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INTRODUCTION TO THIS DOCUMENT

What is RollCall?

RollCall is a secure, web-based database that was developed solely for Alberta Division Navy
League corps by PSICORP. RollCall is accessible through a single web interface and can be
accessed from any internet browser. RollCall is also compatible with tablets and mobile devices.

RollCall is always under development and new modules will continually be added.

Purpose

The purpose of this document is to give an overview of the administrative functions within the
system and provide step-by-step instructions for the system processes.

Format

This document contains separate sections for each administrative function, and each function
will have a detailed step-by-step guide through the system process (including screen shots).

As new modules are added, this document will be updated and provided to all required users.
It's vital to ensure that the most recent user guide is being used. Any old user guides should be
destroyed.

Access

To log in to the application, you must enter a user name and password. Your login information is
provided by PSICORP.

The application is located at https://rollcall.abnavyleague.ca/pulse/

Feedback

If any changes are needed to this document or if there are any questions relating to the
documented processes, please forward changes and/or inquiries to:

Lt (NL) Kara Henry

kara.henry@abnavyleague.ca
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FEATURES

Corps Nominal At-A-Glance

When you log in to RollCall and click on the HR module, it will take to you to a Welcome page.
Click on Personnel, and it will take you to the corps nominal roll. This at-a-glance corps nominal
has the following information:

e Photo

e Registration Date

e |Last Name

e First Name

o Age

e Rank

e Position

e Division

e Emalil

o Type (Cadet, Officer, or Staff Cadet)

Missing Personnel Information

When you see an exclamation point on a personnel record, it means that they are missing some
vital information. Click on the exclamation point to see what's missing.

¢ ROLLCALL

~ A
Personnel Found 25 personnel
Manage officer and cadet
nformation
Add
I 201808 . S .
Enter @ name and press the add | ¥ L Bown Josegh 1 Able Cadst Division B ducktail@fake c et 73
buttan. You can then edit the new -
B n P eatue St 8 New Entry Divisin 8 chuistinadelac,  Cadet (o [ x|
o - — Message from webpage x
g o [ARRTRN O - |
| Mo primary contact ho emergency contact
f— Y ' ot o [ ]
M
I putLY
u 7) sen d @
2018-08- 9
Search m o : 2 @y osngtamt Ouetemas (1 f [ «]
Orgamisation: f u';‘:" McBure  Mindy 10 New Entry Wessengsr Division ©  Msimpson(@fakec  Cadet u
Neuy Lesgue of Alberta *demo* [w ’
201808 s Amands 0 sading C
(= v [ N o@n
All types | 9 201508
B0 peyers R Coxswa o Gpotter@gmalc . Cah a
First Name: L] E
20154
ﬂ '3'.'9:" Philips  Eriks 10 Ordinary Cadet Yeaman DivisionC  msimpscn@gmail.. Cadet u n
Last Name: f—
- 2018-08- -
9 Pritchard  Magnus 8 MNew Entry att_p@gmailoa . Codet u
e @o

Search Function

On the left-hand side of the screen, you'll see a search function. You can use this to search any
of your personnel based on:
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o Type (Cadet, Officer, or Staff Cadet)
o First Name

e Last Name

e Emalil

¢ ROLLCALL e

Attendance  Divisions

Found 25 personnel

Brown Joseph 1 V Able Cadet Division B ducktail@fakec.. Cadat n En
W% Dt S 8 Mew Entry Dvision B christinadelac Cadt [ [ «]
Garza Chiistogher 9 % ;E:s e Secend Dwisn G fgerza@gmailco  Cadst an
Gom o T ey busns gonomers o () EIED
e Toby 9 New Entry Division B jody grean@hotm... Cadat n an

" ¥

EPREY

Last Name:
Emait: 2019-04-
= e McGure  Mindy 10 New Entry Messangsr Division C  Msimpson@fakec.. Cadet an
4
. B oo wse e 0 @ e P ] = | < |
Chegf Petty Officer . . an
l 9 ayer d 1 Eaped! o Didsion B Gpotter@gmalc.
#
-

Export
Expfl:llhese:nlr\esusaCS\'flle fis Codat 28

v v

" Pitchard  Magnus 9 Hew Entr

With this function, you can also choose to include cadets who are no longer active, by checking
the “Include removed” box

Export Function

On the left-hand side at the very bottom, you’ll see a link that says, “Export these entries as a
CSV file”. This provides you with an excel spreadsheet of a variety of different information;
including:

e Personnel contact and demographic information
e Emergency contact information
¢ Medical information

2019-08-20_personnel - Excel Kara Henry

file  Home Insert  Pagelayost  Formula: Review e ell

- Formatting -
Clipboard = Numbe 5 Styles Cets Editing
Al . 3 NELE

A [ c o 3 F G H | 3 [3 L ™M

1 [PuLse PERSONNEL EXPORT (as of 2015-08-20)
2 LstName  FirstName DoB Gender Email Home Phone Work Phone Mobile Phone Address City Province Postcode Country Contact
3 Bowman Kimberly  4/18/1989 Female kb1989@hotmail.com 780-628-4169 780-179-1830 628Umbrella Avenue  Edmonton Alberta TSF9SL  Canada either
4 Brown Joseph 4/8/2008 Male  ducktail@fake.ca
5 Davis Kevin 6/3/1977 Male _ jake@blackpearl.ca 780-678-9876 slack Pearl Port Royal alberta canada phone
6 Delacruz sharon 7/1/2010 Female christina.delacruz@gmail.com 780-873-8372 780-938-3773 9842119 Avenue Edmonton Alberta TEN3)8 Canada email
7 Garza Christopher 8/12/2010 Male m 5 123 Edmonton Alberta T6H2G6 Canada email
8 Gordon Corey 5/25/2008 Male  goofy@fake.ca 780-123-4567 - edmonton alberta canada phone
9 Green Toby 3/30/2010 Male  jody.green@hotmall.com  587-987-3546 587-576-5744 1124593115 Avenue  Edmonton Alberta TSD6VE Canada email
10 Haynes Yvette 2/19/2007 Female darryl.haynes@hotmail.com  780-987-3948 780-638-6383 3 Rhatigan Road Edmonton Alberta T6H3DS Canada phone
11 |tyons Samantha  2/24/1989 Female samig9@gmail.com 780-273-6388 587-638-6389 11916 25 Avenue Edmonton Alberta T6VS2K Canada either
12 Martinez Derrick 7/1/1570 Male  derrick.martinez@gov.ab.ca  780-925-5569 780-954-2669 952 Shawnessy Avenue Edmonton Alberta T6BSCS Canada either
13 McGuire Mindy 4/6/2009 Female Ms .2 8-628-52 Edmonton Alberta Canada phone
14 Mendoza Amanda  3/13/2009 Female thepig@fake.ca 780-000-0001 123 fake st edmonton alberta 12212 canada either
15 Meyers Rudy 9/14/2007 Male  Gpotter@gmail.com 780-517-5282 780-651-6844 218.9618 168 Street  Edmonton Alberta TAFSG3 Canada either
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NEW! Mail Merge Function

On the left-hand side at the very bottom, you’ll see a link that says, “Export mail merge CSV
file”. This provides you with an excel spreadsheet of the cadet’'s name, phone number, and

address, in the case of requiring a personalized communication to cadets.

