screen displays the official and common name for the organization, the
business and mailing address, and limited information on the board members. In addition to the information
for each MO, CASARA National information is also displayed on this screen.

Navigate To

1. Loginto web site.

2. Pickarole

Or

1. Click on“MQ” button on the left side panel.
Thisbutton is not visible if you are on the MO screen.

Steps
1. Updatetheinformation.
2. Click the“Update” button to make the Sl S e :
changes. B T — B Ty —
L T WY [winpeg
Prowinen: [arone . 5 Presinco: '“_-M.F.\bl :]
Postal Becn: F70 Posfal Godes i
wabaphosa | §i00
LB T — Updua |
Emal o Eid I
Notes
1. Your access determines what information if any you can change.
Zone Access Ableto view but not change CASARA National information.
MO Access Ableto view but not change CASARA National information.

Ableto view and change their own MO information.
National Access Ableto view and change CASARA National.
Ableto view and change MO information.
2. Toreturn the screen to the original data without making any changes, click “Cancel”.
3. The CASARA National option also gives you limited information for the National Administrator.
4. If you havethe ability to change information on this screen, you can quickly access board member
information by clicking on the name of the person you wish to access.
5. MO information can only be updated. Creating new MO or deleting a MO requires programmer
intervention.
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Zone Members

Purpose

The Zone Members screen displays the official and common name for the Zone (or Resource Unit), the
business and mailing address, and limited information on the board members.

Navigate To

1. Click the*Zone” button on the left side panel.
Thisbutton isnot visibleif you are on the Zone screen.

Steps

1. Click on the Member Organization that the Member Oreanizations
Zone or Resource Unit is a member of. A P

Murawut
Alberta

ML
Manitoba

2. If youwant to include Resource Unitsin your
list of Zones place acheck mark in the

Resource Unit check box. M Resource Units

3. If you are adding a new Zone or Resource Unit iy B s —
click the“ Add” button. casmon mor | 5 2 T
If you are updating an existing Zone or St e PSR e
Resource Unit, highlight the zone you wish to el
update. Pren i res oo [T

4. 1f you are adding anew Zone, insert the o, ey
information and click the “Save” button. R ——— o=
If you are updating an existing Zone, update the il cuneal

* [ poies Rorpened Pishi

information and click the “ Save” button.

Notes

1. If youonly have Zonelevel access, you will automatically skip this step.

2. Toremove Resource Units from the list of Zones, remove the check mark from the Resource Unit
check box.

3. The“Cancel” button will refresh the screen without saving any changes.

4. If you only have Zone level access, you can not add a new Zone or a new Resource Unit. Y ou will
have to contact at the MO level or above to have a Zone or Resource Unit added.

5. Zones and Resource Units can NOT be deleted except by programmer intervention.
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Personnel Search
Purpose
The personnel search screen allows you to search for a person in anumber of different ways. Y ou can
search by

£ |D Number
& Partia Last Name
& Aircraft Registration
& Zone or Resource Unit
When searching with partial information, you can also extend or limit the search results by
&  Selecting an availability
& Changing the Status of the personnel
# Choosing aZone or Resource Unit
This screen is also the starting point to add a new member.

Navigate To

1. Click the“Personnel” button on the left side panel.
This button changes namesto the “ Search” button if you are on the “Personal Info” screen.

2. If thebutton is not on the panel, return to “Role”, “MO”, or “Zone” screens by clicking one of these
buttons on the |eft side panel.

Steps

Search By Membership Number
1. Typethe membership number and click Search by Memb ership Numb-er

Sear ch By Aircraft Registration
1. Typetheaircraft registration number and click
the “Proceed” button.

Search hy (iher  Plisxs fslact S rch O

Lamt bewmm: [~ srcraft Engubrtien: [

Avelabiby [Soiach sty |

2. Check the search criteriainformation (in white) Vs G S R =
in the lower left corner of the “ Search by g sl el -
Other” frame. St © Acim T eracaed | ool |

3. Click the“Search” button to complete the
search.
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Search By Last Name

1. Typeapartia or complete Last Name.

2. If youwish, change the “Availability”.

3. If youwish, limit the search by clicking on a

Zone or Resource Unit.

4. Expand or limit the search by clicking on the

appropriate “ Status” radio button.

Click the “Proceed” button.

6. Check the search criteriainformation (in white)
in the lower left corner of the “ Search by
Other” frame.

7. Click the“Search” button to complete the
search.

o1

Sear ch By Zone or Resource Unit
1. Choose aZone or Resource Unit from thelist

by clicking on the Zone or Resource Unit name.

