#8 BC Fresh water Angling Guide Report Submissions

Welcome to the Angling Guide Reporting SharePoint Site

Step Reporting Process Self Help Notes

Welcome to the Online Angling Guide Annual
Report Submissions SharePomt Site.

T et oz (Step 1) Angling Guide User Profile, is used to identify the guide in the data base

Starting Apeil 1. 2011 all submissions must be made d«mmuny the
Raporting of Guide Outfitter activities othar than Guided Angling in Parks will remain on the

Park Use Forms.
Re 5SS
Step 1) Create your Angling Guide User Profile (First Time Users Only)
Step 2) Open y
3) che  or Offine S
Step 4) Complete Your Angling P . Ci &l - -
p—— S Create your Angling Guide User Profile : (Step 1)

Create Angling Guide User Profile : (Step 1) e g - >
s e S daie il ol _> This is a onetime procedure fo rt a new form once, but edit

whenever information changes. Create Form

| Please use the View or Edit Your User Profilelin, if you need to update your information. whenever information change Create Form

Open = Submission Tracking Form® (Step 2) Please use the View or Edit Yo you need to update your information.

2.1) Open a Submission Tracking Form for each Angling cw- Licence Year. Fill in those

sections ofthe
Cick the 1a Proaress selection. A this point 38ve the form by clicking OK

You are now ready to begin reporting your Angling Guide Activities.

v . Click on the blue text to open
i e e a New User Profile Form

« Ensure you have changed your Submission Status to Complete, if m««dan
« Attach Your Excel sum (if one was used)this Now before saving the

Vu"-.‘/:;s.gc-.:“:m. i-:nn:::;kmc'cuni“nolbelm-dlfyu fail to BC Fresh Water Anghg Guide ”POR Submesions > User Pr h > New Item
User Profile : New Item

Choose a Reporting Method and enter your data : (Step 3)

m. hod: and submitting angl ivities fora
Classified Waters and Waters will
bl reporting formats you choose to use.

% mandatory fields Save your information by clicking "OK"

Reporting Format Options:
Option 1: Eorms, which are filledin Onli [ OK ] [ Cancel ]
Option 2: Annual hich your computer and
then filled in Offline.
" e :

Both options are available toall guides. but please choose gnly ane option to submit ) AttachFile indicates a required field
all of your annual reporting information.
Option 1: Online Reporting Forms (workingGrine”) s Angling Guide First Name *

i yb lants, few nd low
nombars v »formis, i
2ach day quided. Waters 3 form is angler. = =
2n each day quided. Angling Guide Last Name *

unclassified Water Report FOrm (forall anglers, on each water body on each day)
View or Edit your Unclassified Waters Reportsto view or editthe information submitted

Street Address *

Classified Water Report Form (for each angler, on each water body on ach day)

View or Edit your Classified Waters Reports Ifyou need to view or editthe information
hcontadn Number and Street
Option 2: igi (Working "Offline™) City *
Download 2 cl: ified Waters 3s needec. Use these
th ¥ in Option 1. lin
multiple Online Report Forms. .
Province/ State *
:Download the files to . and work
Goto the Reporting Spreadsl eets, Ri h(d klh file and ch &7 AS" . el .
o Copy o ot oo o Full name: i.e. British Columbia
*Rename file to reflect your Name. Year and Water type,
£.5. Tom Jones 2011-12 Classified Waters Rpt Country *
Iti ofthe ing of the year . o
and il in your Gaily guiding e v) y It Full Name: i.e Canada, United States
you have many assistants you may fil

in and copy these to your Master Reporting File

Postal/Zip Code *

Completing Your Angling Guide Rt ing (Step 4 i i .
¢ mpleting Your Angling Guide mﬂ) ) Enterthe appropriate code i.e. for Canada: VBR SH1
Edit your Submission Tracking Information as necessary, attach your Excel Files if you B Phone Number *
chosa this option of reporting. ifyou chose the Daily Online forms you need only to aditthe
your ission Status to "Complete” and save by
ehckinaoK Format 250-390-1234
1F you Did Not Guide in Currant Licance yaar keep theinformation uh s
et B ~Prrtacia park s seact Gl Basnting Foum i the “Sobeinsion E-Mail
Oﬂbo-" section.
To view the Report Submission process ses the selfhelp file:
Filling in and Submitting an Angling Guide Report.pdf [ oK ] [ C ]

