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Introduction

The Data Collection Instruments (DCls) for AANDC First Nation Education Programs
have been redesigned for seamless data entry in the AANDC Services Portal. This
means that sharing proposal and report data is much simpler and faster than before.

Education Proposals and Recipient Reports must be completed and submitted
electronically to AANDC.

This document describes how to obtain forms for Proposals and Recipient Report DCls
for Education Programs, how to create them, how to submit them to AANDC, and how
to follow up on their status.

AANDC Services Portal

The AANDC Services Portal is a secure web site that recipients and AANDC staff can
use to create and view all their program-related information, not just education
programs. AANDC recommends that you use the AANDC Services Portal for all your
education reporting needs.

If you cannot use the Portal, for whatever reason, you can use PDF forms. These
"smart" forms reduce the work burden by modernizing and streamlining the process for
entering the data. To learn how to obtain a form, see Obtaining Forms. To learn how to
enter data in the forms, see Completing Forms. For more details, see the User
Documentation attached to every form. To learn how to submit a form, see Submitting
Forms.

You can complete Education-related forms online or download PDFs to save on your
desktop that you can fill in at your convenience.

The Portal can pre-fill information when available to reduce the amount of information
you need to provide.

New and updated information that you enter into the smart forms is uploaded back to
the system and submitted to AANDC online. Changes that you made in the form are

immediately accessible online. If you download a fresh form, it will contain your new

information.

You can view the status of your reporting obligations to see which reports need to be
completed and when they are due.

Warning messages let you know about anything that is missing or incorrect so you can
correct it prior to submission.

Alternatively, you can send completed smart PDFs to AANDC via email or on a CD,
DVD or USB key.
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Obtaining Forms

There are two main ways to obtain Education Program proposals and recipient reports:
1. You can download PDF forms from the AANDC Services Portal.

2. PDF forms may be sent to you from your AANDC Regional Office along with a
call letter.

For more information, contact your AANDC Regional Office.

Downloading PDF forms from the AANDC Services Portal

This procedure assumes that you were trained on how to use the AANDC Services
Portal and that you have access to it.

To download a DCI in PDF format:

1. Log in to the AANDC Services Portal at the Internet address provided to you by
your AANDC Regional Office.

2. Using the Recipient Report Status or Proposal Opportunities services, locate the
DCI you need and display it

3. Click the Download PDF button.

Download PDF Y Previous MNext
v —

In the File Download dialogue, click Save.

File Download

Do you want to open or save this file?

Ei: Marme: DCILpdf
Type: Adobe Acrobat Document, 747KE

From: adfZinttest

Open ' Save I

Cancel

harm your computer. 1f you do nat trust the zource, do nat open or

I 3' YWhile filez fram the [ntermet can be uzeful, zome files can patentially
L
zave thiz file. what's the nsk?

5. In the Save As dialogue, browse for the location where you want to store the file
and click Save.
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Obtaining a form from your AANDC Regional Office

To find out of you are eligible to use the Portal, contact your AANDC Regional Office. If
you cannot use the Portal, for whatever reason, ask your AANDC Regional Office to
generate a PDF form for the required DCI and send it to you.

Note: All AANDC Education proposal and report DCls must be submitted electronically.
For more information, see Submitting Forms.

Elementary / Secondary Education reports

If you are entering Nominal Roll Student and Education Staff Census, Special Education
Program, and Post-secondary Education Program reports for the first time, your contact
information will already be entered.

If you are updating any of these reports, you can request that data from the previous
year be "rolled over". This means that your workload is greatly reduced because you will
only need to enter the changes that occurred in the 12 months since the last report.

Proposal based programs

If you request a proposal form, your organization and contact information will already be
entered.

If you request a report form, in addition to the above information, the data that you
provided in the related proposal will already be entered.
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Completing Forms

Enter information according to the National Program Guidelines and the document How
to complete this DCI. See the User Documentation attached to every form.

If you are using the AANDC Services Portal to enter and update your information,
tooltips and online Help will provide you with hints and messages for how to complete
the fields.

If you are using the PDFs to enter and update your information, complete all the fields
that are presented to you. The sections that appear in the form can change depending
on the choices you make. This is especially evident for proposals and reports that
involve Delivery Organizations.

In the Organization Identification section, you indicate whether you are a RECIPIENT of
funds directly from AANDC. In this section, you also indicate the Organization Type,
Name and Number of the organization completing the report..

When you make your selections, the PDF immediately displays the sections that are
relevant to you.