8. Click the“Proceed” button.

9. Check the search criteriainformation (in white)
in the lower left corner of the “ Search by
Other” frame.

2. Click the“Search” button to complete the
search.

Choosing a Member to Update

1. If your search found one or more matches, the
information will be displayed in the “ Personnel
Information” frame.

2. Click on the member you wish to update or
view.

Adding a New Member
1. Clickthe“Add New” button.

Notes
Search By Membership Number

et e | Akcra¥ Bupisiration: |
AnHabiiey (ol Avikidte =
Eomm: Gaber L dw 2one, B raul 4 Sane) E

Apgicresk, & bama 2o
o Dopur o ot [ crar] =

Gtatus: = hotive S A

et
At R [gint dpn bbbt =]

Tomn: [Cuber Lidw 2 ore, Fo rasut,{ 2ane) =

3 perot. A DorTa Crona ) 1
=]
Procend | Cancel j

Alrcraf Engistration= [

of Do s [ 2 o]

Statuc: " dotives C o

Lol Nantd ity hsmR | iCK N I}Illﬂ Mumbar ﬂulm.!:_ﬁ" Ermeil
Trampan- Batty (1231931991 [Perened Yoles M @that.es
Trampran | okt By [A0423-F1aE  [Bumnees O bobfcasdwca

Lk

Add new Personnel

Add

Add new personel:

1. Searching by Membership Number requires a complete number. Partial membership number searches

arenot allowed.
Search by Aircraft Registration

1. Searching by Aircraft Registration requires a complete registration number. Partial aircraft registration

numbers are not allowed.

2. Thesearch returns any person that has access to that airplane. It does not limit the search to airplane

owners.

3. If you limit the search by specifying a Zone/Resource Unit, thiswill limit the search to membersin

that particular unit.

4. If you limit the search by specifying a partial last name, thiswill limit the search to members with that

partial last name.

5. Clicking the “Cancel” button will reset the “ Search by Other” frame, removing any data that you have

entered.
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Search by Last Name

1. Searching by Last Name, can be a partial last name (e.g. all last names starting with letter “t”) or a
complete last name. Any letters you typein are assumed to be at the beginning of the last name.

2. You can limit the search by adding other search criteria, such as Zone or Resource Unit.

3. Clicking the “Cancel” button will reset the “ Search by Other” frame, removing any data that you have
entered.

Search by Zone or Resour ce Unit

1. Searching by Zone or Resource Unit can be limited or expanded by giving a partial last name, an
aircraft registration number, by choosing availability or selecting a status.

2. Clicking the “Cancel” button will reset the “ Search by Other” frame, removing any data that you have
entered.

Choosing a Member to Update

1. Bring the mouse over the name that you want to update and clicking will advance you to the Personal
Information screen

Adding a New Member

1. Clickingthe“Add” button will disregard any information that you have filled in and advance you to
the Personal Information screen so that you can add a new member.
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Personal Information

Purpose

The Personal Information screen allows you to enter member information. This screen collects unique
information such as name. Information such as phone numbers, where a member may have more than one

phone number is collected on other screens.

Navigate To

1. Click the“Personnel”/” Search” button.
2. Complete asearch.
3. Click onanameinthelist at the bottom screen.

Steps

Adding a New Member 1001

Mambership Member;

*EWsl Name: {a.:.u

HECohd Mame [T

1. Fill inthe applicable i
information. Last Name: Imstﬂ— Cammon Pﬂ'ﬂl:'m—l
2. Click “Add”. Homg Addrass Mailing addmss o o s

*Address: (3 ering Stract

Updating a M ember
1. Fill inthe applicable

*CIY: [Townslay

Address [z aing Strast
m!‘:[Tmm:hy

*Province: [pritish Columila

¥postal Coda: |'|-|:||_ okn

Pilots License Infermation

information.
2. Click “Update”.

Medical Category: IL_J
Last Check Flight Dats: ]ZDDQ.‘I]E,"QE- LA
Madicel Renewal Dateg: |1uuqu4;zz )

hasmber; |3453

=l

Province : [gri1ish Columbla

Postal Code: [T men

Physicel Charsctoristics

Halght Imp:[5 " [11 1, 207 cn)
Welght Ings 145 1y, (65,25 ko)
Eya Colowr: | Grean >

Hair Collour: [ oawn =
Gnmplnnlnmm

Type: |sine Transport
ther Informiation
Bratus: IAI.'I:ITI -
Last Photo Dabe; 1g|:||]g.-'|]3|.-25 |

ID Explry Date: [opdmziiz

Last Balf Daclaration M-:‘Iwh =
B0 Dperators License: I'r'n: -

Joindng Dates [yrn

Date af Birth: [

Piot - Aeroplane (TR =]

D . Int ;

= LT EH T
LTI £ T e —— .-l

Restrctions: [plo
Ugpdate I

* Denotes Required Field

Notes

1. Theasterisk (*) before the title indicates that that information is required.
2. Postal Codes must bein the format of H2H 2H2.