Thank you for Submitting your Angling Guide
Report to the BC Fish & Wildlife Branch




;.}::crreshWaterAuglmgGmdencponsubm-wom Ste p open a Submission Tracking Form = (Step 2)

E—::: 2.1) Open 3Submission Tracking Form each Angling Guide Licence Year. Fill inthose
iy sections of perating Plan. In the Submission Status box

* t et & click the In Progress seleftion. At this point save the form by clicking OK

g et

' r— _— . Click on Text to open Form
e Submission Tracking R

Welcome to the Online Angling Guide Annual [ From Wotw Aagmng Guds Re ot SUOmRIRI> Seomesbn TR oG 1% > Mew Hom

___, Report Submissions SharePomt Site. F o rm N otes : Submission Tracking Info : New Item

e This site is repla process of mailing
Starting Apeil 1. 2011 all submissions must be made d«mmuny through this site.
Pecpie and Growps. Raporting of Guide Outfitter activities othar than Guided Angling in Parks will remain on the Please Read

Z Recyde Sin Park Use Forms.

Reporting Process Fill in the form at the beginning of the

To attach your files select "Attach File" below on the left. Files can submitted one at a time or combined and submitted in 3 ZIP

Sh.l}Cv‘luyourAnglmgGum-U:ermﬂI.(FluthmaUn-nOnly) file.
Step 2) Open . .
Som2) e e ekedlorie oty e : year to reflect your guiding plan and R IR,

annusl reporting requirements,

B o Sy edit as necessary at the end of year.

Anvthing in Bold Blue Text are Links to forms and documents, click on text to continue

Create your Angling Guide User Profile : (Step 1) R )
Ifthe form is still visible after you click "OK", the form is not complete and has not been submitted. Check the form for blank fields
This is a onetime procedure for this site! Only start a new form once, but edit

Whenever formation changes. Create Form Attach a Completed Excel with rad * indicating required felds that are not completa. Ifthis happens and you have already attached your file. youwillaned

to reattach your file once the required fields have been completed.

Open a Submission Tracking Form : (Step 2) Spreadsheet Report H E RE j
2.1) Open a Submission Tracking Form for each Angling cw. Licence Year. Fillinthose

sections ofthe Ml astach Fie " incicates 2 recuires feic

Save your information by clicking "OK". If you are taken to a spreadsheet after you click "OK", your submission has been receivad.

Cick the 1a Proaress selection. A this point 38ve the form by clicking OK
You are now ready to begin reporting your Angling Guide Activities. YOU r Ang I i ng G u id e L ice n Ce N u m ber e
2.2) When you have Completed reporting on all ofy forthel . Bt S Tt S = T— -
Yeur, €6 o sibmision tracking nfomation  rfectyoubav sz yur g for the Year you are reporting on. —— ok e v e i o
« Ensure you have changed your Submission Status to Complete, if you used an - Salick your lnsk sime e the dhup g st
+ Attach You Excel Spreadshest (if one was used)this Now before saving the Angiing Gulde Reporting Year e,
ey Do
T A D10 you guide In fresh water for the cument Angling Gulde Reporting year? * @
your Tr . . o
Did you Guide? B D
Choose a Reporting Method and enter your data : (Step 3) . — e )
- e e s Yes your Report is In Progress e s
ubmitting ora v
Classified Waters and Waters will > Stata o i

B i e e e i e e or |S Comnlete Compiete o your anust submission bebre you wil be Issued the
Reporting Format Options: . next years icence)

ton . Sl Sesimms, i sl == No your Report is Complete, _| ~—— =

Both options are available to all guides. but please choose galy one option to submit

o S et i If you Didn’t Guide maintain T O° mm—— o :
O ey e e e . YOUT region and waters data where e ‘\\"\\0 -

EEmesn ===t you intended to guide, But Then: —— ° e
e e e | -Select NO in Did you Guide... O o g e e et
==~ -Select NO in Provincial Parks e TR

o et e -Select Online Reporting Forms i
o e -Set the Status to Complete |

et e ar ::umm:msut u‘:-mn‘nna
Goto the Reporting Spreadsheets Right Clickthe e and choose Save AS"t N
create a copy on your computer

multiple Online Report Forms.

