Getting Started: Cadet Online Testing __Step by Step

Before You Start

Gather the following information:

1. Your CAPID Number (six digit number found on your membership id card)
2. Last 4 digits of yowocial security number

3. Your date of birtifformat: mmdd-yyyy)

Make sure you have done the following:
1. Installed shockwave/flash player plugin in your browser

Test at the following sitehttp://www.adobe.com/shockwave/welcome/
lfyouseeKS WAYAGFttl dA2youaregsadt SGSQ | YAYFGAZ2Y

2. Disablegbop-up blockeror Temporarily Allowed popup windows in your browser
3. Ensure that javascript is enabled in your browser
4. Make sure you have Adobe Reader and/or Microsoft PowerPoint Viewer

PAY ATTENTIONPlease pay attention along the way. If you run into problems, note which
step you had problems at, and any specific error messages that might have been displayed.
This information will be essential to whomever helps you troubleshoot. You should alsie
your computer operating system (windows xp, vista, 7, or mac) and internet browser (internet
explorer, firefox, safari, etc)
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In your internet browser, type in the address| | s s rmmeseceson
bar http://ww w.capnhg.gov ;

@ Civil Air Patrol eServices Sign In

Welcome to Civil Air Patrol eServices. The site you are accessing requires a username and

If yo u h ave al re ady aCtlvath) ur accou nt’ gzs;m?rr]ded I:;e;zegvgziirﬂggg\s:gg click 'Sign In' to proceed. After signing in, you will
skip to Step FIVE

CAPID or User Name
|

Password
Sign In

i) Need Help Logging On?

First time eServices users click here to activate your account!
Forgot password? Click here for password assistance.

', Looking For Something Else?

General CAP information is available at www.gocivilairpatrol.com
Visit members gocivilairpatrol.com for detailed member information
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STEP TWO: Activate Your Account

If you have not already activated your accou
click on the link for first time-services users.
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Welcome to Civil Air Patrol eServices. The site you are accessing requires a username and
password. Please enter them below and click 'Sign In' to proceed. After signing in, you will
be returned to the eServices home page

CAPID or User Name

Password

SignIn
\) Need Help Logging

First time eServices users click here to activate your account!
Forgot password? Click here for password assistance.

', Looking For Something Else?

General CAP information is available at www.gocivilairpatrol.com.
Visit members gocivilairpatrol.com for detailed member information.
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STEP THREE: New User Reqistration

Fill out the new user registration form.

It is very important that the information you
enter on this form exactly matches the

information you entered on your membershiy
application.
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New User Registration

This page will allow current CAP members to self-register to receive an eServices Username and Password via email. Allthat is
needed to complete this registration process is your Last Name, Last 4 of Social Security Number, Date of Birth and a valid Email
address. If this sclf-registration fails, check your ip card to be sure your membership is current. If your membership is not
current, and you would like to renew, please call NHQ Personnel. Please only contact personnel i you wish to renew or have a
question about membership eligibilty. Direct all other technical, web-related problems to the Help Desk.

Return to Sign In

*Last Name

Snuffy

*Last 4 of SSN
1475

*Email Address
snuffy17@gmail.com
*Date of Birth
03-16-1996

Clear

* - denotes required fields

STEP FOUR: Check Your Email

Check your email (the same email you
registered with, in step three).

There will be an email from National
Headquarters CAP containing your temporar

password.




STEP FIVE: Log In tS&vices
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Once yOU have yOUf |n|t|a| Username and || I Givil Air Patrol eServices Sign In
password, go back to-gervices \
http://www.capnhg.govand log in.

&A‘;, Civil Air Patrol eServices Sign In

Welcome to Civil Air Patrol eServices. The site you are accessing requires a username and
password. Please enter them below and click 'Sign In' to proceed. After signing in, you will
be returned to the eServices home page.

Your initial username is your CAPID number CAPID or User Name
the six digit number found on your Easeiind

. [seescecsesd]
membership card.

Your initialpasswords the one sent to you by 1i) Need Help Lovioing On?
email. Ao BAes e A T T

', Looking For Something Else?

General CAP information is available at www gocivilairpatrol. com
Visit members. gocivilairpatrol.com for detailed member information.
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Done
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Patrol - View/Change My Inf..

If this is your first time logging intogervices,

you will be promptedo change your passwor
immediately.

General Information

Address Information

Contact Information
Personal Characteristics

Security Clearance

Enter your temporary password again (the ol

that you just logged in with) and then your | wei” o
new desired passwordMake your password i
something you are unlikely to forget, and (s o)
consider writing it down until you have it

memorized.

Also answer the security question, so you ca
retrieve your password if you forget it.

If this is not your first time logging in, you ma
skip this step. You can change your passwo
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t | &a&g 2 NR éogding iyf. | Belvides vB8IIN
force you to change your password once eve
six months.
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STEP SEVEN: Complete OPSEC Training

LT &2dz KIFI @Sy Qi | £ NBI
training, you will be autmatically forwarded
to the OPSETraining site.

OPSEC traininig required before you can
access applications inservices.

After completing OPSEC, you will have to lo(
to e-services, again.
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If you have already completed OPSEC, skip| | /& Wmovj_ I——
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STEP EIGHT: Accept Security Certificate T =

You will probably eecounter a site security
error. The cause of this error is that your
browser does not recognize the authenticity |
the tests.cap.af.mil domain.

