Chaplain Corps Reporting Instructions for Chaplains (HCs)

Log in to eServices to access the online Chaplain Corps Reporting system.
Botrre iy e . B S S

S =D e Capahg e AP

e fde View Favertes Took belp

2 Geosi

x @Comen + [ Sclect

ADP el abeehtanager [0 eSeriees - Log On ig) Paperut [ Cil i Patrel - Wekcorme . [ Cioil is Patoet - Crd 2 P M Geogle 9 sk com - Beeaking ne_. [] Supgested Saes = @ Upgrinde Your Beowser = 2| Cusstormase Links 2| Frew Hotenad

IO ol e Pt eSerices Siga b &-8- m = Pages Salay= Tech= -

@ Civil Air Patrol eServices Sign In

Welcome to Civil Air Patrol eServices. The site you are accessing requires a username
and password. Please enter them below and click 'Sign In' to proceed. After signing in,
you will be returned to the eServices home page.

CAPID or User Name

Password

Sign In

i) Need Help Logging On?

First time eServices users click here to activate your account!
Forgot password? Click here for password assistance.

.\, Looking For Something Else?

General CAP ir ion is ilable at www.gocivilairpatrol.com.
Visit www.capmembers.com for detailed member information.

Privacy | Legal | Help Desk
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Once you have successfully logged in to eServices, select Chaplain Corps Reporting. Note: It may be
listed on the left side of your screen under CAP Utilities. If you still do not see Chaplain Corps Reporting,
please review your information in eServices pertaining to your current duty positon as HC. Permission
for the online reporting system is granted based on your current duty positon as HC. Therefore, you
must have a current duty position as HC to access the online reporting system. If you discover your
current duty position as HC is not reflected, a complete CAPF 2A must be submitted requesting the
addition of the duty position. Once the form is complete and reflects necessary signatures, it can be
submitted electronically to Lmmeforms@capnhg.gov.
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CAP Utilities | edit Restricted | edit |

Change My Password
~ My Favorites Review/Edit My Info
Renew My Membershi
e L. Hembership Ca CAP Personnel Information

Membership Card Payment
ACE Completion

ACSC Enrollment

AE Downloads and
Resources Click here to ask the National Commander a guestion

AFIADL

AWC Enroliment

Aircraft Ground Handling
Training

CAP Best Practices

CAP Emblems/Seals
CAP Employment

CAP Knowledgebase | National Cadet Count: 26291 (as of 31 Dec 2011)
CAP Magazine Admin National Senior Count: 34459 (as of 31 Dec 2011)
CAP Materials
Agenda/Meeting Minutes
CAP On-line Courses & All PAOs now eligible for PAO of the Year award 10 Jan 2012
Exams AE Newsletter for Winter 2012 10 Jan 2012

Chaplain Corps Reporting

Member Admin/Member Info
Member Search (Restricted)
Operations Qualifications

Ask the National Commander

NHQ-996 Stats

Cadets in your Unit:
Seniors in your Unit: 466
Cadets in your Wing: 89
Seniors in your Wing: 3019
All Members in your Unit: 466
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To begin entry of your activity data, select Form 34 — HC which is listed on the left side of the screen
under Modules.
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Online Chaplain Corps Reporting eServices | Sign Out | Tracy L. Harris
Home

Chaplain Corps Reporting

Modules

Form 34 - HC Chaplain Corps Reporting allows the entry and submission various reporting data pretaining to the CAP Chaplain roles. For
Form 34 - CDI additional assistance, please view the "Documentation” section located on the left menu.

Documentation Submit Your Feedback

Instructions . . . -
Please feel free to submit any comments, suggestions, issues that you may have concerning
X . Chaplain Corps Reporting We value all feedback. Thank you for your help towards
Denotes Required Fields improving this module and CAP eServices!
| Submit Feedback |
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Select your name, unit, and the reporting period from the drop-down menus at the bottom of your
screen. Note: The system automatically defaults to the current reporting period. Reports are locked
(preventing further edits) 30 days after the reporting period ends.
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Chaplain Corps Reporting

Home > Modules > Form 34 - HC

Select from the menu below to:

—View any CAP Form 34 data submitted by Member and Unit
--To submit CAP Form 34 data within selected

Documentation
Instructions

*Denotes Required Fields

- | Current: 30 Jun 2012 |- |
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Select your name, unit, and the reporting period from the drop-down menus at the bottom of your
screen. Note: The system automatically defaults to the current reporting period. Reports are locked
(preventing further edits) 30 days after the reporting period ends.
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Home > Modules > Form 34 - HC

Select from the menu below to:

—View any CAP Form 34 data submitted by Member and Unit
--To submit CAP Form 34 data within selected

Documentation

*Denotes Required Fields
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Home > Modules > Form 34 - HC

Select from the menu below to:

—View any CAP Form 34 data submitted by Member and Unit
--To submit CAP Form 34 data within selected

Documentation

*Denotes Required Fields
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|- Current: 30 Jun 2012 |-

“ Past: 30 Jun 2011 f
Past: 31 Dec 2011
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To generate your report(s), select Reports on the left side of your screen. Depending on your
permissions, you may not see all of the following report options shown below.
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Online Chaplain Corps Reporting
Home
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Chaplain Corps Reporting

Chaplain Corps Reporting allows the entry and submission various reporting data pretaining to the CAP Chaplain roles. For
additional assistance, please view the "Documentation” section located on the left menu.