FICIRN
HOME | |

cut
BR Copy -

~ Format Painter

Clipboard
136 -
1 |Cadet Name
Bright, Jake
Brown, Jaseph
Dela Cruz, Sharon
Garza, Christopher
Gordon, Corey
Green, Taby
Haynes, Yvette
Jons, Toby

~ oo E W

& -

INSERT PAGE LAYOUT

FORMULAS DATA REVIEW VIEW

Calibri S A A == - EpWrapText General
. I - Hi. DA~ Merge & Center ~  $ ~ %
& Font = Alignment & Number
S
B C D E F
First Name Last Name Email Phone Address
James Bright Jamesbright44@hotmail.com  780-555-1234 189 Ship Street
Pamela Brown pbrown@gmail.com 780-685-5132 25 Keswick Boulevard
Christina  Dela Cruz christina.delacruz@gmail.com 780-873-8372 9842 119 Avenue
Sherry Garza sherrygarza@outlook.com 780-528-5281 9684 78 Avenue
Sheila Gordon sheilasandyg@hotmail.com 780-651-6514 9521 78 Street
Sheila Gordon sheilasandyg@hotmail.com 780-651-6514 9521 78 Street
Darryl Haynes  darrylhaynes@gmail.com 780-511-2622 3 Rhatigan Road
Suzanne  Jons suziej@gmail.com 780-767-7865 1234 56 Street NW

2020-01-10_personnel_mail merge (3)

Formatting = Table -

[

G
City

Edmonton
Edmonton
Edmonton
Edmonton
Edmonton
Edmonton
Edmonton
Edmonton

H
Province
Alberta
Alberta
Alberta
Alberta
Alberta
Alberta
Alberta
Alberta

- ¥ Normal
-
1 8 Condiionsl Format as [T

J

Postcode Country

T6F 2F6
T5C0CI
T8N 318
T9TOT7
T6CICO
T6CICO
T6CACS
ToF 4F7

Canada
Canada
Canada
Canada
Canada
Canada
Canada
Canada

Bad

Expil
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PERSONNEL

Accessing the HR Module

1. Log into RollCall

¢% ROLLCALL

2. Click on the HR module

Welcome r‘ ROLLCALL

Welcome Profile

Welcome to Modules

Pulse
. Inventory

Pulse Organisation Management
3. Click on the Personnel module

Database - version 3.8.

HR 4

Personnel  Attendance  Renks  Divisions  Admin

Welcome Welcome

. _odet information
Manage officer and cadet information.

Attendance

Adding A New Cadet

1. Enter the cadet’s first and last name on the left-hand side and click “Add”

@ ROLLCALL

Personnel Found 24 personnel
Manage officer and cadet
formation
Add B 000035 6o Ablo Cacat Dision®  dektail Plake "
Enter o name and press the sdd = ' V m u
button. You can then edit the new
c:“yYuamlmummlmmalun 0008 - Ove Cove herce New Entry Dwision 8 christina ce " mu
First name i 201611 . Chistopher @ Petty Officer Secord Clo DiisionC  fgerza@gmail o ’ Gﬂ
Magn

) 1180307 Hame Vet B tossing ot DvisionA__ damt haynos@h [ | x|

2. Arecord is now created for the cadet and will appear on the screen in alphabetical order
by last name
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3. Scroll down to find the cadet you just added. Click the green “Edit” button on the cadet’s
record to add their information

¢ ROLLCALL

'ft?ﬂ 20070010 Shaw Wesley @ Chict Petty Officer Sccend Cass DrisionC  ying shaw@yahoo i x
The main personnel screen will open

Enter the cadet’s middle name in the associated field (if they have one)

Enter the cadet’s preferred name in the associated field (if they have one)

N o 0 A

Enter the cadet’s date of birth in the associated field. The date must be entered in the
following format: YYYY-MM-DD

e If you enter a date of birth that is outside of the regulated age, you will get an
error message. Please review and correct the date of birth, or review the cadet’s
package to see if they are not the correct age.

8. Select the appropriate gender for the cadet in the associated field

¢ ROLLCALL

onnel  Attendance  Divisions
Personnel > Eqit i G L) CUEvResn
Personnel Personnel Details

First name: Mag Maddle name:

Last name: t d Preferred nama:

Date of Birth (0): 0-06-2. Gender: * Male  Female ) Other

Magnus Pritchard

9. Scroll down to the “Medical Details” section
10. Under the “Allergies” text box, enter any allergies that the cadet has (i.e. food allergies)

11. Under the “Medical Conditions” text box, enter any pertinent information relating to any
medical concerns the cadets have (i.e. ADHD)

12. Under the “Medications” text box, enter as much detail as possible about the name,
dosage and timing of any medication(s) the cadet is on

13. Under the “Health Number” text box, enter the cadet’s Alberta Health Care Number in
the following format: 12345-6789
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¢ ROLLCALL

Mlergias

Personnel > Edit
Personnel

Medical Conditions:

N

Magnus Pritchard n
Medications:
Age: 0 i ‘
Ventolin Inhaler 2x twice a day

m Health Numbaor

14. Scroll down to the “Admin Use” section
15. Under the “Type” field, it will default to “Cadet”. Do not change it

16. Under the “Registration Date” field, enter the date the cadet registered with your corps
in the following format: YYYY-MM-DD

e This should be the date that the cadet and parent(s) completed and signed the
NL202

17. Under the “Company/Division”, select the division that the cadet will be in
18. Check the box labeled “Media release” if the parent has initialled Section 5 of the NL202

¢ ROLLCALL

Personnel > Edit Admin Use
Personnel

Company/Division

I

Magnus Pritchard at
Age 0

 acppcnten 04
 odon cumersen 25|
et st 02

Achived?

B Documentation

19. Click “Save Changes”
20. Click on the “Contacts” tab

{ ROLLCAILL

Personnel > Edit
Personnel Personnel Details
First nome: Magr Middle nome:
Last namar Pritchard Proferred name:

Date of Birth (9): 20100622 Gander ®Male ) Fomale C Other

21. This is where you can add any contacts associated with the cadet. Add the first and last
name of one of the cadet’s parents or guardians and click “Add Contact”
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% ROLLCALL

Personnel > Edit L ) CER) CTERRE
Personnel Contacts

Add a contact
First Name Matthow Last Name

s

Magnus Pritchard
Age-9

22. Arecord is now added. To add more information to the parent or guardian, click on the

green “Edit” button next to the parent or guardian’s name

i ROLLCALL

Personnel > Edit D) ) Xy CTReeesn

Personnel Contacts

Last Name

n Magnus Pritchard n
Age 8

23. Once the screen opens, add all the parent’s contact information

HR ¢ ROLLCALL

Porsonnel  Attondance  Divisions

Edit Personnel > Contact Details

Edit Contact First nome: Matthe Last name
Email matt_p(@ Loom Home Phone: B0 224 B34
Aiternative Phone: q [ 56° Address
City: gmontar Pravince:

Postcade 166 2L Country.

24. Under “Admin Use”, select the contact’s relationship under “Type”

25. If this is the cadet’s primary contact, check the “Primary” box

¢ When you select a primary contact, it will show the cadet’s contact information as

the primary contact person’s information

26. If this is the cadet’s emergency contact, check the “Emergency” box

¢ ROLLCALL

Posteode TG 23 Country
Edit Personnel >
Edit Contact Admin Use
Serting as primary/emerponcy will overwits the cadet’s contact information blck with the P contact
Type: arent Primary:
Emergency
Nate
£

@ Copyright M8 2011-2016. AN rights reserves

27. Click “Save Changes”
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28. Click on Edit Personnel to go back to the contact screen. Repeat the above steps for any
additional contacts.

29. Click on “Ranks/Positions”

@ ROLLCALL

Personnel > Eqit Lo i ERETE) s

Personnel Rank Assignments
Ao rank assignment
Organisation Chanse Roke Hane
PN [

Magnus Pritchard
) Position Assignments

30. Under the “Rank Assignment” section, select your corps from the “Organization” field,
and select “New Entry” from the “Rank” field, and then click “Add”

HR ¢ ROLLCALL

Personnel  Attendonce D

Personnel > Edit
Personnel Rank Assignments

Add rank assignment
Organsation 2018 - Navy Losgue of Aberts *dom Role New Entry

n

Magnus Pritchard
e Position Assignments

Add position assignment

Jward Aoplcation 104 Organisation: Chaose Position Hane
Madical (usstionairs 205 n
Memberstip Application 202

B Documentation © Copyright MB 2011-2019. Al rights raservad.

