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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 the main page, which
has 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

e Age

¢ Rank

e Position

e Division

e Emalil

e 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
information
Add
Pl osos . . .
Enter a name and press the add | £ % Boun osegh 1 Able Cadst Division B duckal@fokac.  Codet @
buttan. You can then edit the new -
B n P eatue St 8 New Entry Owision 8 chistnadelo, Coset (o [ x|
Message from webpage *
FRn 7, ECEa
Garzs sl [
. | Mo primary contact ho emergency contact
i = [ ] |
I msu
u 7) sen Divi . adet @
M08
Search B 20 e nee n @ ewitss e o [+ f [ +]
o B otre iy 10 New Entry Messenger  DwisionC  Msimpsan@fokec  Codet ([ x|
Navy Leagus of Albarta *demo*  [v! ’
M08
e Bl 2 v s [ I oo e ([ @0
All types > 2808 Chiet Petty 0
First Name: 9 gg M= R & First Class S 2 ’ [ ] )
ams-
ﬂ T s Ek 10 Ordinary Cadat Yeoman owisint  mampsengrat coier ([ ([EJ(E)
Last Name: f—
'ﬁ‘l M'Eﬂ'“ Pritchard  Magnus 8 MNew Entry Division B mett_p@gmailco . Cadet Eu
v EA : v
Email: - -
W Documentation © Copyright MB 2011-2019. Al rights reserved. Pulse version 18 @

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:

o Type (Cadet, Officer, or Staff Cadet)
o First Name
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Last Name
Email

¢ ROLLCALL

Personnel  Artendance  Divisions
A
Found 25 personnel
Last name
S Y busms ackapuee. co () EJIE)
Dels Gz Sharen 3 Hew Entry Division 8 christina delac an
f Alberta *demo*  [w|
Patty Offces S §
Garzs Crristopher @ % CI‘_‘;sU'“’ et DivisionC  fgsrza@gmeilco.  Cadst an
All types ~|
Som o 1 o busns gonomers o () EIED
" Green Toby ] Neaw Entry Division B jody gresn@hotm...  Cad nan
S T W SV ] = | ~ |
" McGurs  Mindy 10 New Entry Massangar Division G~ Wsimpson@fake.c.. Cadat an
v drwss 0 (@Y Loy (RS ] - | - |
Cheef Petty Officer an
yors udy axswai jwision B Gpetter@gm Codet
Waye Aud 1 ot Ca Diision B Gpottei@gmalc
v|

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 provide you with an excel spreadsheet of a variety of different information;
including:

e Personnel contact information
e Emergency contact information
¢ Medical information

Kara Henry
Fle  Home lnsert Page Lay Formua
= & " 1" === ¥ t

pos [

8 || BT -G $-%9 Tt
Cipboard Algnment Mumbe Stles . tating
a1 - %

A 5 < o 3 P s H | 3 K L M

1 [PULSE PERSONNEL EXPORT (as of 2015-08-20)
2 LastName First Name 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 628 Umbrella Avenue  Edmonton Alberta T5F35L Canada either
4 Brown Joseph 4/8/2008 Male  ducktail@fake.ca
5 Davis Kevin 6/9/1977 Male  jake@blackpearl.ca 780-678-9876 Black Pearl PortRoyal alberta canada phone
6 DelaCruz Sharon 7/1/2010 Female christina.delacruz@gmail.com 780-873-8372 780-938-3773 9842 119 Avenue Edmonton Alberta TSN3J8 Canada email
7 Garza Christopher  8/12/2010 Male m 5. 123 Edmonton Alberta T6M2G6 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@hotmail.com 587-987-3546 587-976-5744 112-4593 119 Avenue Edmonton Alberta TSD6VE Canada email
10 Haynes Yvette 2/19/2007 Female darryl. com 9¢ 48 3 Rhatigan Road Edmonton Alberta T6H3DS Canada phone
11 /Lyons Samantha 2/24/1989 Female samig9@gmail.com 780-273-6388 587-638-6389 11918 25 Avenue Edmonton Alberta T6VS2K Canada either
12 Martinez Derrick 7/1/1970 Male  derrick.martinez@gov.ab.ca  780-925-5569 780-954-2669 952 Shawnessy Avenue Edmonton Alberta T6B9CS Canada either
13 McGuire Mindy 4/6/2009 Female 3 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 12t2t2  canada either
15 Meyers Rudy 9/14/2007 Male  Gpotter@gmail.com 780-517-5282 780-651-6844 218-9618 168 Street Edmonton Alberta T4F5G3 Canada either
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PERSONNEL

Accessing the HR Module

1. Log into RollCall

2. Click on the HR module

Welcome f‘: ROLLCALL

Welcome Profile

Welcome to Modules
Pulse

Pulse Organisation Management
Database - version 3.8.

