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Obtaining ES SQTR Worksheets
A SQTR is required to document completion of specific tasks during Emergency Services training. You will usually be required to supply your own SQTR worksheet along with a valid CAP 101 Card when you participate in an exercise or mission during which you receive training toward a rating. Following training, each member is responsible for entering their own ES training Task Completion into eServices. SQTR date entry and obtaining a CAPF 101 Card are discussed in other documents. 
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.

Printing an SQTR Worksheet:

1. Let's obtain a SQTR Worksheet. After following steps 1 through 4 above, look below and to left of your name for four tabs. The right most tab is labeled SQTR Worksheet.  Click on this tab. This will display the SQTR Worksheet Page.
2. Now, just below the four tabs discussed above, you will see a "pull down box" labeled *Achievement with a "▼" arrow at the right side. Click on the arrow and select the Specialty Rating that you want an SQTR worksheet for.  Wait a few seconds and the Worksheet should appear.
3. Check to be certain that you have selected the correct worksheet and then click on the blue underlined Click Here to Obtain Your SQTR Worksheet link. This will display a printable version of the Worksheet in a new window.
4. Click on the blue underlined Click Here to Print link within the new window and you will print out the selected SQTR Worksheet.

5. When examining your SQTR Worksheet, you will note that tasks that have been previously signed off and entered into eServices will show dates of task completion. These tasks may or may not show the CAPID of the person that conducted the training and may or may not show a mission number. The date is the important item.  You may notice that some tasks are common to several Specialty Ratings. When you complete such a task and that task is entered into the eServices system, that task will appear as complete in every Specialty Rating SQTR for which it is a requirement.
6. During a training exercise, your instructor will pencil in the date, CAPID number, and initial the SQTR Worksheet next to each task that is completed. It is then your responsibility to see that the task completion data is entered into eServices. If it is not entered - it never happened!!!
7. Always, always, always retain the original SQTR worksheet. This is your record of training that you will need to reconstruct your records if the CAP Computer System crashes and cannot be restored. Make a copy of each SQTR and give it to your squadron Admin Officer for inclusion in your personnel file.