31. Click on “Photo/Documents”

HR s ¢ ROLLCALL
Parsonnal Attendanca Ranks Divisions Admin
- . Contacts. ‘= ttendence/Reparts | @ Photos/Documents:
Personnel > Edit Personnel (5 ) ey ey
Photos
JPG, PNG or ZIP file Choose File | No file chose: u
n
u Lisa Anderson
Mew Entry
Age 8
Documents

32. To add a photo of the cadet, click “Choose File” and find the location of the photo, then
press “Upload”
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HR ¢

Personnel  Attendance  Ranks  Divisions  Admin

Personnel > Edit Personnel m

Photos

JPG, PNG or ZIP file -
@ Choose File | No file chosen

Py

Drag and drop to reorder photos.
Lisa Anderson
New Entry
Age: 9 n

@

e ade SUh

33. Click on Personnel

HR ¢ ¢ ROLLCALL

Poraonnal  Attendonon Panks  Divisions  Admin

Personnel > Edit Personnel

Photos

JPG, PNG or ZIP file
B Choose File | No file chosen m

-

Drag and drop ta reorder photos.

34. Scroll down and you’ll see the record of the new cadet

¢ ROLLCALL
L; S:.I
T
e % | v oo
-] 4 : (] +]
Search a 2 s [+
i o——— ﬁ [ ]+]

Adding a New Officer

1. Enter the officer’s first and last name on the left-hand side and click “Add”
¢ ROLLCALL
[]

Personnel  Attendance  Divisions

Chief Petty Officer Second

- z
Personnel
Manage officer and cadet 0309 Simmans ! e Petty Officer Firat Cias: Massanger Diision & carmie simmons@ ﬂn
information.

Chisf Petty O -
» A . hisin ([ «]

Enter a name and press the add
button. You can then edit the new
entry to add more informaton.

922 Webber Cahin % Petty Dfficer Secand Class  Division DPD Division B kstie webber@gm . Cadet ﬂu
20180815 Wise Cherlatte V Able Cadet Dasiond  jdading@hotmai_  Cade ﬂu
otmail Officer ﬂ u
20040517 Davis Kevin ", Lisutenznt Exscutive Officer jske(@bleckpsarl..  Officar ﬂn

First name.
Stephanie

Last name

2014-02-16 Bowman Kimberly Acting Sub-Lisutanant Training Offices kb1333Q
Zhang] h‘ J E .

2. Arecord is now created for the officer and will appear at the bottom of the screen

3. Scroll down to find the officer you just added. Click the green “Edit” button on the
officer’s record to add their information

Understanding RollCall: A User’s Guide Page 13 of 41



¢ ROLLCALL

Personnel  Attendance Divisions

button. You can then edit the new

£
*
Personnel
Manage officer and cadst ﬂ 2016 ﬂ
information. lr
i ao
Enter @ name and press the add h o & o | o B ok " =28
A

entry to add more informaton.

First name

Last name

e gregin RImCztty @ CUnE Lo sUtEnan e T preeR@natma e

The main personnel screen will open
Enter the officer's middle name in the associated field (if they have one)

Enter the officer’s preferred name in the associated field (if they have one)

N o o bk

Enter the officer’s date of birth in the associated field. The date must be entered in the
following format: YYYY-MM-DD

e The system will give you a warning that this person is too old. This is because
the system default is to add a cadet. You'll change this further down

8. Select the appropriate gender for the officer in the associated field

@ ROLLCALL
Personnel > Edit Lo o) ) Gl
Personnel Personnel Details

First name Stephanie Middle name: Jasephine
Last name hang Preferred name:

Date of Birth (D) 1986-12-04 Gender. Male ® Female _ Other

9. Scroll down to the “Medical Details” section
10. Under the “Allergies” text box, enter any allergies that the officer has (i.e. food allergies)

11. Under the “Medical Conditions” text box, enter any pertinent information relating to any
medical concerns the officer has (i.e. ADHD)

12. Under the “Medications” text box, enter as much detail as possible about the name,
dosage and timing of any medication(s) the officer is on

13. Under the “Health Number” text box, enter the officer's Alberta Health Care Number in
the following format: 12345-6789
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& ROLLCALL s »

Personnel  Attendance Divisions

B
Personnel > Edit
Personnel Medical Details
Allergies:
fish
Stephanie Zhang Medical Conditions:
- Hone
Medications
None
Health Number. 05126-2656 x

14. Scroll down to the “Admin Use” section
15. Under the “Type” field, select “Officer”

16. Under the “Registration Date” field, enter the date the officer registered with your corps
in the following format: YYYY-MM-DD

e This should be the date that the officer completed and signed the NL101
17. Under the “Company/Division”, leave it as “None”

18. Check the box labeled “Media release”

¢ ROLLCALL

Personnel Attendance Divisions.

Personnel > Edit

Personnel
Health Number 85126-2656
Admin Use
r Officer i i 4 2019-08-15
Stephanis Zhang Type: r v Registration Date: 0
hge:0 Registration Release Date:
Number:
Release Reasan: N/A v Company/Division None ~
Media release? & Archived?

Motes

19. Click “Save Changes”. It will now take you back to the main screen
20. Click on the “Contacts” tab
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¢ ROLLCALL

Personnel > Edit - i

Personnel Personnel Details

First name: Stephanis Middle name: Josephing
Last name: Theng Preferred name: Josia
Date of Birth (32) 19861204 Gender: Male ® Female © Other

Stephanie Zhang

32
e Contact Details

21. This is where you can add any contacts associated with the officer. To ensure the
officer’s information shows up correctly in the main screen, you’ll need to add the
officer as a contact

22. Add the officer’s first and last name in the respective fields and click “Add Contact”

¢ ROLLCALL =55

Personnel  Attendance  Divisions

Personnel > Edit
Personnel Contacts

Add a contact
First Name Stephanie Last Name

Stephanie Zhang

Age 32

23. Arecord is now added. To add the officer’s information, click on the green “Edit” button
next to the officer's name

¢ ROLLCALL

Personnel  Attendance  Divisions

Personnel > Edit
Personnel Contacts

Add a contact
Stephanie Zhang

Age:32

First Name Last Name

24. Once the screen opens, add the officer’'s contact information under the “Contact
Details” section

¢ ROLLCALL
Persannel Attendance Divisions
. Contact Details &
Edit Personnel >
Edit Contact First name Stephanis Last name
Email osie_zhang@gmail.c Hame Phane
Altemative Phone: 80 698 3888 Address’
city. Edmont Province
Postcade T6C 204 Country

25. Under “Admin Use” section, select “Other” under the “Type” drop-down

26. Select the “Primary” check box. This ensures that the officer’s information shows up on
the main screen as their own information
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27. Do not select the “Emergency” check box

¢ ROLLCALL

Personnel  Attendance  Divisions

A
Edit Personnel > Email josie_zhang@gmil.com Home Phone
Edit Contact Altemative Phone: 780 598 9888 Address:

City. E to Province:

Pusteode 6C 204 Country

Admin Use

Setting as primary/emergency will overwite the cadet’s contact information block with the corresponding information contained in the

primary/emergency contact.