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 persommel

Manage officer and cadet

Information.

Add 180815 B e e @

S ey v e

button. You can then edit the new &

entry to add more informaton ) 09 Dela Cry haron New Entry Drision8  chrigtina de " mu

First name ) Y OvisonC  fuzaQpre =0
0 . Now sty Dwision® e geen@hot a0

(RO, B moois voie e NowEstry Ussony PRRPRT R - | |

© Copyright MB 2011-2019. All rghts reserved.

2. Arecord is now created for the cadet and will appear on the screen in alphabetical order
by last name.

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

Personnel  Attendance

Divisions

'y 20;
Personnel )
Manage officer and cadet o
information, Q
£
Add
Enter 8 name and press the add ﬂ 201 U t 0 e
button. You can then edit the new —
entry to add more informaton.
First name
Last name (‘
12 @
[ a 2160908 Sim @ cwreno ; i B0
Search Al = e : : 20
Organisation:

© Copyright M 2011-2019. Al rights reserved.

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 g &

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

8. Select either male or female under the cadet’s gender. Do not use “Other”.

HR ¢ ROLLCALL

Personnel  Attendance  Divisions

Personnel > Edit oo ) ) CLiie)

Personnel Personnel Details
First name: Magus Middle name Marsha
Last name tohard Preferred name:
n
Date of Birth (0): 2010-06-22 Gender: ® Male  Female ) Other

Magnus Pritchard
hge 0

o -

Contact Details

Alternative Phone: Address:

B Oucumentation © Copyright M8 2011-2019. Al ights resarved. Pulse version 38 @

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
Vantolin Inhaler 2x twice a

© Copyright M8 2011-2010. AN rights reserved,

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 Type ot Registration Date: | 2019 08 10
Registration
"J’m:" . Reloas:
Release Reason /A Company/Division

n
Media release? Archived?
Magnus Pritchard n e
Age 0
[t s s
bl st 22

W Documentation @ Copyright MB 2011:2010. AN rights reserved.

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

@y ROLLCALL

Personnel > Edit

Personnel
Fitst name: Mg Widdle nome:
Last namer tohord Proforrod name
n
Date of Birth (9). 010-06-22 Gander ® Malo ) Female ) Othor

n Magnus Pritchard u
Age:9

Contact Details

© Copyright WA 2011-2010., Al rights reservad.
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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 and click “Add Contact”

Personnel > Edit
Personnel

n

n Magnus Pritchard n
Age:9

@ ROLLCALL
 aovae ] cmacs | it | @ovseonmrs
Contacts

Add a contact

First Name Matthew Last Name

WA 2011- 2010, Al rights raservad

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

¢ ROLLCALL

Personnel > Edit
Personnel

i

n Magnus Pritchard n
Age 8

HR

Porsonnel  Attondance  Divisions

Edit Personnel >
Edit Contact

(| S| | |

Contacts

Matthew Pritchord

Add a contact

First Name Last Name

© Copyrght MB 2011-2019. Al ight:

Contact Details

First name: Matthew Lust nome
Email matt_p@gmail.com Home Phone:
Aiternative Phone: 780 B5. 5671 Address
City: dmantar Pravince:
Postcade TEG 213 Country.
Admin Use

Satting as primary/smerponcy will overwits the cadet's contact information block

Type Primary

© Copyright WA 2011-2010. Al rights resarvad

n the primary/emergency contact

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

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

e 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

Understanding RollCall: A User’s Guide
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¢ ROLLCALL

Postoode T66 203 Country.

Edit Personnel >
Edit Contact Admin Use

Satting s primary/smergoncy will overwits the cadet's contact information block with the

Type wrent Primary:

Emergency

Nates

WO 20112010 AN right

27. Click “Save Changes”

28. Click on Edit Personnel to go back to the contact screen
additional contacts.

29. Click on “Ranks/Positions”

HR @ ROLLCALL

Persomnel  Attendance  Divisions

Personnel > Edit
Personnel Rank Assignments

Add rank assignment
Organisal tian ange Role. Nang

n n

n Magnus Pritchard u
hee 9 Position Assignments

Add position assignment

.

Merbrship Application 202

© Copyright MA 20112019, Al ight

contact

. Repeat the above steps for any

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 i ROLLCALL

Personnel  Attendonce  Divisions

Personnel > Edit
Personnel Rank Assignments

Add rank assignment

Urganisation: 2018 - Navy League af Alberta *dom Kole Hew Entr

n

Magnus Pritchard
e Position Assignments

Add position assignment

s gpication 104 Drganisation hoose Positon Hane

© Copyright MB 2011-2018. Al fights ressrvad

31. Click on “Photo/Documents”
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HR ¢ ROLLCALL

Personnel Attendance Orvisions
|
. . Contacts | = Ranks/Positions B8 Photos/Documents
Personnel > Edit =S I
Personnel Photos
JPG, PNG or ZIP file
K Browse [ o |
- P Orag and drop ta reorder photos.

