Creating a Guest Supervisor ID  February 24, 2010

The following instructions are to be used as a guideline and are subject to revision without
notice.

The following document applies to MITs who have supervisors who do not currently have an
APEGM number . This document should be reviewed in conjunction with: Using the Online MIT

System

IMPORTANT: PLEASE READ THE ENTIRE DOCUMENT AND RETAIN FOR YOUR
RECORDS.

Note: The following example assumes that Obie Wan Knobe is the MIT and Hans Solo is the
unreqistered supervisor who is going to be granted Guest priveleges

IMPORTANT: When you have a supervisor who does NOT have an ID on the APEGM database,
you must assist him/her in creating an ID in order to allow him or her to view and provide
commentary on your report(s). It is important to note the following:

1. Anyone who is or has been a member, an MIT, an assessment applicant or a previous
Guest supervisor will already have an ID. You will not have to create a new ID for them.
Ask them to give you the ID number.
2. If that person does not have an ID number, they can set up a Guest ID which can be used
for subsequent viewing of reports by yourself or others.
3. If the person is not certain whether or not he or she has an ID, then contact the APEGM
office — either Sharon at ssankar@apegm.mb.ca or Andrew at areddoch@apegm.mb.ca
and we will verify this. We want to avoid having the same person with multiple I1Ds!

MIT Steps for creating the Guest Supervisor ID:

1. Loginand go to your Home Page:



£ Member Home Page - APEGM - Mozilla Firefox

Fle Edit View History Bookmarks Tools  Help

@e&-H-¢@ (2% | & hetpiapps. opeam mb.ca:B080/OniineMembertlome. aspx =

[ Talki

Good afternoon Mr. Obie W. Enobe (#33541 ). Itis Wednesday, February 3, 2010.

Your last login was: Feb 3, 2010, 12:.00 AN

Your Home Page Teu have been an MIT with APEGM since: Jan 27, 2010
Contact [nformation

APEGM Preferences
Registration Dues Mew Progress Report Mew Yolunteer Service Report
Member Synopsis
Event Registration Program Requirements Experience Months

Mew Professional Development Feport

- 0/48
Discussion [jorm Volunteer Service Hours - 0/48
Professional Development Hours - 0/48

The Ezpenence Rewview Commuttee (ERC) typically meets on the second Thursday of every menth. All required sections of a
report must be submitted at least two weeks prior to a meeting to be considered at that meeting,

For those filling out new Progress Reports online, be aware you can 'save' your report as many times as you want before
submitting it. Some people have said that they don't always have access to the intemet, so here is a template file you can use to
keep track of your answers until such time that you can copy them into an actual form to submit to APEGN

R o o L ——————

4
home site map search
Done
+4 start [ ) Lagout - APEG...

R s -

Screen 1 — MIT Home Page

2. Click on New Progress Report link, to go to:




Progress Report De APEGM - Mozilla Firefox

Fle Edit View History Bookmarks Tools  Help

@ - - @ ﬁ A http:jfapps.spegm . mb. ca: B0A0;MITRrogressk sportDistails. sspx +| | |G-

[ Talk!

Before you can enter a new Progress Report: you must ensure that we can identify your Supervisor and possible Mentor through an ID number
that iz supplied by APEGN

If'they are Fegistered Members of APEGM, then this number i3 their member number found on their Membership Card.

If'they are not Registered Members of APEGM, and do not have an ID from previous contact with AFPEGM, then vou can invite them to claim a
Guest Supervisor ID.

Cnee someone has been assigned an APEGM ID number it can be used agam for subsequent reports or other MITs

Onee you are aware of your supervisor's APEGM ID number(s) you can use it to fill m the form below.

Note: it is possible to start entering a report before your supervisor has an ID number, however you will not be able to Submit it to APEGM until
that walue is supplied

Are you repotting on time earned during post-graduate smdies? @ We O Yes

Period Starting: | , Ending:
Employer:

City: wWinnipeg

Countty: Canada

Job Title:

Supervisor I

Menter ID:

heme site map search

uk - APEG. .,

Screen 2 — MIT Report Creation Page

3. Click on Guest Supervisor 1D, to go to:




) Guest Request - APEGM - Mozilla Firefox

Fle Edit View History Bookmarks Tools  Help

@ - - @ ﬁ A http:jfapps.spegm . mb. ca: AA0JONIneGUEstRequast. aspx: v| | |G-

[ Talk!

Good afternoon Mr. Obie W. Enobe (#33541 ). Itis Wednesday, February 3, 2010.