Type: the v Primary. &4

Emergency:

28. Click “Save Changes”

29. Click on Edit Personnel to go back to the contact screen

@ ROLLCALL gt &

Edit Personnel >
Edit Contact

| Email Home Phone:

Address: Ay

Alternative Phane:

city: Edmantor Province:

Posteode: T6C 204 Country Canada

¢ ROLLCALL

Personnel  Attendance  Divisions

Personnel > Edit Dol o) et CIEE

Personnel Contacts

i Stephania Zhang - Primary Othar 780-681-6513 780-696-9888 jesie_zhang@gmail. com En

31. To add the officer's emergency contact information, enter the first and last name of the

person in the respective fields and click “Add Contact”

Personnel  Attendance  Divisions

Personnel > Edit o ) () Cli

Personnel Contacts

i Staghanie Zharg - Primary Other 780-681-6513 780-699-9888 jusie_zhang@gmail.com Eu

Add a contact

Last Name Smither x

Stephanie Zhang
hge 32

u First Mo

32. The record for the person is now created. Click on the green “Edit” button to add their

information
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¢ ROLLCALL ion &

Personnel  Attendance

Personnel > Edit
Personnel Contacts

33. Once the screen opens, add the person’s contact information under the “Contact
Details” section

Profile &
HR l Logout @

Personnel  Attendance  Divisions

. Contact Details o
Edit Personnel >
Edit Contact Fust name jessica Last name:
Email. Home Phane: Bl 6
Alternative Phon B Addres: 415 .
city: Edmanto Province:
Pasteode: THL 312 Country: Canad

34. Under “Admin Use” section, select “Other” under the “Type” drop-down
35. Do not select the “Primary” check box

36. Select the “Emergency” check box if this person is the officer's emergency contact

@9 ROLLCALL
Personnel Attendance Dmisions
Edit Personnel > Email thers @gma Home Phone
Edlt ContaCt Alternative Phone: 781 512 2668 Address:
City. Edmantos Province
Postcode: 51312 Country.
Admin Use

Setting as primary/emergency will overwite the cadet’s contact information block with the corresponding information contained in the
primary/emergency contact.

Type: the v Primary:

Emergency v

37. Click “Save Changes”

38. Click on Edit Personnel to go back to the contact screen

¢ ROLLCALL pore &

Personnel  Attendance  Divisions.

Edit Personnel > Email usie_zhang@emsil cor Home Phone: 780

Edit Contact Atemative Phone: 780 698 Midress: 197 !
city Edmantor Province
Posteode: 6C 204 Country.

39. You'll see that the officer now has an Emergency Contact listed
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¢ ROLLCALL

Personnel  Attendance  Divisions

Personnel > Edit D) o ) Clome

Personnel Contacts

N

Stephanie Zhang
Add a contact
Age: 32

40. Click on “Ranks/Positions”

orpency Other 760-687-3365 760-512-2668 jemithers@gms

sng - Primary Other 780-681-6513 760-698-3688

¢% ROLLCALL

Personnel > Edit
Personnel Contacts

Jessica Smithers - | merpency Other TBO-687-3365 780-512-2688
Steghanie Zhang - Primasy Otrer 7806916613 780-698 8545
Stephanie Zhang
Add a contact
Age: 32

41. Under the “Rank Assignment” section, select your corps from the “Organization” field,
and select “Cadet Instructor” from the “Rank” field, and then click “Add”

¢ ROLLCALL e 8

Personnel  Attendance Divisions.

Personnel > Edit D i) () Gl

Personnel Rank Assignments

Add rank assignment
Organisation: 2018 - Navy League of Alberta *d{™] Role Cadet Instructor v

Stephanie Zhang
ree 32 Pasition Assignments

42. Under the “Position Assignment” section, select your corps from the “Organization”
field, and select the officer’s position from the “Position” field, and then click “Add”

¢ At minimum, the officer’s position should be entered as “Instructor”

@ ROLLCALL gt &

Personnel  Attendance  Divisions.

Personnel > Edit U sy ) Croey

Personnel Rank Assignments

Add rank assignment
Stephanie Zhang B
Cadet Instructor Organisation: Choose v Role None ~

hge: 32 a

i

Position Assignments
Membership Apglication 202 Add position assignment

Organisation: 2018 - Navy League of Alberta *div] Position Instructo v

43. Click on “Photo/Documents”
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Personnel  Attendance

Personnel > Edit
Personnel

3

Stephanie Zhang
Cadet Instructor
Age: 32

Dmsions.

iflr??‘ ROLLCALL Profile &

Logout B

(o oy e

Rank Assignments

Add rank assignment
Organisation: Chaose v Role None v

44, To add a photo of the officer, click “Browse” and find the location of the photo, then
press “Upload”

Personnel  Attendance  Divisions

Personnel > Edit
Personnel

0

Stephanie Zhang
Cadet Instructor
Age: 32

E

ecical Questionsire (sts) 205-01

]
E

¢ ROLLCALL

(3 o ey ey :
Photos
JPEG, PNG or ZIP file Ii . m

Drag and drop to reorder phatos.

6 '}

'y
-

s

45. Click on Personnel

Personnel  Attendance  Divisions

Personnel > Edit
Personnel

Stephanie Zhang
Cadet Instructor
Age: 32

ioneire (stef) 2065-01

[

s
|

I]

¢ ROLLCALL

(0 e e ey

Photos

JPG, PNG or ZIP file

Drag snd drap to reordsr phatos

6 B

Y
-

~

46. Scroll down and you'll see the record of the new officer
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i ROLLCALL

Kevi 2 Expcutive Officer

Q, Lieutensot
Samanths 30 ‘ Midshipmar 2y

Personnel Attendance Divisions.
Petty Officer Fiest
- Sarme ks 12 Nessenger Drision A
. : 2 e:
ersonne e
Manage officer and cadet ﬁ “pg  Swer Nellia Division B
information.
Add
Enter a name and press the add ;.h Wobber  Cabr &y Doy eSS pgon0p0  OwisenB
button You can then edit the naw L e
entry to sdd more informaton. L
| Wise Chrlotte N sl cacet Dvision A
First name 0 =
7 Bomin Ky %0 N M Traning Offce
Last name ﬁ
9
-~

2007 oot Nethen 2 “ Sub-Liestenant Supply Offcer
v

carnn simmons@

Shown@fake ca

Katie wetbur@gm

arbag@hotmm

¥1989@hotmail

jake@blockpear!

Cop@fakeca

aptain @redoct

naterox@gmad ¢

w0 @O
w0 @0
we @0
w0 @0
w0 @0

hang Stephanie 32 Cadet Instructor instructor

osie_zhang@gma

T

Adding a Warrant Number for an Officer

1. Click the green “Edit” button for the officer who you want to add the Warrant Number for

¢ ROLLCALL

Personnel  Attendance  Divisions

Dfficer ﬂu I

2. Scroll down to the “Admin Use” section

@ ROLLCALL

Personnel Attendance  Divisions.

Personnel > Edit
Personnel

Health Number 34678-3467

i

Admin Use
Derrick Martinez Type: offi v Repistiation Date:  2006-10-04
Sub-Lieutenant Registation
Age: 49 v 00-00-D

i Release Date: 0000-00-00
Release Reason NIA v Company/Division:  Hone

Award Application 104

= By Pty Difice Fi =
Smmans s & "‘33‘ TR pggzanger Division A carmie simmons@
Mansge officer and cadt " Smon Nelle 1 @ mwisans  sompraecs.  caiot ([ (EJED
infomtion.
" Waren Lo 1 Ordinary Cadet Quertermaster  Division B Helo@fake ca. C u ﬂu
Enter aname and prass the add " Webibes Calvin m % f‘“ Offioee Se0ond e sgion 0D Division B ketie webber@gm . Cad u En
button. You can then edit the new Hess
entry to add mare informatan. N
Wise Cherlotte 9 M A Cadt Divison A jdaring@otmai.. € u ﬂu
First name
- . o Acting Sub I . . n
Bownan  Kmbey 30 fo e Trsinirg Offces wismagiotmat oo () [E])
Last name 004-05-
"% beis Ken 2 Ny et Executive Dffcer iegnictpeat. o [ [EED
ﬂ = " Lyons Samantha 30 \ Midshipman semi89@gmeilco Dificer En
Search " Martinez  Demick 43 ‘D SubrLisutenant Admin Officer derrick martine.
Organisation: . —
- Remia  Marko s Wy Uetenent Commandg epmarescet oee [ [ IED
Navy Lesgue of Dffices
Type: PV Seatt Wattan 32 Wy Sublestensnt  Segply Dificer mao@msic. o ([ (E)E)
v
Frapee Tung  Stphame 32 Codetinsmctar  Instucter jusie_zhang@qma.. Officer [ [ |
Ricdle lom 17 Snddle(@feke ca
Last Name:
: . Found 25 persannel
Email:

Profile &
Logout B
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3. Under the “Registration Number” field, enter the officer's Warrant Number

Admin Use

Type: Dfficer ﬂ Registration Date: 2006-10-04

Registration 20053 x Release Date: 0000-00-00

Number:

Release Reason: N/A j Campany/Division: None j
Media release? Archived? O

4. Click “Save Changes”

Adding a New Staff Cadet

1.