Magnus Pritchard
gl Documents
Age 8

Add a document

wiard Application 104
Name File Browse
S|

MB 2011-2019. Al rig

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

press “Upload”.

@ ROLLCALL

Personnel > Edit ) Cn CTRVes) CTEREED

Personnel Photos
.Wﬁ"& JPG, PNG or ZIP file ﬁ Feoue; m
L

5
l l Drag and drop to reordar photos
B O
n Magnus Pritchard u - Qi
Now Entry
Age: 9 LY

= [

© Copyright M 2011-2018. AM rights resrves

33. Click on Personnel

@ ROLLCALL

TR 2o L oo | smscroion | amtsnecmens

Personnel > Edit
Personne Photos

P;a JPG, PNG or ZIP file e S =

[

“ l Drag an drop 1o rearder photos

=0 0

n Magnus Pritchard u 7

New Entry

Hee8 | N4
S\

£

© Copyright MB 2011-2019, Al rights resenve

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

Personnel  Attendance  Divisions

Personnel £4 g
Manage officer and cadet 20100118 Phillips Erks Orcirary Cadet Yooman Dretsicn msumpsco@gmol %
information,

Add

Enter  name and press the add . : 8 :
o Vi o Vo 3 ok 00 s Westoy et Putty Offce Secand Cass Dison g show@yshon  Cade

entry to add mare informaton.

First name LS

Last name
& e oven et @ roesmom oo [RNTRE e - | ~
Search 7 [ e N Mcaon (RO | - |

Organisation:

B Documentation

Adding a New Officer

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

¢ ROLLCALL

Divisions

Personnel  Attendance

2016-08-09 Simmans uha B Petty Dfficer First Class Messenger Dvision A carie simmons@ . Cadet ﬂu
mens G e () S O e (ST [ -

20180135 Warmen Lora Ordinary Cadet Quartermaste Divisicn B Hela@fske ca Cadat ﬂu

2017-09-72 Webber Cehin % Petty Dfficer Second Cless  Division DPD Oiision B katie webber(@gm  Codet ﬂu

Personnel

Manage officer and cadet
information.

Add

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

First name
Last name

2014-02-16 Bowmsn Kimbesly N Acting Sub-Lisutenant Training Dffices kb1989@hotmail . Officer ﬂu

moeast e e Vg betwen S gt wer (GJE)

2hang]

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.

Profile &
Logout @

Divisions

Personnel  Attendance

20160309 Simmons P#) Pety Officer First Clsss Massanger Division A

Chast Patty Dffcer Seoond .
20160908 Simon Nallie @ Nlr,i i i) OvisionB  Shown@fakeca_  Cad n

0150125 Wamen Lors Orcinary Cacst Oustermsster  DvisionB  Helo@iskeca.  Cade n

canie simmons@ adet
Personnel

Manage officer and cadst
information

Add

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

>
e -P

First name
Last name

RTT0 Coamar Gy Clne Suereotenson et
1 a1t b tem W Ut ; o EE
Search 20160216 Lyone Samantha \ Midshipman Operstions fficer samiBd@pmailco . Dfficer ﬂu
Organisation:

01000 e ok gy St s o o (G

Novy League of Alberts *demo® v

BEL» B

Type: 1992-0922 5 - Commanding S— n
ype 19920822 Remie  Matko Ny Lsutenart Pl captainr@redoct . Dfficar

Al types v

Firot Nome: 20070715 Seatt Nathin ‘0 Sub-Lisutenant Supply Officar neteror@gmailc..  Officar n
Last Name:

Found 25 personnel

B Oocumentation [ ight MB 2011-2019. All rights reserved. Pulse version 38 @

4. The main personnel screen will open.
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5. Enter the officer's middle name in the associated field (if they have one)
6. Enter the officer’s preferred name in the associated field (if they have one)

7. 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 either male or female under the officer’'s gender. Do not use “Other”.

% ROLLCALL

Personnel > Edit

Personnel Personnel Details
First name: Stephanie Middle name:
Last name: ang Preferred name:

Date of Birth (0): 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

@ ROLLCALL

Personnel  Attendance Divisions.

