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Emergency Services SQTR Task Completion Data Entry
Following ES training during which you have accomplished one or more tasks required to complete a Specialty Rating, you are responsible for entering 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.cap.gov and click on "Members" in the red bar across 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/National Reports link. This will display the Operations Qualification page.

3. In the blue bar across the top of the Operations Qualifications Page, click on the underlined Emergency Services link. This will display the Ops Quals - Emergency Services Page.

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

SQTR Task Entry:
1. After completing any training, you need to enter your ES Task completion in eServices. Let's see how to do that.

2. After completing the first 4 steps above, you should be at the Ops Quals - Emergency Services Page. That's the one with the four tabs below and to the left of your name.
3. Click on the tab labeled SQTR Entry. After a few seconds the page will refresh, then select the appropriate ES Specialty in the *Achievement box. A list of all the tasks associated with the particular specialty rating will appear. 

4. If you have a lot of tasks to enter and those tasks were trained by the same person and on the same day, there is an easy way to enter the data with a minimum of keystrokes.

5. Using the SQTR Worksheet where your task completion was recorded, find the CAPID of the trainer and enter that CAPID in the box labeled Trainer CAPID above and to the left of the task list. Next, press the TAB key on your keyboard. This will search the database for the CAPID that you entered and the trainer's name should appear.
6. Then, enter the Date of Completion of the tasks that you need to enter in the appropriate box above the task list. You can also enter the Mission Number if you have one on your SQTR.

7. Next, go to the task list and click next to each task that you want to enter in the column labeled Check To Save.  As you check boxes, you will notice that the date and Trainer CAPID will automatically appear in the appropriate boxes next to each task. Continue to do this for all tasks done on the same date by the same trainer. You can change dates and trainers above the task list to enter more tasks on different dates or different trainers.

8. If you need to enter only one or two tasks, it may be easier to click the Check To Save box by the specific task(s), type in the date next to the specific task(s) and manually enter the trainer CAPID. 

9. No matter which method you use, when everything is entered from your SQTR, press the Submit button at the bottom of the page. A few seconds later a pop-up box will appear stating that your tasks have been entered.  You're done! Don't forget to save your SQTR Worksheets.
10. As you complete more training, you can return to the SQTR Entry system for the particular specialty rating and add more completed tasks.