N o o A

Enter the staff cadet’s first and last name on the left-hand side and click “Add”

9 ROLLCALL
Personnel  Attendance  Divisions
A
Personnel Found 25 persannel
Manag officer and cadst
information
i 1160
18:08-
Enter a name and press the add S5 fom z R e ot - [ B8
button. You can then edit the new
S o T 2 U phacw e 9 Haw Enty Diision B chistna delac - 20
First name " _—- y Dficer Sac
i v @y PO Seond - (] ]
Last i MO borgen Coney 1 Oninary Cadet « [ EE8
— x
-] W e New ity oga
-

A record is now created for the staff cadet and will appear on the list in alphabetical
order

Scroll down to find the staff cadet you just added. Click the green “Edit” button on the
staff cadet’s record to add their information

¢ ROLLCALL o
Personnel  Attendance  Divisions
~ A
Personnel Found 26 personnel
Manags officer and cadst
information.
Add

Enter a name and press the add

- .
button. You can then edit the new

entry to sdd mare informaton. . T adat u ﬂn
First name ;

Last name R Petty fficer Sacont o an

Garza istopher 9 Divigion C  fgarza@gmail co. adet
P Christopher a 0 garza@gmail.c

o " Bogon Gy n Ontnsry Cacat Ovisin k. gonty@iske s « [0 8

The main personnel screen will open
Enter the staff cadet’'s middle name in the associated field (if they have one)
Enter the staff cadet’s preferred name in the associated field (if they have one)

Enter the staff cadet’s date of birth in the associated field. The date must be entered in
the following format: YYYY-MM-DD
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e The system will give you a warning that this person is too old. This is because
the system default is to add a cadet. You'll change this further down.

8. Select the appropriate gender for the staff cadet in the associated field

@ ROLLCALL

A . Contacts. & Phatos/ Documents. |
Personnel > Edit ) b G Clrere
Personnel Personnel Details

First name: Riley Middle name:

Last name: Caope Preferred name:

P— P~ Ml Femae  tver

I

Riley Cooper
Age D

9. Scroll down to the “Medical Details” section

Contact Details

10. Under the “Allergies” text box, enter any allergies that the staff cadet has (i.e. food
allergies)

11. Under the “Medical Conditions” text box, enter any pertinent information relating to any
medical concerns the staff cadet has (i.e. ADHD)

12. Under the “Medications” text box, enter as much detail as possible about the name,
dosage and timing of any medication(s) the staff cadet is on

13. Under the “Health Number” text box, enter the staff cadet’s Alberta Health Care Number

in the following format: 12345-6789

¢ ROLLCALL

Personnel  Attendance  Divisions

Personnel > Edit

Medical Details
Personnel

Mlergies

4l

Riley Cooper
Age 0

Medical Conditions:

Medications:

Health Number 4926459586

Admin Use

Type: Cadst v Rey jon Date: v

© Copyright MB 2011-2019. Al ights reserved.

14. Scroll down to the “Admin Use” section
15. Under the “Type” field, select “Staff Cadet”

16. Under the “Registration Date” field, enter the date the staff cadet registered with your
corps in the following format: YYYY-MM-DD

e This should be the date that the staff cadet completed and signed the NL207

17. Under the “Company/Division”, leave it as “None”
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18. Check the box labeled “Media release”

R g ¢ ROLLCALL v ®

Personnel  Attendance  Divisions

Personnel > Edit

Personnel
Health Number: 49264-5356
Admin Use
Riley Cooper Type Staff Cadet ~ Registration Date:  2019-07-25
Ao 0 Registration Release Date:
Number
Release Reason N/A % Company/Division None !
Metia release? @ Archived?

Nates

19. Click “Save Changes”. It will now take you back to the main screen
20. Click on the “Contacts” tab

¢ ROLLCALL

Persannel  Attendance  Divisions

Personnel > Edit - 5

Personnel Personnel Details

First name Riley Middle name: ar
(] Last name 0pe Preferred name:
Date of Birth (16).  2002-10-16 Gender: Male ® Female ) Other

21. This is where you can add any contacts associated with the staff cadet. Normally this will
be the parent with whom the staff cadet resides

22. Add the parent’s first and last name in the respective fields and click “Add Contact”

¢ ROLLCALL

Personnel  Attendance  Divisions

Personnel > Edit
Personnel Contacts

Add a contact
First Name Shei Last Name

23. Arecord is now added. To add the parent’s information, click on the green “Edit” button
next to the parent's name

@ ROLLCALL

Persannel  Attendance  Divisions

Personnel > Edit
Personnel Contacts

24. Once the screen opens, add the parent’s contact information under the “Contact
Details” section
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e Under the “Email” field, add the staff cadet’'s email instead of the parent’s email

e Under the “Home Phone” field, add the staff cadet’'s phone number instead of
the parent’'s phone number

e Under the “Alternative Phone” field, add the parent’s phone number

Edit Personnel >
Edit Contact

Prefile &
L

t

Contact Details g
Fust name: Sheila Last name: Caope:

Emoil Tiley.cooper@gmail.com Home Phone 780 | 653 | |8581

Alternative Phone: 780 951 5687 Address.

City: Edmonton Province:

Postcode: IC 9C3 Country: Canada

25. Under “Admin Use”, select the contact’s relationship under “Type”
26. If this is the staff cadet’s primary contact, check the “Primary” box

e When you select a primary contact, it will show the staff cadet’s contact

information as the primary contact person’s information

27. If this is the staff cadet’'s emergency contact, check the “Emergency” box

Personnel  Attendance Divisions

Edit Personnel >
Edit Contact

B Oocumentation

¢% ROLLCALL
A
Email: per@gmail.co Home Phone:
‘man - - 628 19
Altenative Phone: 780 951 5687 Address
City. Edmonton Province:
Pastcode: 3C 9C3 Country. Canada
Admin Use
Setting as primary/emergency will overwite the cadet's contact information block with the coresponding information contained in the
primary/emergency contact.
Type Parent ~ Primary cd
Emergency: ¥
Naotes.
.

© Copyright MB 2011-2019. Al ights reserved

28. Click “Save Changes”

29. Click on Edit Personnel to go back to the contact screen

Personnel __ Attendance_ Divisions

Edit Personnel >
Edit Contact

¢ ROLLCALL =50

Contact Details

First name. Sheila Last name:

Email. riley.conper@gmail. cor Home Phane:

Altemative Phone: 780 951 687 Address.