3. Phone numbers must be in the format (123) 456-7890.

4

will be completed with the Home Address information.

o o

any reports, the person must have a position of “Member”.

After filling in the Home Address information, you can click “Same as Home” and the mailing address

After amember has been added their membership number is displayed at the top of the screen.
After adding a member, remember to give them a“Position” with an organization. To beincluded on
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Positions

Purpose

The Positions screen allows you to add and modify members association with organizations (e.g. National,
MO, Zone, and Resource Unit). The screen also allows the option so that you can review a members
position history.

Navigate to

1. Click the“Personnel”/” Search” button.

2. Complete asearch.

3. Click on aname at the bottom of the “CASARA Membership” screen.

4. Click the“Positions” button on the | eft side panel.

Steps

Adding a Position

1. Pick the Organization that you are going to M
associate the member to in the Position Details e R A
frame. Foutin:

2. Pick the Position the member is going to hold.

3. If the personisNOT amember of CASARA, st e =
but needs access to the system, place a check -
mark in the “ Administrator” blank. ame |

4. Choose astart date.

5. Click the“Add” button.

Modifying a Position

1. Click onthe“Edit” text.

2. Thelineyou have chosen will appear in the Fasition Crganization |Staet Dete | End Date Ed% Remous
Position Details frame. Update the information — e ]

3. Click the“Update” button. Eebtaadis e e g

£>

Removing a Position

1

Click the “Remove” text.

Position Crpandzatbon | Stact Defe  End Date EdR | Resmaoye

Do Secretaryy Treasurar | Aad D Tore | 200411724 | M Edit | Berngve

£
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Show Position History

1. Toshow Position History, click on the check
box to place a check mark in the box.

2. Toshow Current positions only, click on the
check box to remove the check mark from the
box.

Notes

1. Thesystem accessis based on the current positions held. Y ou can only assign positions based on your
system access.

2. If you place acheck mark in the “ Administrator” blank, the person will not be considered a member of
CASARA and statistical datawill not be reported. People that would be considered “ Administrator”
are CASARA employees, Canadian Military, or others that may need system access but are not part of
the volunteer organization.

3. A person must be attached to azone asa“Member” before that person will be included in the reports.
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Aircraft

Purpose

The Aircraft screen isto associate an aircraft to member. Thisis an aircraft that amember can access for
CASARA assignments. It isnot limited to aircraft that the member owns. Any aircraft that the member has
the use of can be associated to the member (e.g. owner, charters, rental, or borrows).

Navigate to

1. Click the“Personnel”/” Search” button.

2. Complete asearch.

3. Click on aname at the bottom of the “CASARA Membership” screen.
4. Click the“Aircraft” button on the left side panel.

Steps

Add an Aircraft

1. Enter the Registration Number. thegtpation: T 1o | Horsaparasc G

2. Click the“Find” button, if the aircraft is already pha o PR [ )
on file, the remaining information will ol ol iyl IS
automatically befilled in. rmersti: R s e =

3. If theaircraftisnot on file or theinformation e mhm:lmﬂj
needs to be amended, change or add the G
additional information.

4. Click“Add".

Modifying an Aircraft

1. Click the “Edit” text next to the aircraft that
you want to modify.

2. Make the modificationsin the Aircraft Details |C-GFWR  Cessna |Owned | Edit |Remove
frame. |< »

3. Click the“Update” button.

'Registration Make  Ownership Edit Remove

Removing an Aircraft Association
1. Click the“Remove’ text next to the aircraft that —|— |— |—h |T|7
you want to remove. Registration |Make |Ownership Edit |Remove

|C-GFWR |Gé_5_5ha | iwned |m !REmDue

|=1:=

Notes

1. Always usethefind button after you have entered an Aircraft Registration number. Any aircraft that
has ever been entered into the system will remain in the system, even though it is not associated to any
members.

2. Anaircraft can be associated to many members. This allows for joint ownership, owner — renter
associations, etc.

3. If you update the aircraft details, it will be updated for all members associated to that aircraft. Y ou do
not have to update the details for each person associated to it.
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Contact Info — Phone Numbers

Purpose

Thisisamulti-purpose screen that displays a members, phone numbers, e-mail addresses, and emergency
contacts. This page deals with Phone numbers only.