Personnel > Edit
Personnel Medical Details

Allergies:
Shellfish

Stephanie Zhang Medical Conditians.
None

g0

Medications:

Health Number

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

¢ This should be the date that the officer completed and signed the NL101

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

¢ ROLLCALL

Personnel Attendance Divisions

Personnel > Edit

Personnel
Health Number 95126-2656
Py Admin Use
Stephanie Zhang n Type: Officer & Registration Date: 20190815
Age: 0 Registration Releass Date
Humber:
Releass Reasan: /A = Company/Division.  None v
Award hgplication 104
[T —1 Media release? L Archived?
Hotes

W Documentation ight MB 2011-2018. Al rights reserved Puissversin 18 @

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

ivisions

Personnel > Edit
Personnel Personnel Details

i Date of Burth (32) 1986-12-04 Gender Male ® Female ' Other
H Stephanie Zhang n
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.

Contact Details

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

¢ ROLLCALL

Personnel > Edit

Personnel Contacts

Add a contact
First Name Stephania Last Name Thang

Stephanie Zhang
Mg 32

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

Understanding RollCall: A User’s Guide Page 13 of 32



& ROLLCALL il

Personnel  Attendance  Divisions

Personnel > Edit
Personnel Contacts

3 = @

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

j Profile &
¢ ROLLCALL gt B
Personnel Attendance Divisions.
. Contact Details &
Edit Personnel >
Edit Contact First name Stephanis Last name
Email osie_zhang@gmail.c Hame Phane
Altemative Phone: 780 698 98e8 Address:
City: Edmonta: Pravince
Postcode: T6C 204 Country Canada

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.

27. Do not select the “Emergency” check box

@ ROLLCALL
Personnel Attendance Divisions.
Edit Personnel > Email josis_zheng@gmailcor Home Phooe
Edit Contact Alteative Phone: 780 698 988 Address:
City: Edmontc Province
Postcode: 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 v

Emergency:

Note

28. Click “Save Changes”

29. Click on Edit Personnel to go back to the contact screen.
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¢ ROLLCALL pore &

| Email

Edit Personnel >
Edit Contact

Home Phone:

Alternative Phane: Address:

city Edmantor Province:

Postcode: T6C 204 Country.

30. The officer’s record is now updated.

¢ ROLLCALL

Personnel  Attendance  Divisions

Personnel > Edit
Personnel Contacts

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

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”

Profile &
Logout @

Personnel Attendance Divisions.

Personnel > Edit

Personnel Contacts

i Staphanie harg - Prmary Other 780-681-6513 7B0-658-9888 jesie_zhang(@gmail com n
Add a contact
Stephanie Zhang First Name Last Name Smither
Age 32

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

¢ 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 Log out @
Personnel Attendance Drsions
. 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
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35. Do not select the “Primary” check box.

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

Personnel  Attendance  Divisions

Edit Personnel >
Edit Contact

Email
Alternative Phone:
city.

Postcode:

Admin Use

¢ ROLLCALL

Home Phone:

Address:

Province:

Country.

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

primary/emergency contact

Type: thes

Emergency «

Notes

v Primary

37. Click “Save Changes”

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

Personnel  Artendance  Divisions.

Edit Personnel >
Edit Contact

Email josie_2

Alternative Phone: 780

City: Edmantar

Postcode:

& ROLLCALL e

Home Phone. 780 | 881 6513

Address:

Province. Alberta

Country.

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

Personnel > Edit
Personnel

NV

Stephanie Zhang

Age: 32

Contacts

Stephanie Zhang - Primary

Add a contact

@ ROLLCALL S

7B0-687-3365 780-512-2688

B0-681-651 780-698-9595

40. Click on “Ranks/Positions”

Personnel  Attendance  Divisions

Personnel > Edit
Personnel

3

Stephanie Zhang

Age: 32

Contacts

Add a contact

@ ROLLCALL B

Understanding RollCall: A User’s Guide
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41. Under the “Rank Assighment” section, select your corps from the “Organization” field,
and select “Cadet Instructor” from the “Rank” field, and then click “Add”

Personnel  Attendance

Personnel > Edit

Divisions.

¢ ROLLCALL

(2 e ey ey

Profile &
Log out @

Personnel

3

Stephanie Zhang
Age 32

Rank Assignments

Add rank assignment

Organisation: 2018 - Navy League of Alberta *d/ ¥/ Roke

Cadet Instructor W

Puosition 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”

Personnel  Attendance  Divisions.

Personnel > Edit
Personnel

N

Stephanie Zhang
Cadet Instructor
Age: 32

i

|

¢ ROLLCALL

(2 Comy e ey

Rank Assignments

2013-08-20 Cadet Instructor [Me] (db check: Cadet Instructor)
Add rank assignment
Organisation: Chaose v Role

Position Assignments

Add position assignment
Organisation:

2018 - Navy League of Alberta *div]

Position

Profile &
Logout B

—— o

43. Click on “Photo/Documents”

Personnel  Attendance  Divisions.