Make sure to enter the correct Recipient Number and Organization Type before you
begin entering data. Later, if you need to change your organization information, the PDF
will reconfigure. It could remove information that does not pertain to the new selection
and you will have lost any work you have done.

For more information, see Recipients Submitting on Behalf of Delivery Organizations.
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Submitting Forms

Education Proposals and Recipient Reports must be completed and submitted
electronically to AANDC.

You can enter and update information online and submit Proposals and Recipient
Reports directly into the AANDC Services Portal. You can also upload completed PDF
forms and exported XML files from School Information Systems (SIS). You can submit
your information to AANDC and securely track its status.

You can submit completed Proposals and Recipient Reports to your AANDC Regional
Office by e-mail or on a CD, DVD or USB key.

When you send documents on a CD, DVD or USB key, make sure the electronic media
are accompanied by sufficient identification, including a cover letter with recipient name
and number, the name of the report and contact information.

If the report contains personal information, the USB key or CD must have a label with
the appropriate security designation, such as Protected A.

Recipients Submitting on Behalf of Delivery
Organizations

There are education programs, such as the New Paths for Education Program, where
some First Nation Regional Management Organization (FNRMO) recipients provide
funds to delivery organizations. A Delivery Organization is responsible for undertaking
and managing projects with the funds. The FNRMO manages the collection and
submission of Proposals and Reports completed by each of the Delivery Organizations.

Submitting PDF Forms

Using a PDF form, collect and submit the required information to AANDC as follows:
1. Recipients send copies of the PDF forms to their Delivery Organizations
2. Delivery Organizations complete the forms and send them back to their Recipient
3. Recipients complete a PDF form to:

« identify themselves

« list the Delivery Organizations whose project details are included on the
submission

« describe projects the Recipient is undertaking

« attach the completed PDF forms received from Delivery Organizations

4. Send the completed PDF form to AANDC by e-mail or on a CD, DVD or USB
key.

Page 5 0of 9





Education Programs How to Obtain Forms and Submit Proposals and Recipient Reports

Submitting over the AANDC Services Portal

Using the AANDC Services Portal, collect and submit the required information to
AANDC as follows:

1.

Recipients log on to the AANDC Services Portal and create their Proposal or
Recipient Report, completing the list of Delivery Organizations whose projects
will be included in the submission to AANDC.

Recipients download and save a pre-filled PDF for each Delivery Organization
and send it to them.

Delivery Organizations complete their PDF, save it and send it to their Recipient.
Option: Delivery Organizations can enter and update identifying information and
attach an XML file that was exported from their School Information System (SIS).

Recipients review the submissions received and, if complete, they upload the
PDFs back into the EIS.

Recipients review the combined report. When all the required information has
been entered and there are no more EIS data warnings, they Submit the report.

Checking Submission Status

When you submit your forms online over the AANDC Services Portal and EIS, you will
receive a confirmation that AANDC received the form.

Log on to the AANDC Services Portal at any time to check the status of the submission
and its acceptance.

Proposal Opportunities -8 %

Recipients .

| Qur Recipient Organization v

Program/Proposal Hame Fiscal | pueistatus = | Action s

Year

Education Partnerships Program 2013-03-31 o W Cregte
Education Partnerzhipz Program Open L
Propozal - 20122013

Education Partnerships Program 2012-12-31 * Edit

¢ Education Partnerzhips Program- Drratt A T

Created On September 15, 2012 - History
20122013 1 ;
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User Documentation

Note that the form is in PDF format. To view or print your form, you require Adobe
Acrobat Reader. A free copy of Acrobat Reader is available at: http://www.adobe.com. If
you experience any problems viewing or printing your form, please contact your AANDC
Regional Office.

If you require further assistance in completing a form, the DCI has embedded user
View Instructions I button on

documentation that you can access by clicking on the |
the first page of every form.