30. You'll see that the staff cadet now has a Primary and/or Emergency Contact listed
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Personnel  Attendance  Divisions

Personnel > Edit

Personnel Contacts

ﬁ Sheila Coopes - Primary - Emesgency Parent 7B0-653-6581

Add a contact

u Riley Cooper First Name Last Name
o =]
208 Conct

S — B0

31. Click on “Ranks/Positions”

¢ ROLLCALL

Persannel  Attendance  Divisions

Personnel > Edit
Personnel Contacts

§ Sheila Coopes - Primary - Emesgency Parent 7B0-653-B581

Add a contact

u Riley Cooper First Name Last Name
Age: 16

S — [ ]s]

32. Under the “Rank Assignment” section, select your corps from the “Organization” field,

and select the staff cadet’s rank from the “Role” field, and then click “Add”

e There are Sea, Air, and Army cadet ranks to choose from

¢ ROLLCALL

Personnel > Edit e o) )

Profile &
Logout @

Personnel Rank Assignments

Add rank assignment
(Organisation: 2018 - Navy League of Alberta *di|v Role

Petty Dfficer First Class hd

Position Assignments

Riley Cooper
Age: 16

33. Click on “Photo/Documents”

¢ ROLLCALL

Attendance

Personnel > Edit
Personnel Rank Assignments

Add rank assignment
Organisation: 2018 - Navy League of Alberta "] Rale

Riley Cooper
Age: 16

Position Assignments

Profile &
Logout @

Petty Officer First Cless hal

34. To add a photo of the staff cadet, click “Browse” and find the location of the photo, then

press “Upload”
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Personnel  Attendance  Divisions

Personnel > Edit
Personnel

Riley Cooper
Age: 16
Award Apphication 104

Mexnbershp Apphcation 202

() ey ey

Photos

JPG, PNG or ZIP file

Drag and drap to reorder photos

*

|

35. Click on Personnel

Personnel  Attendance  Divisions

Photos

¢ ROLLCALL

== = e

JPG, PNG or ZIP file

Drag and drop to reorder photos

Personnel  Attendance  Divisions

@ ROLLCALL

Profile &
Logout @

——

BN 008 X Chigi Petty Dffice ———
R e smer el o Draion et
Personnel B s
21801 . ) e el §
it ekl f e Wamn Lo Orcinary Cadit Quartermaster  Oivision B Halo@takeca bt
information,
017 etty Offcer Secon
» R Petty car S0 (ot Doisons  kabevabbm@gm. Codt
Enter a neme and press the add g B0y Chalotta M Able Cacet Division & jdaring@@hatma odet
button. You can then edit the new =
entry to add more informatan e -
P AT pmen  Kmbey 30 u b Training Dffice 1988 @hotmed . Dfficer
First name -
ﬁ "]’_‘:'5 Davis Kewin 2 ‘U Lieutenant Executive Officer joke@blackpesl . Officer
Last name N e
ﬁ "'1] yone. Ssmantha 30 \ Mudshipman samiB9@pmail co . Dfficer
2 200610y ortingz n 19 dmin Offices rick marti rcer
[ 1 b Metoer  Demck 49 Wy Swolitenant  AdmnOfcer Gomckmartne O
— . . Commanding e
Search Ramics  Marko 43 Lisutenznt : captainn@redoct . Dificer
Organisation:
- “ Sestt Mathan k7] u Sub-Lieutenant Supply Offices naterox@gmailc Officer
Mavy Lasgus of Alberta *demo* | w]
) 13
Type: é 1L harg Stephanie 32 Cadet Instructor Instructer josie_shang@gma_ Officer
Al types v
)} el Lo cooper @
i 2 T Cooper Ry ey cocper@gm
Ridds  Tam Sricdle@fake c2
Last Name:

]| ]

Strike Off/Archive a Cadet

1. Find the record of the cadet that is being released and click the green “Edit” button
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HR @ ROLLCALL

Personnel Attendance Dwisions

Personnel 2180607 wendera o

Maniage officer and cadet

etomaton O ownos vws  no —

Add  J—TTETY C x

Enter a name and press the add £4

button. You can then edit the new

antry ta add mors informaton R bt S ’ (7] ]

Frstname T 0w mows e ; 20

!

e B oo w wosk ® oo ! " 20

- P o 0~ , @o
B = et @ et rony Oicer secsn i owons sromgirecs e (D

Search

© Copyright MB 2011-2018. Al rghts reserved

2. Scroll down to the “Admin Use” section
Enter the cadet’s release date in the “Release Date” field

4. Under “Release Reason”, select the reason why the cadet left the corps

e The reasons listed are based on the reasons in the NL206. If you select “Other”

and want to provide more details, use the “Notes” text box
5. Check the box that says “Archived”

e This will ensure that the cadet’s record remains in the database but is not seen in

the Active cadets listing

@ ROLLCALL

Personnel > Edit
Personnel Admin Use

Type: Codot Registration Date:
o
Registration
prbare Release Date
Release Reason: Aged Out Company/Division

Corey Gordon Media rolease? Archived?
Ordinary Codet
e 11 o

© Copyright MB 2011-2019. Al rights raesrved.

6. Click “Save Changes”
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ATTENDANCE

Accessing the Attendance Module

1. Log into RollCall

2. Click on the HR module

Welcome r‘ ROLLCALL

Welcome Profile

Welcome to Modules
Pulse

Pulse Organisation Management
Database - version 3.8.

3. Click on the Attendance module

HR 4

Personnel  Attendance  Renks  Divisions  Admin

Welcome Welcome

Manage officer and cadet information. Manage o g

Add an Activity

In this section, you’ll add any cadet event that you have during the year. This includes your

regular parade nights, extra training nights, camps, and any other activity where you will need to
track cadet attendance.

1. On the left-hand side of the screen, you'll see the “Add Report” section
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@ ROLLCALL

Activity sttendance rogorts. Found 10 reports
—

Add report

Seloct an activity for the new report

and press the add button You can I e 20

then edit to 80 more informaton

Activity: Thu 23rd May 20 ot right oot gt Dn
Choose later or ad 8 1 261h Oct 2018 Holloween Party Haltoween Party

2. Under “Activity”, leave it as the default (“Choose later or add as new”)

3. Under “Title”, put in the name of your event (i.e. Regular Parade Night, Winter Camp,
Fleet Days, etc.)

4. Under “Date”, enter the date of the event

If you would like to add it to your calendar, select the appropriate calendard under the
“Add to calendar” drop-down menu.

HR $

Personnel  Attendence  Renks  Divisions  Admin

Attendance

Activity attendance reports.

Add report

Select an activity for the new report and press the add button. You can
then edit to add more informaton.

':'ct_'v'm Choose later or add as new

T?ﬂs: Regular Parade Night

Date: 2020-01-07

Add to calendar: 3
s None (don't add)

m None (don't add)

Activities
Search Cadet Calendar

Organisation:

Name:

6. Click “Add”

7. The event has now been added to the main report screen

¢ ROLLCALL o s

Personnel  Attendance

Attendance Found 17 reperts

Activity attandance reparts.

Add report

Select an activity for the new repart
and press the add buttan. You can
then edit to add mare infarmaton. A
Activity:

Thu 23rd May 2018

Choose later or add as new ~
Fri 30th Nov 2018 Regular Parsde Night Regulsr Parsds Night

Title:
Fri 23rd Now 2018 Dnvision Inspection Divisicn Ingpection n
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Take Attendance for an Activity

1.

Select the green “Edit” box for the activity that you'd like to take attendance for

i ROLLCALL

v
Attendance Found 10 reports

Activity attendance reports.

Check the “Mandatory” check box if this event will be counted towards any attendance
medals or awards

Scroll down to “Personnel List”

i ROLLCALL

Attendance Personnel List

Reports > Edit

REDBH’ furt . ;

Download POF

= 3 - -

= a - o
- a
‘H . o
= > -

_m_o

Under each cadet, indicate if they were present (P), AWOL (A), excused (E), or stricken
off strength (S).

¢ As you make the appropriate selection, the attendance list automatically saves it.

Attendance Reports

Once your attendance is complete for the event, you can run a report based on the attendance.
On the left-hand side, you'll see four reports you can run. Here’s a breakdown of each one:

PDF Export: This provides you with a PDF document of the attendance for that specific
event/night. Total attendance numbers are at the bottom of the sheet.

PDF Export (month): This provides you with a PDF document of the monthly
attendance for whatever month this event is in. If a cadet joined OR was stricken off
strength mid-way through the month, the attendance will show “N/A” for the dates prior
to their registration date or after their SOS date. This also shows the monthly attendance
percentage for each cadet.
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e PDF Export (blank/all personnel): This provides you with a blank monthly PDF
document to take your monthly attendance. This includes all personnel, including staff
cadets and officer.

e PDF Export (blank/cadets by division): This provides you with a blank monthly PDF
document to take your monthly attendance and is divided up by divisions.

e PDF Export (blank/staff only): This provides you with a blank monthly PDF document
to take the monthly attendance of your corps officers.

e Nominal Roll PDF Export: This provides you with the NL203 (NLCC Nominal Roll) for
that specific night/event.