Quick Lin In order for persons not registered with APEGM to be able to log in to cur system, we need to identify them before gving them a
suitable username and password that will allow access
Your Home Page

Contact [nformation| The first step is to have someone who is already authenticated (like you) iwite them to open a profile. Tse the following fields to

APEGM Preferences| supply two tokens that you will pass to them to enter on a page vou will tell them about. They must match these tokens with your

Fegistration Dues ID and an un-claimed invitation record. The tekens you choose are up to you. Yeou may use your first and last name for simplicity,

MWember Synopsis or whatever you wart.

Event Redistration

Discussion Forum Your APEGM Number is: 33541
Teken 1:

Token 2

Submut this form to regster your mtent. You will then need to contact your Superviser and tell them your APEGM# and the two
tokens you just entered, which will allow therm to get through our guest registration screen.

Give them a link to thitpsifapps apegm mb.ca/GuestRegistration aspx), which is the place they should wisit to enter the tokens
and register for an APEGM number.

Submit Request

heme site map search

Done

T start | Aaw

@O G

Screen 3 — MIT’s Guest Supervisor Token Creation Page

3. Type in two Tokens — Token 1 and Token 2 — of your choosing. REMEMBER your
APEGM number and your two tokens.



) Guest Request - APEGM - Mozilla Firefox

Fle Edit View History Bookmarks Tools  Help
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Good afternoon Mr. Obie W. Enobe (#33541 ). Itis Wednesday, February 3, 2010.

Quick Lin In order for persons not registered with APEGM to be able to log in to cur system, we need to identify them before gving them a
suitable username and password that will allow access
Your Home Page

Contact [nformation| The first step is to have someone who is already authenticated (like you) iwite them to open a profile. Tse the following fields to
APEGM Preferences| supply two tokens that you will pass to them to enter on a page vou will tell them about. They must match these tokens with your
Fegistration Dues ID and an un-claimed invitation record. The tekens you choose are up to you. Yeou may use your first and last name for simplicity,
MWember Synopsis or whatever you wart.

Event Redistration
Discussion Forum Your APEGM Number is: 33541

Teken 1: jwhoami

Toleen 2 : [whatami|

Submut this form to regster your mtent. You will then need to contact your Superviser and tell them your APEGM# and the two
tokens you just entered, which will allow therm to get through our guest registration screen.

Give them a link to thitpsifapps apegm mb.ca/GuestRegistration aspx), which is the place they should wisit to enter the tokens
and register for an APEGM number.

Submit Request

heme site map search

Done

T start | Aaw

@O G

Screen 4 — Creating the Tokens for the Guest Supervisor

4. Memorize the tokens, your number and the link that the supervisor needs to go to:
https://apps.apegm.mb.ca/GuestReqistration.aspx . (You can write this down and keep in
a safe place). The Tokens are CASE-SPECIFIC.

5. Click Submit Request button.



) Guest Request - APEGM - Mozilla Firefox

Fle Edit View History Bookmarks Tools  Help

@ - - @ ﬁ A http:jfapps.spegm . mb. ca: AA0JONIneGUEstRequast. aspx: v| | |G-

[ Talk!

Good afternoon Mr. Obie W. Enobe (#33541 ). Itis Wednesday, February 3, 2010.

Quick Links Your request has been accepted!

Your Home Page
Contact [nformation
APEGM Preferences
Registration Dues The three values for your records are
hember Synopsis Vour ID: 33541

Event Registration
Discussion Forum

Please contact your Supervisor and relay the tokens you just subrnitted.
Have them wisit (https:fapps. apegm mb. cafGuestRegistration. aspx) to register.

Teken 1: whoami

Teken 2: whatami

Ifyou are on a computer with an e-mail client setup, you can click the link below to start a new Boiler plate E-mail request.

heme site map search

Done

Screen 5 — Confirmation of the Tokens which will be sent to the Guest Supervisor

6. Contact your supervisor independently — by phone or email or in person, to give him/her
your ID number and the two tokens. If you wish, you can use the Boiler plate Email
request link above.