Navigate to
1. Click the“Personnel”/” Search” button.
2. Complete asearch.

3. Click on aname at the bottom of the “CASARA Membership” screen.
4. Click the“Contact Info” button on the |eft side panel.

Steps
Adding a Member’s Phone Number
1. Click the“Edit” text next to the phone number : o :
that you want to change. |Number Type |Numher |PreferrE|:_l |E|:I|t
2. Enter the phone number \Business Cell  |(123)456-7890 | Yes | Edit
3. If thisisthe preferred phone number choose |Business Fax i(123)455‘098? o |Echt
“Yes’ in the Preferred drop down list. Business Pager |N/A No |Edit
4. Click the“Update’ text. |E\usiness \oice |N/A [Ng |Edit
o |F’ersana| Yaoice iN/A |Nc| |@
Modifying a Member’s Phone Number _ :
! . |F‘ersoﬂa| Fax. |N/ﬁ |No. |m
1. Click the“Edit” text next to the phone number = i . =
that you want to change. (Personal Cell  |/a |Na |Edit
2. Enter the phone number. Personal Pager | /A No | Edit
P I -
3. If thisisthe preferred phone number choose | Other A Na |Edit

“Yes’ inthe Preferred drop down list.
4. Click the“Update’ text.

Deleting a Member’s Phone Number

1. Click the“Edit” text next to the phone number
that you want to change.

2. Deletethe phone number.

3. Click the“Update” text.

Notes

1. A member can only have one preferred phone number. While updating if you make that number the
preferred number, the preferred status will be changed to that phone number.

2. The preferred number is the number that is displayed when a member’sinformation is displayed on
other screens. If amember does not have a preferred number, the phone number will be blank when the
member’ s information is displayed on other screens.

3. When entering a phone number it must be in the format (123)456-7890.

4. Whenyou arein “Edit” mode, you can back out of your changes by clicking the “ Cancel” text next to
the entry you are working on.
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Contact Info — E-mail Addresses

Purpose

Thisisamulti-purpose screen that displays a members, phone numbers, e-mail addresses, and emergency
contacts. This page deals with e-mail addresses only.

Navigate to
1. Click the“Personnel”/” Search” button.
2. Complete asearch.

3. Click on aname at the bottom of the “CASARA Membership” screen.
4. Click the“Positions’ button on the |eft side panel.

Steps
Adding a Member’s e-mail address
1. Click the“Edit” text next to the e-mail address

that you want to change. Emadl Typa [ﬁddl’B‘Si Prafarred |E|dl'
2. Enter the e-mail address.

M [ kxdate Cance

3. If thisisthe preferred e-mail address choose o ‘l Ll -Hl

“Yes" inthe Preferred drop down list. S iats |N;'ﬂ o |Emr
4. Click the“Update’ text.

othes |I".|,|".ﬂ. ' Ho |E1:|,|_L

Modifying a Member’s e-mail address

1. Click the“Edit” text next to the e-mail address
that you want to change.

2. Enter the e-mail address.

3. If thisisthe e-mail address, choose “Yes’ in
the Preferred drop down list.

4. Click the“Update’ text.

Deleting a Member’s e-mail address

1. Click the“Edit” text next to the e-mail address
that you want to change.

2. Deletethe phone number.

3. Click the“Update” text.

Notes

1. A member can only have one preferred e-mail address. While updating if you make that e-mail address
the preferred e-mail address, the preferred status will be changed to that e-mail address.

2. The preferred e-mail address is the number that is displayed when a member’ sinformation is displayed
on other screens. If amember does not have a preferred e-mail address, the e-mail address will be
blank when the member’ s information is displayed on other screens.

3. E-mail addresses must be in an acceptable format. Containing an “@” symbol and a dot in the domain
name.

4. Whenyou arein “Edit” mode, you can back out of your changes by clicking the “ Cancel” text next to
the entry you are working on.
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Contact Info — Emergency Contacts

Purpose

Thisisamulti-purpose screen that displays a member’ s phone numbers, e-mail addresses, and emergency
contacts. This page deal s with emergency contacts only.

Navigate to

Click the “Personnel” /" Search” button.
Complete a search.

agrwdhpE

Steps

Adding a Member’s Emergency Contact

1. Click the“Add” button next to the Emergency
Contact information.

2. Beforeentering any dataclick the “Find”
button and do a search to seeif that person
aready existsin the database.

3. If personisinthelist, click onthe appropriate
line, thiswill return the person’sinformation to
the emergency contact information frame
If the personisnotinthelist, click the
“Cancel” button.