NEW! Attendance by Cadet

1. Click on Personnel

HR =

Personnel ~ Attendance Ranks  Divisions  Admin

2. Select the record of the cadet that you want an attendance record for, and click the
green “Edit” button

¢ ROLLCALL
B @o
a & @o
B - @o
= 8 oo e wime_ant @0

3. Click on the Attendance/Reports tab

ROLLCALL

# Ranks/Positions | = Mtendance/Reports (4l Photos/Documents

Personnel Details

First name: Joshua Middle name:

Preferred name: Josh Date of Birth (12):
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4. Change the “From” and “To” dates to find the cadet’s personal attendance percentage
for that certain period of time

¢ ROLLCALL

5. You can also update the cadet’s attendance by clicking on the green “Edit” button
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DIVISIONS

RollCall has three default divisions set up. You can edit the names and add new ones as
necessary.

Accessing the Divisions Module

1. Log into RollCall

2. Click on the HR module

Welcome '—“ ROLLCALL

Welcome Profile

Welcome to Modules
Pulse

Pulse Organisation Management
Datahase - version 3.8,

3. Click on the Divisions module

HR 4

Persomnel  Attendance  Ranks  Divisions  Admin

Welcome Welcome

Manage officer and cadet information. Mansege officer and cadet

@
°
| ; f:'i
Personnel Attendance Divisions

1. Click the green “Edit” button to edit the name of a Division

Changing Division Names
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HR

Personnel  Attendance  Divisions

Divisions
Manags crops disions

Add

Enter a name for the new divisions and  vwision A
press the add butten. You can then edit

10 add mare informaton sision B
8 ..

Search

Organisation

L . Division Details
Divisions > Edit vision fletalls

¢ ROLLCALL

Found 3 divisions

Division I o

3. Click “Save Changes”

4. Repeat the above steps to change the names of the other divisions

Adding a New Division

1. On the left-hand side of the screen, enter the name of the new division and click “Add”

Personnel  Attendsnce  Divisions

Divisions

Manage crops divisions.

Add

Enter @ neme for the new divisions and

press the add button. You can then edit
‘to edd more informatan.

¢ ROLLCALL

Found 3 divisions

Divisions
Manage crops divisions.

Add

¢ ROLLCALL

Found 4 divisions

Profile &
Log out @

Enter & name for the new divisions snd I v 1

press the add button. You can then edit
‘to add mare informaton.

Search Divisicn C
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REPORTS

NL104 - Award Application

1. Click the green “Edit” button for the cadet who you want to print off the form for

Personnel  Attendance  Divisions

Personnel Found 25 personnel

Manage officer and cadet
information.

Add

Enter a neme and press the add
button. You can then edit the new

ms08 . i .
b B dossgh 1 M Al Cadet

£ accaigries. co [ EDED
ﬂ '"‘5_‘1' Garza Chistophes 8 ff:“f B Division C  fparza@gmailco.  Codet a u
el ' PR ] - [ - |

R DT DelaCnz  Sharon ] New Entry

First name

Gordon  Corey n Ocdinary Ca

n "'ff" Green Tty ] New Entry Division 8 jody presn@hotm.  Cadet u a u
2018-08- 5 .
Search B0 pees  hems 1 Leading Cadet Quartormaster  DvisionA  denylhaes@h..  Cadat

"'?'e“ Webure  Mindy 1 New Entry Wessenger Diision C  Msimpson@iskec.. Cadet ﬂu

Organisation:
Mavy Lesgue of Alberta *demo* | v/

Tl 2808 gz dmanda 10 %mmsiml Devizion &

FoE Coxswain Diisin 8 Gpotter@gmailc..  Cadet ﬂu I

Al types ]
o Chief Petty Dffice

First Name:
g Erika 10 Ordinery Cadet Yeaman Deasion . msimpsan(@gmeil Cadet u
\ [+ 7]
Last Name: i
W 0
] w Entry 2 tt_p@gmeilco Cadet
) o Prchd  Msges New Entr Diisin 8 matt_p@gmeilco ﬂu

[Email

B Documentation © Copyright MB 20: L Pulse version 38 @

2. On the left-hand side, click on the “Award Application 104” button

Personnel  Attendance  Divisions

Personnel > Edit -

Personnel Personnel Details

First name: Rudy Middie name
@ Last name: Meyers Preferred name
Date of Birth (11): 20070914 Gender: ® Male O Female ) Othes

Rudy Meyers
Chief Perty Officer First

lass

Contact Details
Email: Gpotter@gmail com Home Phane: 780 517 5282
Altemative Phone: 780 651 8844 Address: 18-9818 160 Swmat

3. The PDF document will appear in a new window or open as a PDF
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gy

O Navy League Award Application Form

Nominee Information

Sumame Given Name Middle Name(s) Rank
Meyers Rudy

Street Address City/Town | Province Postcode
218-9618 168 Street Edmonton ‘Alberta T4F 5G3
Phone Email

780-517-5282 Gpotter@gmail.com

Unit/Branch Division Years of Service

Is nominated for: (Check all that apply)

Cadets Awards [ ]SeaCadet [ ]NavyLleague Cadet Officer/Member Awards

[ ] Cadet Award of Commendation [ 1 National President's Award

[ ] Cadet Medal of Excellence [ 1 Life Membership

[ ] Cadet Service Medal From:, To: [ 1 Distinguished Service Award
[ 1 Cadet Perfect Attendance - Career [ 1 Meritorious Service Award

[ ] Cadet Perfect Attendance - Year [ ] Certificate of Service

[ ] Cadet Music Award (complete Annex A) [ ] Long Service Medal

4. Print off the document and fill out any necessary fields

NL201 -

Personnel Transaction

1. Click the green “Edit” button for the officer who you want to print off the form for

@ ROLLCALL

Personnel  Attendance  Divisions

button. You can then edit the new
entry to add more informaton.

First name

Last name

Patty Officer First

Simmans Messanger Divison A~ carrie simmans@

Mensee officer and cadet ‘ Smon Nelie DisonB  Shown@fkeca
information.

Wasren Lora 10 Ordinary Cacet Quartermaster Division B Helo@fake ca
Enter a name and press the add U708 e Cain 0 @y SR hionop0  DiisenB e webbe@pn

Acting Sub

“" Bowman  Kimberly 30 Traing Offices

Do 2 \, Jestenant Expcutive Officer jake@blackpearl
amarths 30 N Midshgmar Opscaior samiBs@gmai

Oftices

Officer

() =
Search Vatnez  Darck 49 N Surlesterant  Admin Offce deenck martne . Offices
e — Commanding

Ramus  Marko 0 Ny testenant _, " captami( Ofticer
Novy League of Aterts *demo*_[V] Oficer

the left-hand side, click on the “Personnel Transaction 201” button

Pe
Pe

Attendance  Divisions

rsonnel > Edit D o ) CREEs

rsonnel Personnel Details

Fust name: Derick Middle name. Joel

- Last name. Martinez Prefered name:
Date of Birth (48 1970-07-01 Gender ® Male  Female ) Other

Derrick Martinez
Sub-Lieutenant
Age: 43

Contact Details

Wie et e b Email: derrick martinez @gov.ab.ca Home Phone: 780 825 5568

952 Shawnessy Avenue

[T —— Altemative Phone: 780 954 2680 Address:

3. The PDF document will appear in a new window or open as a PDF
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THE NAVY LEAGUE OF CANADA
OFFICER PERSONNEL TRANSACTION

Personal Information

Sumame Given Name Middle Name(s)

Martinez Derrick

Street Address City / Town Province Postal Code
952 Shawnessy Avenue Edmonton Alperta |T6B 9C9
Home Phone Work Phone Cellular