The documents attached to the DCI are:
e« How to Complete the DCI
e How to Obtain and Submit a DCI
e How to use Adobe Forms
« National Program Guidelines
« Workflow Quick Reference Diagram
o User Feedback Survey

To find user documents:

1. Go to the first page of the DCI and click the | Viewlnstructions |y, 0,
A Java Window will appear.

JawvaScript Window

Open Instruckion POF

Select the appropriate pdf from the lisk of available instructions below,

H-:u.--.l ko Complete the DT

| How ba Obtain and Submit & DCT
| Howe ko Use Adobe Forms

! Mational Program Guidelines
! CQuick Reference Workflow Diagram

| User Feedback Survey

(a4 ] [ Cancel

Warning: Javascript Window

2. Select a topic from the list and click OK.
A PDF document will open where you can find the information you are looking
for.
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For more information on AANDC Education Programs:

e Go to the AANDC Education website at:
http://www.aadnc-aandc.gc.ca/edu/ep/index-eng.asp;

o Go to the Recipient Reporting Guide at:
http://www.aadnc-aandc.gc.ca/dci/dcilog e.asp; and

o Contact your AANDC Regional Office at:
http://www.aadnc-aandc.gc.ca/eng/1100100033766/1100100033767#iro
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Contact Information

Contact your AANDC Regional Office for further information on how to access the
forms, how to get access to the AANDC Services Portal, or if you experience any
technical difficulties in completing the forms.

The coordinates for your regional representatives can be found at:
http://www.ainc-inac.gc.ca/ai/scr/rgcon-eng.asp

Refer to the list of addresses below to contact your AANDC Regional Office by e-mail:

Region E-mail address
Alberta ABeducation@aadnc-aandc.gc.ca
Atlantic ATRecords@aadnc-aandc.gc.ca

British Columbia

BCFENITPREPORTS@aadnc-aandc.qgc.ca

Manitoba

MBRecordsOffice@aadnc-aandc.gc.ca

Northwest Territories

NTeducation@aadnc-aandc.gc.ca

Ontario ReportsOntario@aadnc-aandc.gc.ca
Québec CoorRapp@aadnc-aandc.gc.ca
Saskatchewan SKeducation@aadnc-aandc.gc.ca
Yukon YTeducation@aadnc-aandc.gc.ca
Nunavut NUeducation@aadnc-aandc.gc.ca

For further program information, please visit our website at:

http://www.aadnc-aandc.gc.ca/eng/1100100033676

You can also write to:

Education Branch

Aboriginal Affairs and Northern Development Canada

10 Wellington Street

Gatineau QC K1A OH4

Fax: 613-995-9393

Education@aadnc-aandc.gc.ca
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Data Collection Instruments for Education Programs How to use Adobe Forms

Introduction

The Data Collection Instruments (DCls) for AANDC First Nation Education Programs have been
redesigned in preparation for the AANDC Services Portal. The DCls are PDF smart forms that
reduce the work burden by modernizing and streamlining the process for entering the data.

This document describes how the PDF forms work and how to enter data into them.
The forms work best on Adobe Reader 10. To get a free copy of the software, go to

www.adobe.com. Instructions on how to download and install the software are included on the
Adobe website.

Finding DCI Documentation

The PDF forms created for Education Program DCls incorporate all the documents you need to
help you complete and submit the DCls, including:

e How to use Adobe Forms (this document)
e How to obtain and submit a DCI

¢ How to complete this DCI

o National Program Guidelines

o Workflow Quick Reference Diagram

o User Feedback Survey

To find DCI and program documents:

1. Go to the first page of the PDF and click the View Instructions Ibutton.
A Java Window will appear.

JavaScript Window

Open Instruction POF

Select the appropriate pdf from the list of available instructions below,

I:l'.-'-.' ko E-:-rnlet-aue ()
| How ko Obtain and Submit a DCI
| Howe ko Use Adobe Forms

i Mational Program Guidelines

| Quick Reference Workflow Diagram

! User Feedback Survey

o] ] [ Cancel

Warning: JavaScript Window

2. Select a topic from the list and click OK to open the document with information on the
topic.

For more information on AANDC Education Programs:
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Data Collection Instruments for Education Programs

¢ Go to the AANDC Education website at: http://www.aadnc-aandc.gc.ca/edu/ep/index-

eng.asp;

¢ Go to the Recipient Reporting Guide at: http://www.aadnc-aandc.gc.ca/dci/dcilog _e.asp; and

e Contact your AANDC Regional Office at: http://www.aadnc-

aandc.gc.ca/eng/1100100033766/1100100033767#iro

Completing Adobe Forms

Using Common Form Elements
This table briefly describes common features in a PDF form and how to use them.

Form Element

Description

Instruction

Province or Termitory

Nunavut B
Yukon A
Su,k‘t:lml

Québec

Prince Edward Island

Ontario

Nunavat

Nurthwest Territories .

Nova Scotia
Newfoundland and Labrader

Dropdown list and scroll bar
for selecting pre-determined
input data

Click the down arrow to see
the list.