Personnel > Edit
Personnel

3

Stephanie Zhang
Cadet Instructor
Age: 32

i

|

¢ ROLLCALL

(o oy e

Rank Assignments

2013-08-20 Cadet Instructor [Me] (db check: Cadet Instructor)
Add rank assignment
Organisation: Chaose v Role

Position Assignments

Add position assignment
Organisation:

2018 - Navy League of Alberta *div] Position

Profile &
Logout B

—— o

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

Understanding RollCall: A User’s Guide
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¢ ROLLCALL

Personnel > Eqit Gl o) ) Crere A

Personnel Photos

JPE, PNG or ZIP file
n T - |

Drag snd drap to reordsr phatos

Stephanie Zhang o
Cadet Instructor e
Age: 32 <

.
-
[ — =

¢ ROLLCALL

BEEE=EEE

Photos

nasions

Personnel > Edit
Personnel

JPE, PNG or ZIP file
n T - |

Drag snd drap to reordsr phatos

Stephanie Zhang o
Cadet Instructor e
Age: 32 <

.
¢,

Meciosl Questioneire (stsff) 206-01

-

46. Scroll down and you’ll see the record of the new officer

@ ROLLCALL

Attendance

Personnel

Manage officer and cadet
information

Add

Enter 5 name and press the add
button. You can then edit the new
entry to dd more informaton.

First name

Last name

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
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¢ ROLLCALL

Personnel  Attendance  Divisions
= By Pty Difice Fi =
Smmans s " _"E'_‘Sj‘ TR pggzanger Division A carmie simmons@
- Chief Pty Offcer i
Manage officer and cadet Em =3 - @ Second Cless Uvison B Shown@fckeca.  Co 1] En
infomtion.
" Waren Lo 1 Ordinary Cadet Quertermaster  Division B Helo@fake ca. Cad u ﬂu
Enter aname and prass the add " Webibes Calvin m % f‘“ Offioee Se0ond e sgion 0D Division B ketie webber@gm . Cax u En
button. You can then edit the new Hess
entry to add mare informatan. N
Wise Cherlotte 9 M A Cadt Division A jdaring@botmal..  Cad u ﬂu
First name
- Suk- N
Bownan  Kmbey 30 cting Su Trsinirg Offces wisssarl e ([ (EJED
Lieutensnt
Last name
Devis Kevin a2 N Lievtenant Executive Dfficer jeke@bleckpear . Dificer n En
a jne  Semahe 30 W Midshipman semlB9@gmailco.. Dffcer
Search " Martinez  Dermick a3 .D Subrlieutenant Admin Dfficar derrick martine. Dificer En
Organisation: . e
Ramica  Marko 15 Ny testerant - e : ) - | ~ ]
Mavy League of Alberte *demo® [+ Offices
Type: " st maan 32 Wy Surliosersnt  SuppyDifcer mao@msic. o ([ (E)E)
Al type v
Frapee Tung  Stphame 32 Codetinsmctar  Instucter jusie_zhang@qma.. Officer [ [ |
Ricdle Tom 17 Snddle(@feke ca n nu
Last Name:
. Found 25 persannel

Attendance

Personnel

Personnel > Edit
Personnel

R

Divisions

Health Number. 34678

467

“Admin Use” section

) ROLLCALL

Admin Use
Derrick Martinez Type: Dffices A Registration Date: 2008-10-04
n SWE:U:?M H Registration Release Date: 0000-00-00
Number - - .
Release Reason WA v Company/Division: ~ Hons ~
Award Applicztion 104
Mediarelease? Archived?
Notss

3. Under the “Registration Number” field, enter the officer's Warrant Number

Admin Use

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

Registratin 209539 x I Release Date: 0000-00-00

Number:

Release Reason: N/A ﬂ Company/Division: None ﬂ
Media release? Archived? O

4. Click “Save Changes”

Adding a New Staff Cadet

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 a o @ e ([ «]

st ) @ oer o

Add £

Enter 3 name and press the add £4 ' a ' 8

button. Y then edit the

Sy 8 TR, | [ * e [ x ]

First name ;W‘ 2 " o e . @0
B o e @ o vt Sompina. o (B0

Search

Organisation: £ 2018 ﬂu

© Copyright MB 20112018, Al rghts reservad.

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 release? Archived?
Ordinary Codet
e 11 a

® Copyright MB 2011-2019. All ights raesrved.

6. Click “Save Changes”
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ATTENDANCE
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

@ ROLLCALL

Activity attendance reports. Found 10 reports

Add report
Seloct an activity for the new report

and press the add button. You can ot 15N Jun 2 Jun 16 repert rog parado Rogular Pavsde Night Eu
then edit to add more informaton

Activity: Th 230 May 2018 ot roght dut rvght Gn

Fri 26th 0ct 2018

Tk 1 10 0c1 2018 [ [ x |

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.