780-925-5569 780-954-2669

Corps Information

Corps Number Corps Name Division

Requested Rank Paosition Requested Effective Date

Declaration

(To be completed upon enroliment, appointment, promotion or transfer)

| hereby agree to:

w

. Serve loyally and to the best of my ability;

2. Abide by the Regulations and Policies of The Navy League of Canada;

. Obey all Orders and Direction issued in respect of Navy League Cadets on behalf of The Navy League of Canada
and my superior Navy League Officers;

4. Print off the document and fill out any necessary fields

NL202 - Membership Application

1. Click the green “Edit” button for the cadet who you want to print off the form for

G |

Personned Attendance Omsions
~ Al
Personnel Found 25 personnel
Managa officer and cadet
information.
Enter aname and press the add " wom e 11 R e oot oo armpres coot [ [EJED
button. You can then edit the new
entry to add more informatan e — g Wow Entry Dvision B christing delac n
First name
ty Oficer Secand

Garza Chustopher 8 ooty e secand Dwision € fyerra@gmailco . Cadat n
Lo Consy n Orclinary Cadet Dwsion A goofy( u n
[ | Toby 8 New Entry (R e « = | |
Search Hawes  Teatts 2 g Laacing Cadst Quartermaster  Drsion A darylhaynes@h. Code u an
et VcBuira My 10 Now Entry rp— Dwision G Meimpson@takec.. Codat n

Mavy League of Alberta *demo* [
Trpe: Vendozs  Amandy 10 % Lending Codet Dwision & thepg@fake ca b
Al type: 02 [

Veyms  Rudy et Petty S g Dwisin8  Gpotter@gmalc,  Codet uu

e Fist Class
2501 Ao |

2. On the left-hand side, click on the “Membership Application 202" button

HR

Personnel

Attendance  Divisions

Personnel > Edit
Personnel

Rudy Meyers
Chief Petty Officer First

lass

:
Personnel Details

First name: Rudy Middie name:

Last name Meyers Preferred name

Date of Birth (11):  2007-05-14 Gender: ®Male O Female O Other

Contact Details

Email Gpot gmail com Home Phane: 780 | 517 | 5282

Altemative Phone: 780 Bl 6844 Address:
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3. The PDF document will appear in a new window or open as a PDF

\ Jhﬂd.‘
@} APPLICATION FOR MEMBERSHIP AS A
= NAVY LEAGUE CADET

Section 1 - Personal Infermation

Sumame Given Name Middle Name(s) Gender
Meyers Rudy |Male
Street Address City/Town Postal Code/Province Phone Number
218-9618 168 Street Edmonton Alberta T4F 5G3 |780-517-5282
Date of Birth (DD/MMM/YYYY) Place of Birth and Country

2007-09-14

Provincial Health Care Number Doctor Name Doctor Phone Number
Name of School Grade Swimming Ability
Name of Primary Parent or Guardian Relationship to Cadet Email

Street Address (if different from above) Town/City Postcode Home Phone Cell Phone

4. Print off the document and fill out any necessary fields

NL203 - Nominal Roll

1. Select the Attendance tab

HR

Personnel Attendance Divisions

Personnel

2. Select the event that you need the document for

¢ ROLLCALL

Attendance Found 17 reports

Activity attendance reports.

Add report

Select an activity for the new report Fii §th dug 2013 Test event ﬂ n
and press the add button. You can
then edit to add more informatan jun 16 repart reg perade n
Activity:

g Cadet night n

(1.1
Title: n
et H Full Shi's Practice Full St's Practice
e

3. On the left-hand side of the screen, select “Nominal Roll PDF Export”

¢ ROLLCALL

Personnel Attendance  Divisions.

Report Details

Attendance
Reports > Edit Activity 2010-Aug-11: Division Inspection || Date 20181123
Report Ti Division Inspection
P—
Dawnload PDF
Description:
v
=)

Profile &
Log out @

4. The PDF document will appear. Print as necessary.
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&

NLCC Nominal Role

&

Part 1 - Corps Information
Corps Number Corps Name Activity OPI Date
NLAB Navy League of Alberta *demo* Division Inspection 2018-11-23
Part 2 - Corps Complement

Offcers Caset mstuctors St Total Cadets

Maie Female Male Female Mais Femais Vaie Female
Present 4 2 0 0 4 2 8 9
Absent 0 0 0 0 0 0 0 0
Total 4 2 0 0 4 2 8 9
Part 3 - Corps Staff

Last Name First Name Rank Warrant # Position Gender Phone Status

1 BOWMAN Kimberly ASLT Female 780-628-4169 P
2 DAvIS Kevin LT Male - P
3 LYONS Samantha MID Female 780-273-6388 P

NL205 - Medical Questionnaire

1. Click the green “Edit” button for the cadet who you want to print off the form for

HR

Personnel  Attendance  Divisions

¢9 ROLLCALL

Personnel  Attendance  Divisions

Personnel > Edit
Personnel

Rudy Meyers
Chisf Petty Dfficer First

Class

= e ==

Personnel Details

First name: Rudy

Last name: Meyers

Dateof Birth (11):  2007-05-14

Contact Details

Email:

Altemative Phone: 78

Middle name:.

Preferred name:

Gender:

Home Phone:

Address

780

517

Female (' Other

5282

218-8618 168 Strest

-
Personnel Found 25 personnel
Manage officer and cadet
information.
Add
Fl sos - .
Enter @ neme and press the add 4 W moun oseph Able Cadst Diisicn 8 cucktail@fakac.,  Code
button. You can then edit the new
First name B - e
Fia MEL s Chistophes 8 ff;‘f:""e’s“” Division . fparza@gmailco..  Cad au
el = B o PR ] - [ - |
I MeU- .
n ) Green Toby -] New Entry Diisicn 8 jody green@hotm...  Cad
Search . I T T ey [ [«
J— F . ;3‘ McBuire  Mindy 10 New Entry Messenger Division ©  Msimpsong@fske c au
Mavy League of Alberta *demo* [/ -
Abtypaa hd - Chief Petty Office
e 9 Wepmrs  Rudy 1 e Casswain DiisicnB  Gpottar@gmailc..  Cad a8
U mhilgs  Enks 10 Yeaman Dwisien ¢ maimpean@gmail . Cad ]| x]
Last Name:
" Pritcherd  Magrus 9 New Entry Divisicn B matt_p(@gmeil.co au
- v
Email . _

3. The PDF document will appear in a new window or open as a PDF
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THE NAVY LEAGUE OF CANADA
CADET MEDICAL QUESTIONNAIRE

Section 1 - Cadet Personal Information

Rank Surname Given Name Middle Name(s)

CPO1 Meyers Rudy

Street Address City / Town Postal Code
218-9618 168 Street Edmonton T4F 5G3
Gender Date of Birth Home Phone Corps Location
Male 2007-08-14 780-517-5282

Section 2 - Cadet Medical Information

Name of Family Doctor Phone

Provincial Hospitalization/Insurance num | Medical Insurance Group Number Policy Number Dependant Number

Latest Tetanus Injection Can the cadet Swim? Please provide swimming level if applicable

Section 3 - Parent/Guardian Information

1. Parent/Guardian 1. Relationship to Cadet

Greg Meyers Parent

1. Home Phone 1. Cell Phone 1. Work Phone 1. Ext
780-517-5282 780-651-6844

1. Street Address 1. City / Town 1. Postal Code
218-9618 168 Street Edmonton T4F 5G3
2. Parent/Guardian 2. Relationship to Cadet

4. Print off the document and fill out any necessary fields
NEW! NL206 - Inspection Report
1. Select the Admin tab

HR =

Personnel  Attendance  Renks  Divisions = Admin

2. Click on the “Inspection Report 206” button

HR =

Personnel  Attendence  Ranks  Divisions  Admin

Administration

==l

3. The PDF document will appear. Print as necessatry.
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