Declaration * e
file toreflect your Name, Year and Water type.

e In the Angling Guide Comment section, b
o i e YOU can comment on your year or o s o e e -

mdﬁ" " = - ) region that 1 am Bcenses for?

LS e e * why you may not have guided. somnar cammers

Completing Your Angling Guide Reporting (Step 4)
(Closing the License Year Submission Tracking Form Step 2.2)

Edit your Submission Tracking Information as necessary, attach your Excel Files if you =SS
chosa this option of reporting. if you chose the Daily Online forms you need only to edit the For Acministrator Sta®Ory
your Submission Status to "Complete” and save by

Data Raport Raview and Loading

clicking OK ©ietoraga

. RegonQa

ool e e T Attach your Excel file before R

select NO in “Provincial Parks” aolse‘ed m in the subncsso-
QA Date (PASB)

Option” section. you save your form QA Date (Reglon)
Save Your Form click OK » =

&)

To view the Report Submission process ses the self help file:
Filling in and Submitting an Angling Guide Reportpdf

Thank you for Submitting your Angling Guide
Report to the BC Fish & Wildlife Branch




Step Filling in an Angling Guide Report

:using an Excel Spreadsheet for an Annual Report

:using an Online Form for Daily Report Submissions To download an Excel Spreadsheet to your computer;
Ministry of Environment > Fish and Wiidife Branch > Fisharies Management Section > BC Fresh Water Angling Guide Report Submissions 1) Click the spreadsheet link under documents
ﬂ’ BC Fresh Water Angling Guide Report Submissions 2) Click on Current Version folder. )
— 3) Choose the Water type needed and click on
the folder.

View All Site Content

4) Right click on the Excel Icon and select
Dot Save_ As a copy of the file to your computer.
e i 5) Rename the file to reflect your Name, Year

and Water Type:

= Administration Only A |
e e.g. Tom Jones 2010 - 2011 Classified rpt

" lyesr=e==_ Reports [

e [ [
- gu"gr'n“g“:e“‘-‘m . =4 Ministry of Environment > Fish and Wildife Branch > Fisheries Management Section > BC Fresh Wa
Unclassified Waters Dally §4# BC Fresh Water Angling Guide Report Submissions
. gung'f:‘riGmu:eRepm Reports Home
Waters — s — — BC Fresh Water Angling Guide Report Submissions > Repo
e —~=r=0me to tHe Online Anglmg Guide Annual j Reborting Soreadeheet (Excel
Report Sub SharePoint Sit e
S— eport Submigsions SharePoin ite. e —
Tl e e el e A e e R e el e e e el e e OrmS-
Sites — mwyofEnvrormt>H§1deﬂfe a\d\)ﬁ!ﬂlestagun&rtSednn)BCFreshWahca"ythrough this site. m . Type Name
el o #§# BC Fresh Water An Guide Report Submissions ‘arks will remain on the Inﬂ:rmaﬁon ssen @uﬂﬂhmdﬂmﬂdwfb-m-m“-c'“
2 Recycle Bin e s Rcorting Sereschit Open Link
] Open Link in New Window
| -~ BC Fresh Wa.ter Angling Guide Report Submissions > Repor S -
[j Reporting Spreadsheet (Excel) Ministry of Environment > : o
View All Site Content — ear §# BC Fresh w ‘:-jsi?;\slfmRewt ’
1S Excel Spr classified Waters Show Picture
Documents N ted 7 Home
= General Submission ML - fsion gling Guide Report Save Picture As...
sk 3 [ current Versions 2 /2011 3 > l j ahersss'ms Classified )
= Reporting Spreadsheet 7 = If He - ¥ YTy i SusMoi e e (=T
i Ministry of Environment > Fish and Wildiife Brand} > Fisheries 8564 [ View All Site Content N
Lsts §# BC Fresh Water Anglin ide Regort Subi| | Documents | E———
= Angling Guide Report = i (e
miss;ﬁ%waws Home " ?:fr;e;aalus;?n . &) | Angling_Guide_Reporting_Spreadsheet_Feb_28_2011_Clas:
_ _ BC Fresh Water Angling Guidg Report Sufl | | R 2
= Angling Guide Report = 2 eporting Spreadsheet
missiolrn\sclassiﬁred | j Reporting Spreddsheeg | &=
aters " - =
o - ts @ Excel Functions / Skills needed:
Documents Type mud . Asrgnhng Guide Report
o issions .
" General Submesion ea | cossifed waters Undassified Waters Keyboard: letters, numbers, shift, enter,
« Reporting Spreadsheet | | 1  DCmsSme e S backspace, delete, arrow keys..
(Excel) Waters Save, Copy, Paste, Undo functions
Lists , Highlighting cells with mouse
i Dragging highlighted cells with mouse
S Left and Right Mouse button functions
= Angling Guide Report
Submissions Classified
Waters