Documentation Submit Your Feedback
Instructions

Please feel free to submit any comments, suggestions, issues that you may have concerning
. Chaplain Corps Reporting We value all feedback. Thank you for your help towards
*Denotes Required Fields

improving this module and CAP eServices!

| Submit Feedback |
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Select the report you wish to generate. Since permissions are granted based on your duty position, your
report options may differ from those shown below.

8 Coot i Patro - ks - Windioms

€ 1O —— ENEER e
Fie Edd View Favonbes  Tech  Help

% Comen = [ Select

i Pavorites | g i AD® eclaborManager 3 efervices - Log On g PaperOut I3 il Adr Patred - Welcome... T3 il Air Patrol - Ciil AirP. #] Google #a mankc.com - Dresking re. [ Suggested Stes = @2 Upgeade Your Browser = 2| Custornice Links @ Free Hctmasl
3 Covt e Patred - Repeets

e B o= L0 e v Pagew Saerye Teehw @

eservices | Sign Out | Troey L. Harris
Home > Reports > Reports

Chaplain Corps Reporting Report:
*Report N
--Select-- =
CAPF 34 |
|CAPF 34 Submissions
|CAPF 34 Wing Metrics

Documentation

*Denotes Required Fields
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Select the type of report you wish to generate. Since permissions are granted based on your duty
position, your report options may differ from those shown below.
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Home > Reports > Reports
Chaplain Corps Reporting Report:

*Report B
CAPF 34 [=
Report Type

Form 34-HC | =

|Form 34-CDI | -
--Select-- =

Documentation
Instructions

Select Report Format
* PDF © Word
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Select your name from the drop-down menu.
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Home > Reports > Reports
Chaplain Corps Reporting Report:

*Report B
CAPF 34 =

Report Type

Form 34-HC | =

*Member )
4

Select Report Format
* PDF © Word
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Select the report format (PDF or Word) and click submit.
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Chaplain Corps Reporting Report:
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CAPF 34 =

Report Type
Form 34-HC | =

*Member )
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Documentation

Select Report Format
* PDF © Word
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Select the report, report type, reporting period, wing, and report format. Once these items are
specified, click submit to generate any additional reports. Note: Depending on your permissions, you
may not see all of the report options below. Reports are locked (preventing further edits) 30 days after
the reporting period ends.
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Home > Reports > Reports
Chaplain Corps Reporting Report:

*Report B
CAPF 34 Submissions | =
Report Type

Form 34-HC | =

Form 34-HC
Form34-cDI od
Current: 30 Jun 2012 =

Documentation *Wing
Instructions —Select— -

Modules

Form 34 - CDI

*Denates Required Fields Select Report Format
* PDF - Word
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Select the report, report type, reporting period, wing, and report format. Once these items are
specified, click submit to generate any additional reports. Note: Depending on your permissions, you
may not see all of the report options below. Reports are locked (preventing further edits) 30 days after
the reporting period ends.
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Home > Reports > Reports
Chaplain Corps Reporting Report

*Report B
CAPF 34 Submissions | =

Report Type
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Past: 30 Jun 2011
Fast 31 Dec 2011
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Instructions
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Home > Reports > Reports
Chaplain Corps Reporting Report

*Report B
CAPF 34 Submissions | =
Report Type
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Documentation *Wing
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Select the report, report type, reporting period, wing, and report format. Once these items are
specified, click submit to generate any additional reports. Note: Depending on your permissions, you
may not see all of the report options below. Reports are locked (preventing further edits) 30 days after
the reporting period ends.
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To view general instructions contained within the online reporting system, select the Instructions link
under Documentation on the left side of your screen.
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Instructions
About Home > Documentation > Instructions

Chaplain Corps Reporting Instructions
Modules b

Form 34 - HC --Select a tab to view a page's details.
Fi 34 - CDI
] Program Notes

Program Notes

Documentation

+ All reporting fields are cumulative totals of data collected during the duration of the selected reporting period.

Member's Participation, Additional Expenses, and CAP Activities submissions are all optional.

"In Progress"” Reporting Status: Indicates reporting data has been recorded and will be open for madification until the close of the
*Denotes Required Fields reporting period.

"Mot In Progress” Reporting Status: Indicates reporting data has not been recorded for the selected member and selected unit.
All "In Progress" reports will be officially submitted at the close of the report's reporting period. Until then, the report will show as
"In Progress”.

Permissions: Users are limited by the scope of their Chaplain and/or Character Development Instructors duty position(s). Example,
wing Chaplain will have access to all Chaplain members in units within that wing.

In the "Report Unit" drop down list, highlighted units indicate that the selected member has submitted a report within the unit.
Reports may be modified up to 30 days after the close of a reporting period.

Add or subtract(-) numeric values to this information to reach your desired value.

Email, Phone, and Address data used on the report are obtained from eServices' "View/Change My Information” medule. To make
any changes to these fields, this data must be changed within the "View/Change My Information” module.

Form 34 HC & Form 34 CDI .
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Instructions

We appreciate your feedback. If you wish to submit your comments or suggestions, please do so
utilizing the feedback box.
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Online Chaplain Corps Reporting
Home

Chaplain Corps Reporting

Modules

Form 34 - HC Chaplain Corps Reporting allows the entry and submission various reporting data pretaining to the CAP Chaplain roles. For
Form 34 - CDI additional assistance, please view the "Documentation” section located on the left menu.

Documentation Submit Your Feedback .

Instructions

Please feel free to submit any comments, suggestions, issues that you may have concerning
X . ) Chaplain Corps Reporting We value all feedback. Thank you for your help towards
Denotes Required Fields improving this module and CAP eServices!
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