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Emergency Services SQTR Task Completion Data Entry
Following ES training during which you have completed one or more tasks required for a particular Specialty Rating, you are responsible for entering task completion data into CAP eServices.  You will normally be using a previously obtained SQTR Worksheet on which your trainer records completion of specific tasks. Use the steps below to record tasks in eServices.  
1. Open your internet web browser, go to the CAP National Web Site - www.gocivilairpatrol.com and click on "Members" link near the top of the page. In the left column, click on "eServices". The login page will appear. I would suggest book-marking this page so that you can return to it easily in the future. Follow instructions for login to eServices.

2. Once logged in to eServices look in the left column and click on the underlined My Operations Qualifications link. This will display the Operations Qualification page.

3. You can access quite a few useful ES related items on this page. You can enter ES Training Tasks, print an SQTR Worksheet, and print your own CAPF 101 Card.

SQTR Training Task Entry:
1. After completing the 3 steps above, you should be at the Ops Quals - Emergency Services Page. The left column of this page contains a list of dark blue tabs with various links under each tab. Locate the dark blue Emergency Services tab and click on the Entry/View Worksheet link just below SQTR Entry. This will load a new page. Answer "Yes" to any Security Information pop-up questions that appear.

2. On this page, you will need to select the particular ES Achievement or specialty for which you wish to enter data in the *Achievement box. (Note: FEMA Courses, IS-100, IS-200, etc., completions are entered here, as well. Each has its own SQTR with the course being a single task.) 

3. After you select an Achievement, a new page will appear and will contain a list of all required tasks for that achievement. 
4. Using the paper copy of SQTR Worksheet where your task completion was recorded, enter the Completion Date, Evaluator CAPID, and Mission Number (if applicable) for each task that you need to enter. Do not click "Submit" yet.

5. In the left column, click the small "check box" in the Save column next to each task that you have entered.
6. During this process, you can enter as many tasks as you have completed. It is not necessary to enter all tasks at one time. As you complete more training, you can return to the SQTR Entry system for the particular specialty rating and add more completed tasks.  
7. When Completion Date, Evaluator CAPID, and Mission Number (if applicable) AND the "check box" in the Save column are entered for each task, click the Submit button at the top or bottom of the page. Before submitting task data, read the Important Note at the end of this document. Don't forget to save the paper copy of your SQTR Worksheet for your own records.
Important Note: Enter only those tasks completions for which you have supporting documentation in the form of SQTR Worksheets signed by a qualified CAP Evaluator. The unit commander and/or emergency services officer are required to confirm proper documentation before final approval of task completions.