Step Filling in an Angling Guide Report

:using an Excel Spreadsheet for an Annual Report Filling in an Online Daily Report
:using an Online Form for Daily Report Submissions

1) From the Daily Reports pick either a

Ministry of Environment > Fish and Wildife Branch > Fisheries Management Section > BC Fresh Water Angling Guide Report Submissions Classified or Unclassifide Water Form
ﬂ’ BC Fresh Water Angling Guide Report Submissions as needed.
Home
— 2) On the next window click “New Item
Documents - . “ »
- O Sekaati 3) Fill in the report and click “OK” to save
Information
= Administration Only
- ?epomng Spreadshest ';r'u;l-i;.g“ (;'u“;;e Report Submls‘;r:nﬁs‘a:\msslﬁed Watersmuﬁe;rllt:m ‘
Save your information by clicking "OK"
Lists —i—
= Angling Guide Report ) Angling Guide Licance Number *
Submssuons N ; . L X = . : : Angling Guide First Name * =
» angingGuderepr  Reports e o
Submissions Classified e e oot et o nel s
Wm = a - Non-Resident Alien (No.) *
— ~<=r=0Mme to the Online Angling Guide Annual —_
7- ‘- el BL e n- LS e ’2‘. IR -Residents (residents of another province or
Discussions !}eeort IsuE BC Fresh Water Angling Guide Report Submissions > | s - S
Sites IS s! els re? acing the ‘ . . - - Enter the nimber of Residents (B.C. resdents). Enter 0 f none
= Starting April 1,2011 | Angling Guide Report Submis- S N
People and Groups Reporting of Guide Outfi -
2/ Recycle Bin Park Use Forms. View All Site Content New |~ ‘ Actions .~ ‘ byl o Sl
Reporting Procq Pocuments = | e 1tem st Name S
Step 1) Create your Anf | = General Submission ==l | Add a new item to this list. GuideR ——
Step 2) Open a Submis Information e e —
Step 3) Choose a Repo ) — Reeased — )
Step 4) Complete and & * Reporting Spreadsheet e o
Exce) 2 | gh—
F . f t. b mﬂsnx ide Number Kept, and Number
or more information abj = \w'"”r:ﬂ d
Anythlng in BOId Blue T . Angliﬂg GUide Repoft T Select Species Code, and .vlleumbelKep( and Number
Submissions —
Undassified Waters
@ Anglmg Guide Repoft Selet Spacien o vl Momber Kapt and Wopber
Submissions Classified
Waters - - .
This option may preferable for those who have small numbers of clients, few locations and low ke —
numbers of Angler Days.
- For Unclassified Waters a form is needed for each water body on each day quided
- For Classified Waters a form is needed for each client on each water body on each day guided _
[ J[ o |