*=Mail To: YourSupervisor

File Edit View Actions Tools Accounts

Window  Help
ﬁsand 3 Cancel Ej.qddrass r'

& [l f55 | 2% spell check ﬂ ’ ‘ |
Mail | send Options |
From: =] [sharon Sankar cc |
Ta: [traursupervisor BC |
Subject: 1APEGM Supervisor Report
Tahoma v B J U S T i

£

— 2 @I E B

Hello, I would like to use you as a Supervisor for one of my Professional Progress Reports for the Association of Professional Engineers and Geoscientists of the Province
of Manitoba. In order to do so, however, you are required to have an APEGM #, usernarme, and password,

If you have an APEGM #, please send it to e by return e-mail. If not, please go to the APEGM guest reqistration page
htips : Happs apegm. mb.ca/GuestReqistration.aspe and enter these two tokens along with rmy APEGM ID to claim a profile,

*FERWRITE THE TOKENS AMD YOUR ID HERE™ **
(Don't forget to fix your supervisors real e-mail address)

Account: Movel GroupiWise

i start

) Logout - &, = Mall From: ... Of Motificatio,

Screen 6 — Email which can be used to send tokens to Guest supervisor

7. Make sure that you edit this email by entering your Supervisor’s real email address and
adding the tokens and ID in the email. Feel free to edit the email to address the supervisor
in the manner in which you would normally address them!




‘= Mail To: Mysupervisor@supervisor.com

File Edit View Actions Tools Accounts Window Help

Iﬁ’l Send 3L Cancel E] Address

Mal | Send Options |
From: - |Sharon Sankar

m [T %?Spellcheck E’ ’ ‘

o |
To! |Mysuperwsor@sunerwsur.com BC: I
Subject: IAPEGM Supervisor Report
Tahoma VBIH B = == — L @FE B
Hello, T would like to use you as a Supervisor for one of my Professional Progress Reports for the Association of Professional Engineers and Geoscientists of the Province

of Manitoba, In order to do so, however, you are required to have an APEGM #, usernarme, and password.

If you have an APEGM #, please send it to rme by return e-mail. If not, please go to the APEGM guest reqistration page
htips : Happs apegm. mb.ca/GuestReqistration.asped) and enter these two tokens along with ry APEGM ID to claim a profile.

My APEGM ID is: 33541
Tokend is: whoami
Tokenz is:whatami

you will need this information in order to create your login profile to be able to provide comments on my repart.

Accoul ovell GroupWise

¥4 start » . [©e

ECOmOUMG

Screen 7 — 1D and tokens to be sent to your guest supervisor

8. Once you’ve sent the email, you will be back at the following screen:
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Fle Edit View History Bookmarks Tools  Help
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[ Talk!

Good afternoon Mr. Obie W. Enobe (#33541 ). Itis Wednesday, February 3, 2010.

Quick Links Your request has been accepted!

Your Home Page
Contact [nformation
APEGM Preferences
Registration Dues The three values for your records are
hember Synopsis Vour ID: 33541

Event Registration
Discussion Forum

Please contact your Supervisor and relay the tokens you just subrnitted.
Have them wisit (https:fapps. apegm mb. cafGuestRegistration. aspx) to register.

Teken 1: whoami

Teken 2: whatami

Ifyou are on a computer with an e-mail client setup, you can click the link below to start a new Boiler plate E-mail request.

heme site map search

5 Start

Screen 8 — Confirmation that the tokens and ID have been set up for the guest supervisor

NOTE: this just means that the tokens are set up and ready to go once the supervisor logs in,
NOT that the email has arrived at the guest supervisor’s destination. It is up to you to follow-up!

9. Click Ok, and then YOUR part is done for now, EXCEPT for the fact that it is up to
YOU to follow up with your supervisor and make sure that he/she logs in.

Guest Supervisor Login:

10. When ready, the supervisor will go to: the GuestRegistration page indicated above, and
he will see a screen like the following:




) Guest Registration - APEGM - Moxzilla Firefox

File Edit ‘iew History Bookmarks Tools Help

4| - - @ $ & https:/japps.apegm. mb.cajGuestRegistration. aspx
[ Talk!

Hello, and welcome to the APEGM Guest Register|

I assume you have been supplied some invitation tokens, so go ahead and fill those in below

NOTE: That if vou have done this before, stop now, since wou already have an APEGM ID assigned. Relay that number back to the requesting person.

MITID: |
Token 1:
Token 2:

home site map

..' start A . O preGradE.. | ) Logout- ...

[ mai From: .. | O

(ol S H: N -}

Screen 9 — Guest Supervisor token input screen

11. The supervisor will then type in the ID and the two tokens given. Note that if he already
has an ID, he should NOT complete this screen, but should instead give the ID number to
the MIT independently.

-10 -



) Guest Registration - APEGM - Mozilla Firefox

Fle Edit View History Bookmarks Tools  Help

o - - @ ﬁ A https:f{apps.apeam. mb.cafGuestRegistration. aspx
[ Talks

Hello, and welcotne to the APEGM Guest Register!