Click the up or down arrow to
scroll or click+drag the slider
in the scroll bar.

Click an item in the list to
select it.

[ i E selected box

Check boxes are used for
selecting multiple options.

Select the boxes that apply.
You can select more than one.

() radio button (®)  selected radio button

Radio buttons are used for
selecting single options.

Click the radio button that
applies.

| Print Details |

A tool to print all the information in the DCI, including what is
found in the collapsed sections of the form; this action is
independent of the Expand/Collapse All button.

This button is only available on the first page of the form.

For more information, see Printing Forms on page 8.

View Instructions

A tool to display a list of all the documents you need to help you

complete and submit the DCls.

This button is only available on the first page of the form.
For more information, see Finding DCI Documentation section

on page 1.

Expand All

and

Collapse All

A tool to toggle displaying and hiding all the fields in the DCI;
this action is independent of the Print Details button.
This button is only available on the first page of the form.

Add Expense

A tool to add a new record to
the form

Click to display a new section
of the form and enter details.

X

A tool to remove this record
from the form

Click to remove this record
from the form.
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Understanding Blue Highlights
The DCI forms use an Adobe Reader feature that highlights active fields. To turn highlights on

. Highlight: Existing Fields _ .
and off, click the button in the top, right-hand corner of Adobe Reader.
If a field is highlighted in blue, it is an active field and you can enter information into it. Click in
the blue area to place the cursor in the field and enter information. To continue, press Tab or
click the next field.
If you see that a field is white (not highlighted), it is either disabled or auto-completed and you
cannot enter anything into it. For example:

In the Contact Information section, when you indicate that a street address is the same as the
mailing address, the information is copied to the Street Address fields which then become

disabled.
Mailing Address
MNumber/Street/Apartment/P.C. Box
123 Main 5¢. blue - active fields
City/Town Province or Territory Country Postal Code
Anytown | Ontario [o]| canada []| K04 340
Street Address ( Same as Mailing Address\
MNumber/Street/Apartm: . Box
123 Main S¢. white - disabled fields
City/Town Province or Temitory Country Postal Code
Anytown Ontario Canada K0A 3AD

Figure 1: Mailing Address and Street Address sections with active and disabled fields

Advancing Pages

The pages of the form only advance when you make them do so. They do not automatically
advance when you complete the fields on a page.

To view the distinct pages of the form as a continuous scroll, set the View options in Adobe
Reader as follows:

1. From the View menu, select Page Display.
2. Click Enable Scrolling.
3. Click Show Gaps Between Pages.

mwmdow Help
i N[O @[am ] BB
£0,9% = [B
3

Page Navigakion

Page Display @ Single Page Yiew
Zoanm LN H Enable Scrolling
T > DD Twio Page Wiew

Extended [ Twa Page Scraling

Show/Hide y v Show Gaps Between Pages
Show Cover Page in Twao Page Yiew
7| Read Mode ChrlHH
@ Eull Screen Mode ChrltL Automatically Scroll Shift+CErl-+H
|E|_" Tracket. ..
Read COut Loud 4

Figure 2: View menu in Adobe Reader
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To navigate the pages:

1. Click the Page Up or Page Down arrows % % in the Adobe Reader toolbar.

2. Use the up arrow or down arrow O of the scrollbar on the right-hand side of
Adobe Reader.

Showing and Hiding Details in Form Sections

When you see a blue plus sign ( + ) in the form, it means that there are additional, related fields
that need to be completed. Click it to show details and view and edit the fields.

When you see a blue minus sign (=) in the form, it means that you can hide details from view.
The symbol changes to a blue plus sign ( +).

Adding and Removing ltems

When asked to provide information on the form such as activities and expenses, where you
need to build a list of everything you want to include, the form will present one row to start with
and let you add as many rows as you need. When you see blue text that says Add, click it to
increase the number of rows.

As you develop your report, you may need to make corrections. The DCI allows you to remove
fields and rows as needed. When you see a blue X, click it to delete the row or section.

Warning: Be very careful when you use this feature. There is no Undo.
Searching for Organization Names

In order to maintain information that needs to be spelled accurately, the PDF uses long
lists that you can, in fact, search. You can search for and enter the names of the
following types of information:

o First Nations communities
e Inuit communities

« Schools

e Institutions

e Areas of Study

e Schools
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To perform a search:
1. Click a search field, such as Organization Name.