4. Complete the emergency contact information
and click “Add”.

5. Onceyou have added the emergency contact,
the phone number and e-mail address frames
will be enabled to allow you to enter phone and
e-mail information (see Contact Info — Phone

numbers & Contact Info — E-mail address pages

for information on how these frames work).

Click on aname at the bottom of the “CASARA Membership” screen.
Click the “Positions” button on the |eft side panel.
Click onanameinthelist in the “Emergency Contact” panel.

Emergency Contacts

Mame Common name

Relationship |Priority

Thompsan, Betty

Other

(8]

<R

*First Worna:]
Lok Kerran |
Bedstismbip (G <
Hunire Adlig3d
wddrgss) |
wwe
Bradnos: [frgase . 7|

Pamal Ceda: | -

Swruinel Mame: |
Commron Boven |
Babirarky [ -]
Faling il
Adberds
[=¢'H
Frowince: [pra e =]
Poalal cada:
Fired
wd |
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Modifying a Member’s Emergency Contact
1. Click the on theline for the emergency contact
that you wish to update.

N

Modify the information and click “Update”.

3. If you are modifying phone numbers or e-mail
addresses, they are modified as soon as you
click the“Update” text next to the entry. (see
Contact Info — Phone numbers & Contact Info
— E-mail address pages for information on how
these frames work).

Removing a Member’s Emergency Contact
4. Click the on thelinefor the emergency contact
that you wish to update.

5. Click the“Remove” button

Notes

Emergency Contacts

Mame

Common name |Relationship |Priority

Thompsan, Betty

Other 0

<R

*Firnd feom e gty
eyl Mo [feniy
Woloti shipe [Cenm =]

A Iw.'
T
o[ 5]

it e [l

Bocara] Werm: 17y
Commen Ree: G
Gzl Frigriiy 'q_-_
Eafing feddraay
A figk
Gy W
Prawiegn] (70 al
womsl cadsi s

*Firnd feom e gty
eyl Mo [feniy
Woloti shipe [Cenm =]

A Iw.'
T
o[ 5]

it e [l

Bocara] Werm: 17y
Commen Ree: G
L
Eafing feddraay
A figk
Gy W
Prawiegn] (70 al
womsl cadsi s

1. If you are adding a new emergency contact, use the “Find” button to find people that are already in the
database. Thiswill save you data entry time and will also link the information, so that the emergency
contact information will be updated as soon as the member’ sinformation is updated.

2. When entering a phone number it must be in the format (123)456-7890

3. E-mail addresses must be in an acceptable format. Containing an “ @” symbol and a dot in the domain

name.
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Availability and Certification — Availability

Purpose

The available and Certification screen is amulti-purpose screen. This page deals with availability only.
Availability refersin general termsto the times that a member is available to assist in a CASARA event.

Navigate to
1. Click the*“Personnel”/” Search” button
2. Complete asearch

3. Click on aname at the bottom of the “CASARA Membership” screen
4. Click the“Availability” or “Certification” button on the |l eft side panel

Steps
1. Click the“Edit” text next to the entry you wish T -
to change |A"\|I"EI|EI|:II|It_‘|'||' | |El:l|t

2. Changethe Yes/No drop down list information Kt I__HES +| |update Cancel

3. Click the“Update” text to update the entry | i : | |
[ No  |Edit
|D’tHE|_f" |Hc| |m
|Waeku’:]-ay—|:|,ajyf.'5 |NCI |@
|Weekda.}-'_.—E'-.reningS IN.CI_ |m
|Weekend—[!a:y-5 |ND |m
|Weekend—Evening5 |H1:| |ﬁ

Notes

1. Morethan oneentry can havea“Yes’ designation
2. Whenyou arein update mode, clicking the “ Cancel” text will take you out of update mode and display
the original information.
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Availability and Certification — Certification

Purpose
The available and Certification screen is a multi-purpose screen. This page deals with certification only.