T assume you have been supplied some mvitation tolcens, so go ahead and fill those in below..

NOTE: That if vou have done this before, stop now, since you already have an APEGM ID assigned. Relay that number back to the requesting person.

LT ID . 33541
Token 1 : whoami

Token 2 : whatami

Cancel

heme site map search
Done apps.apegm.mb.ca [k
idstart | Aw : DU ., a . -

R s -

Screen 10 — Guest supervisor inputs the tokens and ID given to him/her by the MIT

12. He should then click Submit to get the following screen:

-11 -



) Guest Registration - APEGM - Mozilla Firefox

Fle Edit View History Bookmarks Tools  Help

- @ ﬁ A http:)fapps. apegr. mb. ca: B0B0JGUEstR egistration. aspo: v| '

[ Talki

Ok, let's get vou identified
Tsze the fields below to provide us with some identifiring mformation
NOTE: that E-mail will be our primary form of contact. Tou will be sent an e-mail for vour records upon success.

First Wame : |
Last Mame :

E-mail :

Date of Birth
Tdentifinng Question :
Tdentifying Answer :

Password :

Confirm Pagsword :

You must remember this password|

Submit Registration
heme site map search

Screen 11 — Guest supervisor must complete the fields so that APEGM can allow him/her access

to the online system

13. The Guest supervisor is required to put a basic amount of information into the database,
in order that we may confirm his/her identity. For example:

-12 -



) Guest Registration - APEGM - Mozilla Firefox

Fle Edit View History Bookmarks Tools  Help

<q: - - @ ﬁ A http:)fapps. apegr. mb. ca: B0B0JGUEstR egistration. aspo: v| '

[ Talk!

Ok, let's get vou identified
Tsze the fields below to provide us with some identifiring mformation
NOTE: that E-mail will be our primary form of contact. Tou will be sent an e-mail for vour records upon success.

First Name : Hans

Last Mame : Salo

E-mail : hsolof@galawy.com
Date of Birth Jan 1, 2000

Tdentifinng Question : Mhy am | here?
Identifying Answer : whoknows

pre—

Password :

Confirm Password . ]

You must remember this password|

Submit Registration
heme site map search

Screen 12 — Sample input from Guest supervisor

14. Verify that this is correct, then click Submit Registration. Remember your password and
remember that everything is CASE-SPECIFIC. The identifying question can be used to
allow you to reset a password, so make sure you create a question that has an answer that
is not commonly known. (The question that | used is not the greatest).

-13-



) Guest Registration - APEGM - Mozilla Firefox

Fle Edit View History Bookmarks Tools  Help

<q: - - @ ﬁ A http:)fapps. apegr. mb. ca: B0B0JGUEstR egistration. aspo: v| '
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Tour Registration has been accepted. Keep the information below in a safe place!
An E-mail has been sent to you for your records

First Name: Hans

Last Mame: Solo

E-Mail: hsolo(@galaxy.com
APEGM # 33542

Usermname: 33542

Password: *****

heme site map search

Screen 13 — Confirmation that the Guest supervisor has successfully registered at the APEGM

site.
15. For your records, it is advised that you print this screen and keep it in a safe place.

16. Either Close the screen or select Ok to go to the Login page. Type in your ID and your
password, as shown below.

-14 -



3 Login - APEGM - Mozilla Firefox
Fle Edit ‘iew History Bookmarks Tools  Help
EDE

e«-2-€ 1% [ & repifopps.spegm mb.cars0mtogh spx

APEGM Login

Idember ID: 33542
Password: Mﬂ

IFyou den't have a password yet,
you will have to claim one first.

site map

herne

—_———

is Start

Screen 14 — Guest supervisor logs in with his/her ‘Member’ 1D plus newly created password

17. When you log in you will be able to see your Home Page, and you will be able to input
additional Contact Information as desired.

18. Contact the MIT to give him/her the ID number which he/she will put in the report
details. Once the MIT has input this number AND submitted the report, it will
become viewable at the supervisor Home Page. You, the supervisor, will NOT be
able to see a reports until the MIT submits it.

-15-



) Member Home Page - APEGM - Mozilla Firefox

Fle Edit View History Bookmarks Tools  Help

<q: - - @ ﬁ A http:ffapps. apegr. mb.ca: B0B0JORlineMermberHome. aspx v| '
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Good afternoon Hans Selo ( #33542 ). It is Wednesday, February 3, 2010

Quick Links “Welcome to APEGM Onlne!