2. Enter any sequence of letters that is part of the name you are searching for.

You do not need to know the first word or letter of the name; any part of it will do.
A list of names that contain the same sequence of letters will appear.

Organization Type Organization Name Organization No.
First Nation Chief and Council [-]| grass

Big Grassy

Grassy Narrows First Nation

Sweetgrass

Note: If the list of search results is long and you do not immediately see the
name you're looking for, click the list to enable a scroll bar.

Use the mouse to scroll through the list and click the name that you need.
The name field displays that name and, if there is an associated ID number, that
number appears automatically in the Organization No. (hnumber) field.

Organization Type Organization Name Organzation No.
First Nation Chief and Counncil El Sweetgrass 348
Big Grassy ad
Grassy Narrows First Nation I=I
Sweetgrass
hd

. On the keyboard, press the Tab key.

If you use the mouse, click on the name before you click another field.
The organization name is now entered and you can continue.

Organization Type Organization Name Organization No.
First Nation Chief and Council El Sweetgrass 348

Using only the keyboard:

As you type and the field displays a list of search results (see step 2 in the procedure
above), you can move the cursor into the list without using the mouse:

1. Press and hold the Ctrl key, and then press and release the space bar
(Ctrl+space).

2. Release the Ctrl key.

3. The cursor is now in the list; use the up/down arrow keys to select the name that
you need.

4. Press the Tab key to leave the Organization Name field and to enter your

selection.
Note: you can also use the mouse to click outside the field.

Alternatively

You can also enter a name using the Organization No. (number) or other identification
number field such as a band or school or institution number. When you leave the field,
the corresponding Organization Name will appear.
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To enter an organization name based on its identification number:

1. Click the Organization No. (number) field.

2. Enter a valid ID number such as a First Nation or Inuit Community or institution
or school or school number.

3. Using the keyboard, press either the Tab key or use the mouse to click outside
the number field.
This also enters the organization's name in the Organization Name field and you
can continue.

Formatting Text

Narrative fields where you enter descriptions and explanations can have custom formatting
applied to them. For example, you may want to change the default font in the PDF form (Times
New Roman) to Arial, format the text in bold or italics, or create numbered or bulleted lists.

To create the formatting you want, either compose the text in another application and copy it
into the PDF, or enter the text into the form and format it using Adobe Reader features.

To paste pre-formatted text in PDF forms:

1.

2.
3.
4

Compose your text in another application such as MS Word and format it as required.
Highlight and copy the text.

Go to the section of the PDF you want to complete.

Paste the text.

Note: If the formatting does not copy over exactly as it was originally, use Adobe Reader
formatting features to correct it.

To format text using Adobe Reader features:

1.
2.

Enter text in a field and select the text that you want to format.
Right-click the mouse to display the following pop-up menu.

This is some text that I want to format.

1. This is bold text.
2. This is italics. Cub Chrl+x
@ Copy Chrl+C
Delete
Select All Chrl+a

Remaove "text” from Dictionary

Check spelling. ..

Look Up "text"

-
Text Style Bold Chrl+B
( e — I Italic Chrl+I

Undetline Chrl+

Superscript  Shift+Ckrl+Plus
Subscript Chrl+Plus

Clear Formatting

Note: If this pop-up menu does not appear, the formatting features are not available for this
field.
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Data Collection Instruments for Education Programs How to use Adobe Forms

3. Select Text Style to access basic formatting tools, then select a formatting control.
Alternatively, select Hyperlink from the pop-up menu to access a wide range of formatting
controls such as you would find in a word processor.

Form Field Text Properties (5]

Font | Paragraph | Bk |

Enter a URL Far this link: ‘

Compatibility: Links entered in this panel do not work correctly in Acrobat 8, Adobe Reader 8, and earlier versions,

Close

4. To modify text, click the Font tab.

Form Field Text Properties 3]

Font | Paragraph | Link

Text

Fonk:

Size: _ EBaseline Shift: |U— points
Undetline: |NOUnderline v|

Style: [JBold  [Italic ] strike-through

Colar: E]

Close

5. To modify alignment, indents and spacing, click the Paragraph tab.

Fort | Paragraph |Link

Alignment
Idents

Left: 'F points Firsk:
Right: 'U_ points By: ’U_ paints
Spacing:

Above: 'U_ points  Line Spacing:
Below: 'D_ points

Close

6. Make changes as required and click Close.
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Printing Forms

There are three ways to print a PDF form. You can print the entire document including
all details, print a summary of the DCI, or print a single page of the form.

