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Reference:  175790
February 8, 2011
Dear Angling Guide:

Streamlining reporting requirements for angling guides has been a priority of the Province of British Columbia and the BC Angling Guides over the past year and we are pleased to announce that the SharePoint site for Online Angling Guide Reporting is now available for the 2010/2011 angling guide season.

The electronic reporting system will allow the combination of some of the multiple forms required by the Fish, Wildlife and Habitat Management Branch and the Parks and Protected Areas Division as well as facilitate the storage and analysis of the data.   

Please be advised that ALL angling guide reporting will be required to be submitted electronically for the 2011/2012 season.  However, paper reporting will be accepted for the 2010/2011 season to allow all angling guides an opportunity to use the new electronic reporting system prior to full implementation.  Please note, however, that angling guides must use only one method of submitting reporting information, not both.

Following are the steps to access the SharePoint site for submission of angling guide reporting:

Accessing the SharePoint site: 

1. A “BCeID” or Provincial Government employee IDIR account is required. If you do not currently have a BCeID, you can register for one through https://www.bceid.ca/register/.   Several BCeID account “types” are available; however, the simplest option is to register for a “Basic BCeID" and then select “Register without specifying an Online Service”.  As part of your BCeID registration, you will be selecting a 'User name' and 'Password'.  You will need these to request access to the 'Online Angling Guide Report Submission SharePoint Site'.

2. After you click to enter the SharePoint Site (http://sharepoint.env.gov.bc.ca/fwb/fms/ag/default.aspx), you will be prompted with the sign-in box "Connect to Sharepoint.env.gov.bc.ca".
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3. Enter your 'User name' in the User name field using the format: BCeID\username. 

Important: Make sure you are using a “\” and not “/”.

4. Enter your 'Password' in the password field.

Important: Do not be concerned when you receive an “Error Access Denied” screen 

(This is a standard screen produced by SharePoint).

5. You then need to click the "Request access" link on the “Error Access Denied” screen.

6. Then select “Send Request” on the next screen that pops up. 

Note: access is not immediate; your request will be granted manually (Monday to Friday during business hours) by one of our staff and you will be sent an email confirming your access, if you provided one to BCeID. This is usually shortly after your request or within a couple of hours.  If you have not received access within one (1) business day, or have further problems or questions, please contact us at AnglingGuideReporting@gov.bc.ca 

Submitting your Angling Guide Reporting :

7. Create a “User Profile” that will identify you for all future submissions. 

Please note that once a profile has been created, information can be edited as needed.

8. Fill in a “Submission Tracking Form” to manage your annual submission.  

Please note that a new form is created only once a year; this form is updated as the status of your submission changes throughout the year.

9. Submit angling trip information by choosing between two options:

(a) submit an Online Reporting Form for either Classified or Unclassified waters , or both, for each guided client, 

OR

(b) attach the (MS Excel) Angling Guide Reporting Spreadsheet which you have downloaded onto your desktop and completed using the instructions provided on  the spreadsheet.

The Online Reporting Form allows you to submit information for each angling client.  This is the preferred option if you have a new client each day or a small number of clients, locations visited, or number of days fished. Do not use this form when you have many 
clients/trips to report.  The (MS Excel) Angling Guide Reporting Spreadsheet is a good option if you take the same clients fishing over several days, or have many clients.
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10. Complete the Submission Tracking Form by choosing the option, “2010-2011 Complete”, and attach your completed Angling Guide Reporting Spreadsheet.

11. Online Angling Guide Reporting is now complete.

Thank you for your participation in completing your online angling guide reporting.
If you have any questions or concerns, please contact George Scholten at the Fish, Wildlife and Habitat Management Branch in Victoria by email at George.Scholten@gov.bc.ca or by phone at (250) 387-9584.
Thank you,

Andrew Wilson

Manager
Fisheries Management Section
	Ministry of Natural Resource Operations
	Fish, Wildlife & Habitat  Management Branch 
Fisheries Management Section

	Mailing Address:
PO Box 9391 Stn Prov Govt
Victoria  BC  V8W 9M8
	Telephone:  (250) 387-9771
Facsimile:    (250) 387-0239
Website: www.gov.bc.ca/env
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