@ ROLLCALL

Personnel  Attendance  Divisions

5. Click “Add”

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

Mo12 13 14 15 16 7 .
18 19 20 20 2 23 24
25 26 27 28 2 30 Jpt

Fn Z1st Sep 2018

Understanding RollCall: A User’s Guide

A N
Attendance Found 16 reports
Activity attendance reports.
Add report
e e e i Sth Aug 2019 Test event Test evant (x|
and press the add button. You can
then edit to odd mare informaton. Sat 15¢h Jun 2018 aesda Ragulsr Parade Night [ [ ]
Activity
e o Tha 2310 May 2019 Cacat night un
Choase [at v
i 2d Now 2018 Oivisian lnspact B8
o
o 16th Now 2018 FullShi's Practios FullShig's Pacti
Reg . ao
Sun L1th Now 2018 Rememtrance Day Rememtrance O
e ao
Fi Sth Nov 2018 Ragular Parads Night Ragulsr Parade Night @
IS i Gth No gular Parad Nig agulir Parads Night (=] x]
1Nav2018 Ragular Parads Night Ragulsr Parade Night B
Nov v 2018 v
th0ct 2018 Hallowsen Party Hallowsen Party (x|
Su Mo Tu We Th Fr Sa
th 0ct 2018 Ragular Parads Night Ragular Parade Night @
RS (o] <]
4 5§ 8 T 8 10 th0ct 2018 Regular Parada Night Regular Pasade Night an
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¢ ROLLCALL

Personnel  Attendance  Divisions

~ Al
Attendance Found 17 reports
Activity attendance reports.
Add report
Selact an activity for tha naw report Fri Sth Aug 2018 Tast event Tast avent u
and press the add buttan. You can . -
then edit to add mare informaton. EaRRR AT jun 15 regart reg parace ﬂ n
Activity:
Thu 23rd May 2018
Choose later or add 285 new hd
Fri 30th Nov 2018
Title:
i 23 New 2018 Dnasicn Inspection n

Take Attendance for an Activity

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

HR d ROLLCALL

Personnel  Attendance  Ranks

Attendance Found 10 regarts

Activity sttendance reports.

Add report
Select an activity for the new report Sat 15th Jun 2019 jun 15 report e perads Regular Pavice Vgt Gu
‘and press the add buttan, You can

then edit to add more informatan. w 2300 May 2019
Activity:

Personnel  Attendance  Ranks
Attendance

Reports > Edit Persarnel
Report t

Download POF

oty Grser New Entry Cadet P@® a() E

AEPRE

@ Copyright MB 2011-2019, Al rights ressrvee

3. 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.

4. 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:

a. PDF Export: This provides you with a PDF document of the attendance for that
specific event
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b. PDF Export (month): This provides you with a PDF document of the attendance
for whatever month this event is in

c. PDF Export (blank): This provides you with a blank monthly PDF document to
take your monthly attendance.

d. Nominal Roll PDF Export: This provides you with the NL203 (NLCC Nominal
Roll) for that specific event.
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DIVISIONS

Changing Division Names

1. Click on “Division”

¢ ROLLCALL

Divisions Found 3 diisions

Manage crops divisions.

Add

Enter aname for the new divisions and ~ Diision & un

press the add butten. You can then edit
o add mare informaton wesion B un

Search Found 3 divisians

Organisation

© Copyright MA 20112018, Al right

¢ ROLLCALL

Divisions Found 3 diisions

Manage crops divisions.

Enter a name for the new divisions and Dwasion &
press the add buttan. You can then edit
10 0dd mare informaton

Search Found 3 divisians

Organisation

© Copyright MA 20112019, A

HR

Personnel  Attendance  Divisions

Divisions > Edit Division Details

Division = Yo | |

© Copyright M8 2011-2010. AN ghts reserves

4. Click “Save Changes”

5. Repeat the above steps to change the names of the other two divisions

Understanding RollCall: A User’s Guide
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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

Manage officer and cadet
information.