Navigate to

1. Click the“Personnel”/” Search” button

2. Complete asearch

3. Click on aname at the bottom of the “CASARA Membership” screen
4. Click the®Availability” or “Certification” button on the left side panel

Steps
1. Click the“Edit” text next to the entry you wish T Cortification Date | Edit
to Change L. . Assiztant Saarch Mastar T |'P'E'5 (Edit
2. Change ttle YeS/N’fJ drop down list information S : i Fvez [
3. Clickthe Update textto update the entry Critic:al Incident Strass Dabhetar MO [Ha it
Grourd: Support Hfa Mo | [Edit
Mavigator s |M-:| Edil
Orkiar s [Ha et
Pilcit I [Na legit
Radic Dperator (HiA |N|:| Edit
Galety OMicer [rsa [Wa [Edn
Search Coardinator S [Wa Edit
Spatter HfA Ho E

Notes

1. Certification dates must be in the format yyyy/mm/dd

2. If thecertification refersto a position that must be maintained by currency requirements (e.g. pilot,
navigator, spotter) a certification date MUST be included for the currency reports to work correctly.

3. Currency requirements are maintained on the Activities screen.
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Events

Purpose

The Events screen captures information about a CASARA occurrence. Events can be described as anything
that “takes place”, that is significant enough for CASARA to document. Event examples are, but not
limited to, SAR, Training, Fly-in Breakfast, Zone Meeting, Annual Meeting. This screen only documents
the event, it does not document the people and time that can be attributed to the event, that informationis

documented on the Activities screen.

Navigate To

1. Clickthe“*MQ” or “Zone” button on the left side panel

2. Click the “Events” button on the left side panel

Or

1. Click the“Activities’ button on the |eft side panel

2. Click the“Events’ button that appears on the “ Activities’ page
Steps

Adding an Event

1. Insert theinformation to cover the event
2. Click the“Add” button

i TR R —

L

L [
spin]irgong *
L e 0| [ =
L L E— Rl bmedb S [ —.*'.‘i.l
S O] ™ Lol ] Gawed

Updating an Event

1. Inthe“Event Detail” frame, pick the Tk Taae Steties  Gtact  End e
Organization that hosted the event el Admnisiration T |cised B0CH/LA /24 20041124 [EdE

2. Pick the event by clicking the “Edit” text on the o e s e
list that appears for that organization Traning LeciursiCous | Rrognned (20047115 004/ 1LI05 |Edt

3. Uptheeventinformation in the “Event Detail” Ll AR Tioking Bulwks e AL AT/ s B

ERaicCha AR Trariing EsicEe |Cloead (200451103 00401108 (5L
frame. Fhy in Breskfast - AWK | Aviation Safaty  [Chsed  [2004/TR/12 20040812 [Edk

4. Click the“Update” button Fivig swercisn 10 Gep |4 Traning Eamcse [Coasd  [B004/TRAD 200400910 [Egt

‘Tast Eaanl i0Seatis & Traning EverTss |Cloid 2004, T8 2104400, TS EdE
_r-n'rq cnm - AT Tun'r;g; Fusrcas Clonsd ::mq nnud:kn:rm (4713

Notes

1. Makesureyour Event Titles are unique and have enough detail to identify a unique event

2. Eventsareany occurrencethat is significant to CASARA.

3. Eventscanlast for aperiod of time, but each event should be unique. An example would be zone
meetings, do not open an event that |asts the entire year. Create a new event for each zone meeting,
giving each event aunique namein the Title (e.g. Zone Meeting 01Apr04, to indicate that it was the
zone meeting that took place on April 1, 2004). If the eventisa SAR operation that lasted for aweek,
then it would be one event with a start and end date.

4. TheEventsand Activities screens are used to collect statistical data on volunteer hours that CASARA
members have donated.

5. Any level from Resource Unit to National can host events.
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Activities

Purpose
The Activities screen documents member’ s involvement in an Event. A member can have one to many
activitiesin an Event. An example would be atraining exercise that involved a flight crew doing three

search patterns during a single flight There would be three activities for each person in the flight crew, one
activity entry for each search pattern.

Navigate to

1. If you are on amember information screen, click MO” or “Zone” button on the |eft panel
2. Click “Activities” button

Steps — Bulk Add

The“Bulk Add” is used where anumber of members all did the same activity. An example would be, 30
members attended a National General Meeting. In this case, the activity for each member would be the
same. This method of data entry allows you to search and pick all the members that attended then fill in the
activity portion of the screen once.

Adding Same Activity for a Number of People

1. You haveto start from any Organization ]
screen, so go to any Organization screen (e.g. e ‘I"
Zone, MO) S e :

2. Click *Activities” e R

[ TR T -]

3. OntheActivities screen click “ Search”

4. Onthe Personnel screen complete asearch to
provide you with an appropriate list of people.

5. Place check marksin the check mark box next

to the member’ s names that you want to choose

for thisactivity.