You need to manually add the certificate to
proceed to this website. The wording will be
different dependingon the browser you use,
but you want to Accept the Risks, Get the
Certificate, And Confirm the Security Excepti
(proceed).

' Ai asked Firefoxto conn

You have
cont

Normally, when
are going to the rght pla:e Hows

What Should I Do?

inect to this site

impersonatethe st and you shouldnt 4

Technical Details

IUnderstand the Risks

you understand what's going o
you trust the site, this error coul

D S IS T

This Connection is Untru)|

ect secure| ‘

n, you c;
Id mear

You are about to override how Firefox identifies this site.

1 Legitimate banks, stores, and other public sites willnot ask you to do this.

Server

‘ Location:  https://tests.cap.af.mil/opsec

ever, Tt
Certificate Status

This site attempts to identify itself with invalid information.

without (‘ Unknown Identity

Certificate s not trusted, because it hasn't been verified by a recognized authority.

Add Exception... store this exception

Confirm Security Exception

This example shows the Firefox browser

STEP NINE: Begin OPSEC Training

Download the OPSEC Training Material. Th
a zipfolder, containing four filesWatch the
optional video if you so choose.

Once you havéhe OPSEC training materials,
fill out the form with your CAPID, Last Name
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CAP OPSEC Briefing

ot opsec/maincim 2§ b plugintest »

Civil Air Patrol

- Security Awareness Training

Upon completion of the online training you will

sensitive missions. (Note, it may tak

As defined in the “New OPSEC Train

New OPSEC

be recorded in the national daubna and will determine your access to nn-luvel

Click Here for

be presented with a Non-Disclosure ent. Your response to this agreement will

fon and your ability to participate in

nd start the training online

Satthe Taong | | Clewr fieds

Training Requi

, units ms
below, contains the OPSEC iraining maerial in both PowerPoint and POF fo o y NDA
uirements letter signed by the National Commander. An optional video o Op.m jons Security my be vi b it

Click to Download New OPSEC Training Package (2132 KB)

reinbrgine The OPSECT:

copy of the New orsec”

Download the optional Operations Security Video (18635 KB)

Click Her to check status of membars who have taken the OPSEC training online

Security and Privacy Notice




STEP TEN: ClickSign the NDA

You can view the presentation from this pags
if you did not download the training materialg
in the earlier step. This presentation is the
same as the documents you downloaded.

Once you have reviewed the materials click
sign the Non Didosure Agreement.
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Civil Air Patrol - Security Awareness Training

There are three parts (2- Required, 1- Optional] to the Security Awarness Training. Ploase follow the step outlined below to complet the required training.
The OPSEC presentation and optional video will open in a new window and can be viewed as many times as desired by closing the new window and
reselecting the respective links.

‘Step 1 (Required): Please review the Security Awareness Training by selecting the link below. You can use either the space bar on your computer or click the
mouse button to advance the slides.

z St 2
Step 2 [Required); Read the Non Disclosure Agreement (NDA) and register your response by clicking o she link below.
Non.Disclosure Agreement
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Civil Air Patrol - Security Awareness Training

Thank you for taking the CAP Securty Awareness Traiming
To complete the training please review the Non-Disclosure Agreament (NDA) below and then select your respanse to the NDA

“Ihave reviewed the preceding briefing and agree to protect sensitive information that | come into contact with s a result of my CAP duties *
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Civil Air Patrol - Security Awareness Training

Thank you for taking the CAP Security Awareness Training
You indicated that you AGREE with the Non-Disclosure Agreement. Please confirm this selection by pressing the "I AGREE"

button below. If you want to change your mind you can alternatively select the "I DISAGREE" button. Once you have confirmed
your selection, you will receive a confirmation notice.
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STEP TWELVE: ClécK

Go back tdttp://www.capnhg.gov
Log In.

On the left menu, about halfway down, find
Cadet Online Testing and click it.
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Interim Change Letter, 3 Nov 10, Safety Education and

P Employment

Operational Risk Safety Briefing Requirements 03 Nov 2010
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Interim Change Letter, 1 Nov 10, Iniroductory Safety
Education 02 Nov 2010
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CAP National ‘ Qct-Dec 2010 Open Cockpit 25 Oct 2010
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CAP Safely Suggestions
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CAP Supporters

CAP and CAP-USAF
Directory

ATCH Text Files
Download
CAPabilties
Cadet Oniine Testing
Cadet Promotions Track
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CAPR 77-1, 8 Oct 10, Operation and Maintenance Of Civil
Alr Patrol Vehicles 08 Oct 2010

CAPR 62-2, 27 Nov 07. Mishap Reporting and Investigation
(includes Change 2, 7 Oct 10) 07 Oct 2010

AE Newsietter Fall 2010 05 Oct 2010

CAPWATCH Download Table correction 05 Oct 2010

Restricted Apps and WSA Info

Downloads

Contact Us | CAP Help Desk | gocivilairpatrol.com | CAP
| Knowledgebase | Sign Out
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STEP THIRTEEWNIickthe test type you wish

Leadership or Aerospace Test
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