Add

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

First name

Last name

Search
(rganisation:

Navy League of Alberte *demo® ||
Type:

All types v

First Name:

Last Name:

[Email

B Documentation

Personnel  Attendance  Divisions

Personnel > Edit
Personnel

£

Rudy Meyers
Chief Perty Officer First

lass

Brown Josegh

DelaCrz  Sharon

2 Gas Chistoghes 8
':"i " Gordan Corey
VI G ey
L

Found 25 personnel

New Entry

Petty Dfficer Secand
Class

New Entry

& Leating Cadst Quartermaster

1 New Entry Wessenger

Division C

Division A

Division B

Division &

Division C

Division A

aopane. ce [) G0
U | < |
] |- |

jody resn@hotm

10 % L eading Cadst

Chist Pty Office

Gpotter@gmaile..  Cadet ﬂu I

9 Wepers Ry FoE Coxswain Divisicn B
= Phillps Erika Ovdinary Cadet Yeaman Dewision C msimpsan@gmasl adat u
\ oa
?:;.] .11;505— Pritcherd ~ Magnus New Entry Divisicn B matt_p@gmeilco . Cadat a u

Personnel Details

First name: Rudy

Last name. Meyers

Date of Birth (11):  2007-03-14

Contact Details

Email Gpotter@gmail.com

Alternative Phone: 780 B51 | 684

A
Middle name:

Preferred name:

Gender. ® Male () Female O Other

Home Phane: 780 5282

Address: 218-8618 168 Street

Pulse version 38 @

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

Understanding RollCall: A User’s Guide
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gy

Navy League Award Application Form

- j
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: [ ] Distinguished Service Award
[ 1 Cadet Perfect Attendance - Career [ 1 Meritorious Service Award

[ 1 Cadet Perfect Attendance - Year [ 1 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

Profile &

Log out

Personnel  Attendance  Divisions

2016-09- ol Patty Offcer First
- 7 Simmars s 2 <

201609 . Chief Petty Officer o el

Vessanger Dvison A camiesimmons@.. Caist O (EAEE A

Personnel
Manage officer and cadet
information.

Add

" Waren  Low k1] Ordinry Cadst Quartermaster  Divison B Helo@fakeca. Cadet u ﬂu
Enter & name and press the add

T TP SHS P , ] - | - |
button. You can then edit the new - Hess

e
entry ta add more informaton - TN
- 01805 e Cherlotte 9 M A Cadt Diision A jderfing@hetmei.. Cadet uﬂn
5
First name
1) 5 . hcting Sub-
¥ Bowman  Kembely 30 —— Tramirg Oficer ORI | - |

" Dais Kevin 42 N Ligutenznt Executive Dfficer jeks@blsckpssrl..  Dificer u ﬂn

" Lyons Samenths 30 \ Midshipman E:’f::‘”" semiB3@gmeil oo Dificer E
-

" Marinez  Damick 43 ‘Usu_ueuera-x Admin Dfficar derrick marting Dificer ﬂu
Commanding

E—
Ramius Marko a3 \ Lieutenant ceptainr@redoct . Dfficer nﬂ
Difices

Last name

Search

Organisation:
Navy Lesgus of A

Type: “ ‘”ﬁ“" Scatt MNathan 32 " SubrLisutenant ‘Supply Dfficer neterox@gmailc..  Dfficer u ﬂu
Al types v
First N G ?:l,:ﬁﬂﬂ' Thang Stephame 32 Cadst Instructar Instructor josie_zhang(@gma  Dfficer Eu
H Ricdle Tom 7 Sriddle@izkecs u ﬂu
Last Name:
w Found 25 persannel &
Email

2. On the left-hand side, click on the “Personnel Transaction 201” button
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@ ROLLCALL

F . Contacts |  Rariks/Posiions | &l Photos/Documents 2
Personnel > Edit Lo i ) Clre
Personnel Personnel Details

First name: Dermick Middle name: nel

i Last name: Martinaz Preferred name:
Date of Birth (48).  1970-07-01 Gender ® Male ) Female C Other

Derrick Martinez
Sub-Lieutenant
Age: 49

Contact Details

i

_ W—y) ¥ ed for refere e adit & contact
S s R Email: derrick martinez@gov.eb.ca Home Phone:
Ataroative Pross: | 780 | 954 | 2089 Addross

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

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:

. 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;

w

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

NL202 - Application for Membership

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

Personnel Attendance Dmsions
~ ~
Personnel Found 25 personnel
Manags officer and cadet
information,
Enter 8 name and press the sdd own  Joseph 1 Ry me cet ovsns arnigee. oot [ [EED
button. You can then edit the new
R i DelaCnz  Shaton 8 New Entry Dwisicn B chistinadelac . Cadt a a
First name
Chistophes 8 ff:"_ Cet—] Division . garza@gmedl.co odet u u
Last name Gordon  Core Division A goafy@fskecs.  Coder u au
u Green Toby 8 New Entry Dwisien 8 jody green@hatm adet u u u
Hanes  Teeme 12 Laading Cacst smaster  Dwision s cuniramesn. cocer () [EJED
Search & e o "
Organisation: McBuie  Mindy 10 New Entry Messenges DivisionC  Msimpson@iske.c.. Codet a u
Mavy Lasgu of Alberta *demo* | w]
Type: P endezs  dmancs 10 % Laading Cacst Divisicn A thepig@faka.ca.. _Cadet
Al types v
; bief Petty Dffcer
Vepms  Rudy 1n ChietPEtty DS Conwain Dwisin8  Gpotter@gmalc.  Cadet [« ]
Frst Hanes First Class
T omilgs  Erks 10 Ordinary Cadst Yeoman Dvsne  maimpsnggnai. coiet [ (EJIED
i
Last Name: -
"' ) S8 kot Mogus ) MNew Entry Deision B matt_p@gmeiloo  Codet an