Click the “ Activity Entry” button

If your list is not complete, repeat steps 3 to 6

Pick the Organization that hosted the Event

. Completethe“Activity Detail” frame

0. Click the“Update Activity” button

il e | -

twrcn |

20N

Notes

Y ou have to start from an Organization screen (e.g. MO, Zone) to be able to do a bulk adds.
This method only allows you to add Activities.

If you want to update or remove an Activity for amember you must start from a Member screen.
To view amember’s activities, you must follow the “Member Modify” steps below.

A member can have more than one activity for an event

aprwdE
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Steps — Member Modify
The member modify, allows you to add, modify and remove an activity for a specific member.
Navigate To
1. Click the“Personnel”/” Search” button
2. Complete asearch
3. Click on aname at the bottom of the “CASARA Membership” screen
4. Click the“Activities” button on the | eft side panel
Add Activity
1. You haveto start from amember screen to add el T —
an activity for amember = il 2
2. Click “Activities’ I
3. Complete the information in the “Activity e T
Detail” frame o — g ith
4. Click “Add” Ctiamt |
Modify Activity
1. You haveto start from a member screen to e IR [ES, R
modify an activity for amember. i T i B e i i
2. Click"Activities’ N _ e Rl e T
3. Click the“Edit” text for the activity youwishto |re bl 10 [ame [Fouine Ly [orirg . Farmn
m0d|fy Furtcgant WA id WA s Fiam Mwaifani - B | vgong k3l Seasoe
4. Complete the information in the “ Activity
Detail” frame.
5. Click “Update’
Delete Activity
1. Youhaveto start from amember screen to dothty |$neech Cabtem pisers [Mat_[fas [ jcem it [ garrerin
modify an activity for amember i o A e ] M B
2. Click “Activities’ R e T e R e e e
3. Click the “Remove” text for the aCthlty yOU Pk L 15 [1sariaies | oA Lecies [ Y r—
Furtcoant | 1O | A Fla m Bewa s - B | Ovgiong | Eall Bemos

wish to remove.

Notes

1. Youcan not add or modify an activity for an event that is closed. If information comesto light after an
event has been closed, reopen the event, add the information, then close the event again.
2. A member can have more than one activity for an event
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Reports — By Organization

Purpose

The report screen allows you to select criteriaand generate areport that can be viewed on screen and, if
required, send that report to your printer. This section deals with reportsrelating to organizations (e.g.
Zone, MO, and National). Asthe report feature will change as reports are added and removed, this section
isvery generic.

Navigate to

1. If you are on amember information screen, click the“MO” or “Zone” button on the left panel
2. Click “Reports” button

Steps
1. You haveto start from any Organization dect Reprrs
screen, so go to any Organization screen (e.g. e
Zone, MO) Skt Pacamston:
2. Click “Reports” e e R |
3. Click on the “Select Report” list st E
The “ Select Parameters” will change based on s

the report you have selected

4. Pick thereport parameters from the “ Select
Parameters’ area

5. Click “Generate”

6. To sendthereport to the printer, click on the
“Print” text that isin the top right corner of the
report

7. Toreturnto the “Reports” screen, click on the
“Back” text that isin the top right corner of the
report

Notes

Annual Report
1. Pilots, Navigator, and Spotter totals are based on the certification and currency requirements as laid out
in the CASARA documentation. The currency requirements are cal cul ated based on the previous 365
days.
2. Search Coordinators and Ground Personnel are not certified positions, therefore they will always have
the value of zero.
3. Total Certified iscalculated by totaling the Pilots, Navigators, Spotters, Search Coordinators, and
Ground Personnel.
4. Total Membersisacount of all personnel that have a position of “Member” and the “End Date” for
that position is blank or the “End Date” is during the year requested in the search criteria.
5. Aircraft counts are based on the fact that they associated to an active member.
6. Taskingsportion of the report is based on the “ Event Type”.
These totals apply to each agency (ie. JRCC, Police, etc..)
& Air Taskings: A total of all the following event taskings for the report year.
Flying Actual - ELT Search,
Flying Actual - Missing/Overdue Aircraft,
Flying Actual - Missing/Overdue Vessel,
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Flying Actual - Missing Person(s) ,

Flying Actual - Asst. Local Authorities.
&  Ground Taskings:

A total of all the following event taskings for the report year.

Ground Actual - ELT Search,

Ground Actual - Missing/Overdue Aircraft,

Ground Actual - Missing/Overdue Vessel,

Ground Actual - Missing Person(s),

Ground Actual - Asst. Local Authorities.
# Total Hours Flown: Total of all Pilot activity hours for the Air Taskings above.
# Total Vehicle Hours: Total of all Driver activity hours for the Ground Taskings above.
& Total Volunteer Hours: Total of all hours spent in Taskings above.