To print a summary:

A summary is the visible information in the form, that is, all the sections that you have
expanded and that you can view.

1. In Adobe Reader, select the File / Print menu item or click the Print icon L%
The system Print dialogue appears.

2. Print as usual.
To print a single page:

Make sure to display the form as a series of pages. For more information, see
Advancing Pages.

1. Go to the page you want to print.

2. Select the File / Print menu item or click the Print icon E%
The system Print dialogue appears.

3. Select the Current Page radio button and print as usual.

To print details:

When you Print Details, you include all the information in the form. For very large
documents, such as some Nominal Roll reports, remember to print double-sided.

1. Go to the first page of the DCI.

2. Click the s eSS 1. tton.

The system Print dialogue appears.
3. Print as usual.

You can print a detailed version of the DCI showing all sections of the form whether visible on
the PDF at the time of printing or not.

Saving Forms

When you receive a form, either from your AANDC Regional Office or by downloading it from
the AANDC Services Portal yourself, make sure the file name follows the naming conventions
that are required by AANDC Education Programs.

When you open the file and begin entering data, save regularly. Follow the usual procedure for
your operating system and the requirements of your workplace.
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How to use Adobe Forms

Viewing Supporting Documents

Many DCI forms include a section for attaching supporting documents. This section describes
how to view supporting documents that have been attached to a PDF.

Open the Adobe Reader navigation panel:

To view the list of Attachments, you need to display the Adobe Reader navigation panel.
From the View menu, select Show/Hide / Navigation Panes / Attachments.

(0N Window  Help
Rokate Yiew 3
Page Mavigation 3
Page Display »
£oom »
Commenkt 3
Extended 3
ShowaHide avigation Panes
7| Read Mode chipy | == Inolbar Items
[ Eull sereen Mode Crl4L Menu Bar
@f’ Tracker Rulers & Grids
Read Cut Loud 3

Fa

[L@ Articles

LA \ﬁnttachments

3

E\E’ Document Exkensions
@ Lavers

B2 Model Tree

EI Page Thumbnails

Hide Mavigation Pane

Reset Panes

Figure 3: Attachments menu in Adobe Reader

O

The Attachments icon

To view the list of attached documents:

is a paperclip.

Fi

1. In the Adobe Reader navigation panel, click the paperclip icon.

The list of Attachments appears.

Close
i| Attachments
@ - & s
— Marne
4 n

' /;’f:"‘ EEF‘F‘ PROPOSAL 2012-2013 INST
- @details.pdf

2. To open an attachment:

Double-click an attachment to open it.

3. To close the list of Attachments:
Click the Close icon to close the list of Attachments.
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First Nations and Inuit Youth Employment Strategy Youth Evaluation Instructions

General Information

Data Collection Instrument (DCI) Number
434342 (Report)

Fiscal Year

2014-2015

Security Classification

The First Nations and Inuit Youth Employment Strategy - Youth Evaluation Report
(DCI No. 434342) is Protected A when completed.

Before you begin

There are many ways you can obtain a FNIYES Youth evaluation Report PDF. No
matter how you receive it, you must save the PDF to a local drive BEFORE you begin
working on it.

View Instructions

Note that the form is in PDF format. To view or print your form, you require Adobe
Acrobat Reader. A free copy of Acrobat Reader is available at: http://www.adobe.com. If
you experience any problems viewing or printing your form, please contact your AANDC
Regional Office.

If you require further assistance in completing a form, the DCI has embedded user
View Instructions

documentation that you can access by clicking on the
button on the first page of every form.

The documents attached to the DCI are:
« How to Complete the DCI
o Workflow Quick Reference Diagram
« Job Classification Reference Guide
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First Nations and Inuit Youth Employment Strategy Youth Evaluation Instructions

To find user documents:

View Instructions

1. Go to the first page of the DCI and click the button.

A Java Window will appear.

JavaScript Window

Open Instruckion PDF

Select the appropriate pdf from the list of available instructions below,

How to complete the form
Job Classification Reference Guide
Workflow Quick Reference Diagram

ul's l [ Cancel

Wiarning: Jawascripk \Window

2. Select a topic from the list and click OK.
A PDF document will open where you can find the information you are looking for.
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First Nations and Inuit Youth Employment Strategy Youth Evaluation Instructions

Identification

AANDC requires different information depending on who is completing the form and
what sort of job placement you're reporting on.