Your Home Page You are not registered with AFPEGM right now.
Contact [nformation

APEGM Preferences| | APEGM Staf:

You can use the following test area to submit any kind of message to the APEGM Office. For
Ezxample, a request to change any mformation that vou cannot medify yourself on this site, or comments
and suggestions to make this experience better for you.

To update your education record with new degrees, please send proof of degree (pdf) to
Sharon at ssankar@@apegm.mb.ea. Only post-graduate degrees in 1 g oI geoscience,
or PE (from U.5.) will be posted.

Send Message 2

heme site map search

Done

T start | Aaw

R s -

Screen 15 — Typical Guest supervisor Home page. (Note that you will not have the Return to Staff
View button....this only shows up in the staff view!)

MIT Input of Guest ID into his/her Progress Report Details:

19. The MIT will input the Guest ID into the Report details as follows:

-16 -



\ ) Progress Report Details - APEGM - Mozilla Firefox

Fle Edit ‘Wew History Bookmarks Tools  Help
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[ Talk!

If they are Registered Members of APEGM, then this number is their member number found on their Membership Card
If'they are not Registered Members of APEGM, and do not have an ID from previous contact with AFPEGM, then you can invite them to claim a
Guest Supervisor ID.

Once someone has been assigned an APEGM ID number it can be used again for subsequent reports or other MTTs

Once you are aware of your supervisor's APEGM ID number(s) you can use it to fill in the form below.

Note: 1t 15 possible to start entenng a report before your supervisor has an ID number, however you will not be able to Submit it to APEGM untd
that value is supplied.

Are you reporting on time earned during post-graduate studies? ® Mo O Tes

Period Starting: |Jan 1. 2001 || Ending: |Jan 1. 2002

Employer: Space Age Industries
City: ‘“Winnipeg

Country: Canada

Job Title: Head Space Guy

Supervizor [D; 33542
Ientor D 7516

w
home site mat search
Done

Screen 16 — MIT can log in and add the Supervisor ID to the report. This gives the Guest

supervisor the ability to review the report once the report is submitted of course.

Click Next to Create your new report. (If the report is one that has already been started, the
buttons will say Exit and Save rather than Cancel and Next). Clicking Next, then scrolling to the
end of the page for this example:

-17 -



| " MIT Progress Report - APEGM - Mozilla Firefox

Fle Edit ‘Wew History Bookmarks Tools  Help

<q: - - @ ﬁ & httpeffapps. apegr. mb.ca: B0G0)MITPragressR eport. aspx?id=12794
5 Talk

SEVE Progress

9. T would like to provide the following additional, relevant information:

2 e

You will not be able to edit your responses after you Submut this report to APEGHI
Please contact your supernsor te let them know to logm and comment on this repert once you subrmut it

[ Submit Feport ][ Sawve Progress ][ Save and Exit ][ Exit withaut saving ]

home site mat

Done

Screen 17 — MIT report view — End of Report

Once satisfied with your report, you will click Submit Report, and the act of submitting will allow
the supervisor to be able to view and comment on it(once he/she logs in). You will then be
returned to your Home Page. As a courtesy, an email will be sent to the Guest supervisor asking
them to log in, but you MUST follow up.

The supervisor, once he logs in will see the following:

-18 -
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Good afternoon Hans Solo ( #33542 ). It is Wednesday, February 3, 2010

Quick Links Your last logn was: Feb 3, 2010, 1.02 P

\w@_ — Period Period Submitted By Submitted By
Contact [nformation Beginning Ending MIT you
APEGM Preferences| | yiew report | BenKnobe | Jan1,2001 | Jan 1, 2002 Feb 3, 2010 o

You have 1 Progress Report to comment on.
Note: Once you submit your review of a Progress Eeport, it will not show up in this table any mere.

Please try to add your comments m a timely fashion. They must be submutted at least one week prior to the next ERC meetmg
to be considered on its agenda.

The next ERC meeting date has not been set

View your past progress repott commentary

YTou are not registered with APEGM right now.

home site mat search

Done

Screen 18 — Guest Supervisor Home Page

From then on, the Guest supervisor will follow the directions as outlined in Using the Online MIT
System in order to submit their portion of the report to APEGM. The supervisor should refer to
page 6 onward of the Using the Online MIT System for detailed information on how to complete
and submit the report.

This document will be posted at the APEGM public website: www.apegm.mb.ca shortly and will
be revised from time to time as necessary.
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