7. Training portion of the report is based on
&  Ground Training Exercises:

Total of al the following training events for the report year.

Ground - Training Exercise,

Ground - Vehicle Search Training Exercise.

Total Kilometersisthe total Km recorded under Driver activity for the above events.

Total Volunteers Hoursis the total hours spent during the above aswell as the following two

events:

Ground - Lecture/Course,

Ground - Academic Training.

# Flying Training Exercises: Total of the following training event for the report year.
Flying - Air Training Exercise.
& Total Aircraft Hoursisthe number of hours spent in the Pilot activity during the above event.
& Total Volunteer Hoursisthe sum of all activity hours for the above event.
& Total Administration Hours. Total of the following training event for the report year.
Administration Time.
8. Transport Canada Safety:
& Safety Lecture/Briefing Given By CASARA:
Total of the following training event for the report year.
& Aviation Safety.
The number of these events and also the total hours spent as activity type Instructor.
= Sdafety Lecture/Briefing Taken By CASARA:
Total of the following training event for the report year.
& Aviation Safety.
The number of these events and al so the total hours spent as activity type other then Instructor (ie.
Any other activity type)

Availability Report

1. Thisreport uses exactly the same selection criteria as the Annual report to decide if amember is
certified and current to operate in a given position (i.e. Pilot, Spotter).

2. Italso hasthe added Availability filter entered by the user. Thisfiltersthe membersto only those with
the selected availability, combined with those who have availability “ Anytime” selected on the
Availability screen.

The report isrun using the current day date asthe report date. Thereforeit looks for member certified and

current within the last 365 days. Thisisthe same asthe Annual Report, except the Annual Report allows a

reporting date to be entered.

R &

List Of Members Report

1. Thereportisfiltered by the Status selected by the user (i.e. Active, Inactive, etc..)

2. All current members (i.e. those without an End Date) having the selected status are returned by this
report.
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Reports — By Member

Purpose

The report screen allows you to select criteriaand generate areport that can be viewed on screen and, if
required, send that report to your printer. This section deals with reports relating to an individual member.
Asthereport feature will change as reports are added and removed, this section is very generic.

Navigate to

1. Click the*Personnel”/” Search” button

2. Complete asearch

3. Click on aname at the bottom of the “CASARA Membership” screen
4. Click the“Reports’ button on the |eft side panel

Steps
1. You haveto start from a member screen to e
view reports for a member.
2. Click “Reports” Sdees Paramirtcrt
3. Click on the “Select Report” list e
The “ Select Parameters” will change based on e
the report you have selected e

4. Pick thereport parameters from the “ Select
Parameters’ area

5. Click “Generate”

6. To sendthereport to the printer, click on the
“Print” text that isin the top right corner of the
report

7. Toreturnto the “Reports” screen, click on the
“Back” text that isin the top right corner of the
report

Notes

Training Record Report

1. Thereportisfiltered by the timeline entered by the user (either Last 365 days or Since Joining). These
are thetwo date criteriaavailable. The Last 365 days asit implies give the members activity record for
the 365 days prior to the report date. Since joining returns all member activity, from member start
date, in history from the report date.

2. Thehoursfor each activity are totaled and any associated search patterns are returned.
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APPENDIX A

Event Types
Admin - Meeting
Administration Time
Aviation Safety
Flying - Air Training Exercise
Flying - Other
Flying Actual - Asst. Local Authorities
Flying Actual - ELT Search
Flying Actual - Missing Person(s)
Flying Actual - Missing/Overdue Aircraft
Flying Actual - Missing/Overdue V essel
Ground - Lecture/Course
Ground - Training Exercise
Ground - Vehicle Search Training Exercise
Ground Actual - Asst. Local Authorities
Ground Actual - ELT Search
Ground Actual - Missing Person(s)
Ground Actual - Missing/Overdue Aircraft
Ground Actual - Missing/Overdue Vessel

Activity Types
Asst. Search Master
Driver
Instructor
Navigator - Air
Navigator - Ground
Other
Participant
Pilot
Search Coordinator
Spotter - Air
Spotter - Ground
Spotter - Military
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Position Types

Member

MO Admin

MO Deputy Director
MO Director

MO Quartermaster

MO Secretary

MO Training Officer
MO Treasurer

National Admin
National Administrator
National Director
National President
National Quartermaster
National Secretary
National Treasurer
National Vice President
National VP Finance
National VP Planning/Equipment
National VP Training/Operations
Zone Admin

Zone Commander