When you enter identifying information on the first page, the form automatically changes
to display only the sections you need to fill in. Make sure to enter the correct information
here before you continue. If you have to change it later, you could lose some of your
work.

Who is filling in this form?

Select the radio button that indicates whether you are the:
e Youth who received the placement, or
e Program Administrator.

Work Placement Profile

Type of Work Placement
Select the correct radio button.

Job Title
Enter the name of the job.

Start Date of Placement
Enter the first day of the job placement in the format yyyy-mm-dd.

End Date of Placement
Enter the last day of the job placement in the format yyyy-mm-dd.

Employer Name
Enter the full name of the employer.

Did you complete your placement?
Select Fully if the job was completed as planned. Select Partially if not.
If you select Partially, you must indicate a reason why.

If you did not complete your placement, indicate why
This section appears if the job placement was Partially completed. You must select
a reason.

How many hours in total did you work?
Enter the total number of hours worked.
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First Nations and Inuit Youth Employment Strategy Youth Evaluation Instructions

Job Classification
Select an item from the list to describe the classification, or category, that the job
would fall under.
If you need help, click the View Instructions button and open the Job
Classification Reference Guide.

Was the job located on reserve?
Select Yes or No to indicate whether the work was performed on reserve.

Youth Contact Information

The Primary Contact is the youth who participated in the job placement.

Do not enter a Secondary Contact.

Primary Contact Information

Given Name
Enter the given name or first name.

Family Name
Enter the family name or surname.

Title/Position
Enter the job title or position.

Telephone No.
Enter the 10-digit telephone number; automatically formatted.

Extension No.
Enter the extension number, if applicable, up to 5 digits.

Fax No.
Enter the 10-digit facsimile number; automatically formatted.

E-mail Address
Enter the e-mail address of the contact if available. The format must be
name@workplace.ca.
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First Nations and Inuit Youth Employment Strategy

Youth Evaluation Instructions

Mailing Address

Number/Street/Apartment/P.O. Box
Enter the address or P.O. Box at which the party can be reached by mail.

City/Town

Enter the name of the municipality.

Province or Territory
Select the province or territory.

Country

This field is set to Canada by default.

Postal Code

Enter a valid postal code in the format A9A 9A9.

Street Address

Mailing Address

Number'Street/Apariment’P.O. Box
123 Main 5t

City/Town
Our Town

Province or Temitory
Ontario

K

Country
Canada

E

Postal Code
K0A 3A0

Strest Address ( Same as Mailing Address ]

MNumber/Street/Apariment'P.O. Box
123 Main St.

CityiTown
Our Town

Province or Temitory
Ontario

Country
Canada

Postal Code
KO0A JAD

Same as Mailing Address

Select the check box to indicate that the street address and mailing address are the

same.

Street Address

When the check box is not selected, the Street Address fields are enabled. Enter
information following the Mailing Address instructions.
When the check box is selected, the mailing address is copied to the Street
Address fields, which are then disabled.
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Personal Profile

This section describes the youth who held the job placement.

Official Language
Select English or French to indicate the language spoken at home.

Gender
Select Male or Female.

Date of Birth
Enter your birthday in the format yyyy-mm-dd.

Do you have a disability?
Select Yes or No to indicate whether the employer can claim expenses for
accommodating special needs.

Highest Level of Education Completed
Select the highest level of education.

What was your employment status at the start of the program?
Select Underemployed or Unemployed.
Note: Only for youths who participated in an ICT or Mentored job placement.

In the beginning of the work placement, were you in receipt of employment
insurance?
Select Yes or No.
Note: Only for youths who participated in an ICT or Mentored job placement.

What was your goal at the start of your placement? (Select one)
Asked for ICT or Mentored job placements only.
or

What were your goals at the start of your placement? (Check all that apply)
Asked for Coop job placements only.
or

What were your goals prior to this summer work experience? (Check all that apply)
Asked for SWE job placements only.

Select the goal(s) you had at the beginning of the job placement.
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Job Placement Evaluation

These questions only appear for youths completing the report.

Skills and Knowledge Gained

What employability skills do you feel you developed during this work
placement? Check all that apply.
Select all the skills that you gained or developed during your time on the job

placement.

If you received a certificate as a result of your work placement, specify its

name.
If applicable, enter the name of the certificate that you earned.

Did you receive a high school credit for your co-operative education
placement?
Select Yes or No.
Note: Only for youths who participated in a Co-op Education placement.