ROLLCALL

Attendance  Divisions

Personnel > Edit Lo ) e Gl o

Personnel Personnel Details
First name: Rudy Middie name
Last name: Meyers Preferred name
Date of Birth (11):  2007-03-14 Gender: ® Male O Female ) Othes

Rudy Meyers
Chief Perty Officer First
Class

Contact Details
Emait Gpotter@gmail com Home Phane 7m0 | 517 |28
Altemative Phone: 780 651 6t Addvess: L6 GELE 168 Steet

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

@. APPLICATION FOR MEMBERSHIP AS A
= NAVY LEAGUE CADET

Section 1 - Personal Information

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 Posicode Home Phone Cell Phone

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

NL203 - Nominal Roll
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1. Select the Attendance tab

HR

Personnel Attendance Divisions

Personnel

2. Select the event that you need the document for

Attendance

Activity attendance reports.

Found 17 reports

Add report

Selact an activity for the new report
and press the add button. You can
then edit to add more informaton. Sat 15th Jun 2018
Activity

Fri 8th Aug 2013

Title:
Fri 23d Now 2018 Dision Inspeetion Diasion Inspection

Date:

Personnel Attendance  Divisions.

Report Detail
Attendance eport Betars

Reports > Edit Activity 2019-40g-11: Divsi tion ] Date: 20181123

Title

Description:

Profile &

Log out @

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

# NLCC Nominal Role

&

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

Officers. ‘Cadet Instructors. Staff Total Cadets.

Maie Femas Male Female Mia Fema Val Femals
Present 4 2 0 0 4 2 8 9
Absent 0 0 0 0 0 0 0 0
Total 4 2 o 0 4 2 8 9
Part 3 - Corps Staff

LastName First Name Rank Warrani# Positon Gender Fhone Stat

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

Understanding RollCall: A User’s Guide
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HR

Found 25 personnel

N e

New Entry

Petty Officer Second

Cla

New Entry

New Entry

% Leacing Cacat

Diasion 8 ducktail@iske o u ﬂ n
sting delac ade G u
Division . garza@gmedl.co o Gu
Divisicn A~ goafy(@fake.ca u au
Division B jody green@hotm,.  Codes u ﬂ u
darmyl haynes@h o u u u
Mesaenges Division C  Msimpson@iske.c.. Code G u

Divisien B che

Quartarmaste

Chiet Petty Dffice
First Class

Caxswain Diision 8 Gpotter@gmaile . Code ﬂ u

Personnel Attendance Dmsions
~
Personnel
Manags officer and cadet
information,
Enter a name and press the add | ¥ Bown Joseph
button. You can then edit the new
entry to add more informaton R —
First name
Garza Chastophes
ol I odon  core
u - Green Toby
Search d | Hemes eems
R Webure My 10
Navy League of Alberts *demo® [we
Type: o Mendoza  Amands
I typ v
Meyers Rudy

First Name:

© Phillps Eriks
Last Name:

" Putcherd  Magrus )

Personnel  Attendance  Divisions

Personnel Personnel Details
First nome: Rudy
Last name Meyers
Dateof Bith (1) 2007-09-14

Rudy Meyers
Ghief Petty Dfficer First
Class

Contact Details

Award Application 104
Wedical Questionaire 208 Email Bpotter@gmail com
Wemmbarshp Application 202

Alternative Phone: 780 851 6844

Personnel > Edit o ) ) Lo

Middle name:

Preferred name:

Gender

Home Phone:

Address:

® Male " Female

218-9518 168 Strest

Other

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

THE NAVY LEAGUE OF CANADA
CADET MEDICAL QUESTIONNAIRE

Section 1 - Cadet Personal Information

Section 2 - Cadet Medical Information

Name of Family Doctor

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 2007-09-14 780-517-5282

Phone

Provincial Hospitalization/Insurance num

Medical Insurance Group Number

Policy Number

Dependant Number

Section 3 - Parent/Guardian Information

1. Parent/Guardian

Greg Meyers

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

1. Relationship to Cadet
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
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4. Print off the document and fill out any necessary fields
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