Complete and Submit Your Angling Guide Report (Step 4)
(Closing the License Year Submission Tracking Form Step 2.2)

Welcome to the Online Angling Guide Annual
Report submlssl SharePoint Site.

l Edit your Submission Tracking Informationfas necessary, attach your Excel Files if you
Daily Online forms you need only to edit the
form. Change your Submission Status to "Complete™ and save by

submission tracki
clicking OK

BC Frach Water Anglng Guice Report SubmEsEnz > Submissbn TR aing Info » WEw ltem

Submission Tracking Info : New Item

+ Current Licence Year; maintain your Region and
« Tasttachyourfiles select "Attach File"bzlow on the left Files can submitted ane atatimearc —I (Sten 2' 1} bUt then SEIECt ND in the “Did fﬂl_l
fil

ile, BC Frash Water Angling Guide Report Submssions > Submission Tracking Info > New Item

Submission Tracking Info : New Item ig Form in

Please Read

Please Read

ou Fox the st Licemce Ve
Compinte voun Tracking 1 rm and attach the meconsary toperts.

+ Ensure that you have indicated your submission is complete, in the "Submission Status"fizld, w
annual reporting requirements,

Choose a Reporting Method and enter your data : (Step 3)

s + Ssveyourinfarmation by clicking "OK Ifyou ar= taken to s spresdshest sfteryou click "OK" y

B it sftha rertag frmets yau chacre s e

ReportingFormat Optons: « Iftheform is still visible sfteryou click "OK", the form is not complete and has not been submitt * Toattach your files select "Attach File"below on the left. Files can submitted one at a time or combined and
3 Qnlos faperung Permes, which e Bec, ® submitted in a ZIP file.

st L withred ™ ;indicating required fislds that are not complets. If this happens and you have alrea:

to reattach your file ance the required fields have bean completed. o o B . e

T st + Ensure that you have indicated your submission is complete, in the "Submission Status”field, when you

have completed your annual reporting requirements.
‘Option 1: Online Reporting FOrms (working “Oulise )
! it 3 Jpstmchie + Save yaur infarmation by clicking "OK. If you are taken to a spreadshest afrer you click "0K", your
premeraerry, Fm— submission has been received.

Angling Guide First Name =

e If the form is still visible after you click “0K", the form is not complete and has not been submitted. Check the
‘Select your first name fram the drag

Angling Guide Last Nama = farm for blank fields with red ; indicating required fields that are not complete. If this happens and you have
Saact your iast nama Tom the 3ren already attached your file, you will need to reattach your file once the required fields have been
nating Gutis Reporing Year = [ep— completed.
[r— Ozoyzaz . .
Use this page to 2dd smachmants 1o 2n item.
DIl you QUISE In Tresh WAter Tor th CUMEnt Anging GuiIe RIPOMING year? * Hve
Hame [(Browse ]
Ome
‘Submission Status * mr
2 Compiete
o s v i
‘Camgene for your annus! Submizion
next years ficence)

Reglon(s) -
‘Select the regian(s) quidedin. If quidef
regions in Comments felc.
Unclassified or Classified Waters? = unciazzimad anyy

‘ — ettt et e 1) Click on text to open your Submission
e S 2 B —— Ee— Tracking Form

~: @mane Renorming Farm

e 2) Edit Form as needed, see Step 2&4 notes

Sesnaman: ve an mame sage.
—— =

e If you chose to use Online Forms go tao5)
after you have edited the form.
SEmATEmEIEE 3) If you chose to use the Excel Spreadsheets,

e

Attach your PC Version Excel files here.

— By selacting Yes, 1 herely deciars the submittad infarmatian ta be
s 2 The DaSE O My MIKWIEIge, 3N TET I RaVE TEROTIA] DT &8Ch

s e 4) Click Browser to navigate to where you have
i stored your files(attach one at a time)

I— - Click on a file,
e — e Click “Open”,

 Ragion ga

Dedaration =

For Administator St Oty

g Click “OK”
5 = = D) Click “OK” at the bottom of the form
6) To review your submission go back to (1)