Personal Reflection

Carefully read the list of questions and think about your experiences during the job
placement. Select Absolutely, Somewhat, or Not at all to describe how you feel about

each one.

Status After Your Work Placement

This section is only for youths who participated in an ICT or Mentored job placement.

What is your status now that the work placement is over?
Select your current employment status.

If returning to school, what level of study will you be pursuing?
If applicable, select a level of education.
Note:

Success Stories / Suggestions
Think about the job placement and write in your own words how you feel about it.
What were the most positive aspects of your placement?

What could be done to improve your placement and/or the program?
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First Nations and Inuit Youth Employment Strategy Youth Evaluation Instructions

Declaration

Enter identification details of the person who has reviewed the information provided in
the First Nations and Inuit Youth Employment Strategy - Youth Evaluation Report and
who confirms that it is accurate to the best of their knowledge.

Fields and Instructions

Given Name
Enter the given name or first name.

Family Name
Enter the family name or surname.

Title/Position
Enter the job title or position.

Date
Enter the date in the format yyyy-mm-dd.
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Youth Evaluation

Job Classifications

Instructions

Refer to the lists below to help you

select the Job Classification.

The list of Job Classifications uses
very general terms. If you do not
see your exact job title, use your
judgment to choose the one that

best represents the job you had.

Art, Culture, Recreation, and Sport

lifeguard

camp leader

camp counsellor
youth centre worker
guide

library

museum worker
Cultural Centre
events worker
traditional artisans

Business, Finance, and
Administration

admin assistant
file clerk

office support
receptionist
policy analyst

Education and Social

daycare worker
teacher assistant
home visits
workshops

library

elder/senior helper
traditional language -
translator, recording

Health, Sciences, and Research

health services

homecare

lab assistant

dental assistant

health care assistant
anthropologist

researcher

traditional plants & medicines

IT, Technology &
Communications

e |IT support
e media
e communications

Manufacturing and Utilities

e assembly line worker

e hydro worker

e water treatment worker
¢ waste management

Natural Resources and
Argriculture

pasture riders
community gardens
fisheries & oceans
farm worker
forestry

tree planters
wildlife worker
guide

Trades and Labourers

house painter
carpenter
construction

public works
mechanic

housing

general labourer
equipment operator

Sales and Service

retail worker
community store worker
shelf stocker

cashier

tourism

waiter

library

customer service
housekeeping
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FIRST NATIONS AND INUIT YOUTH EMPLOYMENT STRATEGY
YOUTH EVALUATION
Workflow Quick Reference Diagram

Important: Save the PDF to a
local drive BEFORE entering data.

E'aﬂk The Program Administrator enters this
orm

information only if the student is not

The student enters this information available to complete the form

......................... Who is filling meeeeeceeeceeeee—an

* the form? +
("L ("L
NI NI
Work Placement Profile Work Placement Profile

For help with Job Classification,
click View Instructions and open
the Job Classificatign Reference Guide.

A

Youth Contact Information

)

Personal Profile

3 l
e i

Youth Contact Information

Personal Profile

Skills and Knog/ledge Gained

€3

Personal jZeerctions

’
', A

Success Stories / Suggestions

\ 4

( Declaration ‘ Declaration

Provide completed form to
the Program Administrator

<

Recipient or Program Administrator will attach the Youth Evaluation form
to the FNIYES Program Report for the matching Activity.
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FIRST NATIONS AND INUIT YOUTH EMPLOYMENT STRATEGY
YOUTH EVALUATION

There is only one FNIYES Youth Evaluation form. When you select the person filling in the

form and the type of job placement, the form automatically displays the sections you need
to complete.

Completing the electronic form is part of your work. It simplifies the process of collecting
information by modernizing the process.

Things to Remember

Youth Contact Information
You must provide the following fields in the Primary Contact Information section:
e Your first and last name
e Your telephone number
e The mailing address where you normally reside (Number/Street/Apartment/P.0.Box),
City/Town, Province or Territory, Postal Code)
e Other fields in the Primary Contact Information section are optional
e Do not provide a secondary contact

Success Stories / Suggestions: Describe the most positive aspects of your placement and
your ideas for what could be done to improve the placement or the program. Please refrain
from providing detailed personal information in your comments in order to protect the
confidentiality of individuals involved.

Declaration: The person who completed the form should provide their name in this section.
If it is the youth, enter the youth’s name and the date it was completed; the Title is not
needed. If it is the Program Administrator, enter the name of the Program Administrator,
their j