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TNG Portal

The TNG 
Portal is the 

permanent 

record for all 

things related 

to Referrals for 

Tsilhqot’in 

National 

Government. 



TNG Portal

Information is 

posted to the 

Portal.  We 

call these 

packages of 

information a 

Portal 

Submission. 
BC Government User 

TNG Referral Worker 



TNG Portal

Every submission 

and all its content, 

attachments, 

shapefiles, 

permissions and 

email notification 

settings represent 

a record in a 

database 



View of DATABASE 



TNG Portal

The TFA Engagement 

Form:  

“TFA Engagement 

Request 2011-Sept-

15” is the form BC 

Government Portal 

users use to make an 

entry to the database 

and initiate a new 

TSA Engagement. 



TNG Portal

Every week 

each new TSA 

Engagement is 

assigned to a 

Referral Worker 

at TNG during 

our Monday 

afternoon 

Referral Group 

meetings.   
 

TNG Referral Worker 

BC Government User 



MAKING A PORTAL SUBMISSION 



MAKING A PORTAL SUBMISSION

  



To initiate a NEW 
TSA Engagement 
select the TFA 
Engagement 
Request 2011-
Sept-15 form and 
click  

Fill Form 



To Reopen and 
work on a 
submission you 
have already 
initiated and held 
in Draft, select it 
in the drop down 
menu under 
Resume Work on 
Draft Submission 
and click  

Resume DRAFT. 



Note: 

The Submisison ID has 
already been generated. 

This is a Parent Submission    
no need to link it to another 
submission. 

Name your submission in 
this format:  

      

      EL2 Fence Replacement  Crazy Creek  

Click Save – or else edits 
will be lost! 



Fill in the field 
of the Content 
Node with 
details. 

(See example) 

 

At the bottom of 
the node click 
the Save button 

 



Due Date Calculator: 

Select the Level and 
Zone for your 
Engagement.   

The Start Date and 
Completion Date will 
automatically be 
calculated based on the 
TSA Guidelines. 

TSA Level and Zone Working Days

Any Level - Zone D Exclusively No Time Limit Set

Level 2 - Zone A, Level 4 Criteria 20

Level 2 - Zone B and/or C 20

Level 3 - Zone B and/or C 40

Level 4 - Zone B and/or C 60

Level 5 - Any Zone No Time Limit Set

Tsilhqot'in Engagement - Any Zone 30



File Attachment Loader: 

1. Browse to file you wish 
to load 

2. Add Meta Data 

3. Upload File 

*NO SPACES in filenames 

*Maximum of 30 characters 

*NO non-alphanumeric 
characters 



You can DELETE a 
file attachment if 
you realize you 
attached the 
wrong file or want 
to edit it and 
reattach. 



Shapefile Loader:  

Browse to the 
DBF, SHP, and SHX 
files to complete 
your shapefile 
submission. 

 

A successful 
shapefile load will 
appear in the list. 



Permissions: 

For the most part you 
accept the default 
permission. 

 

You are part of the  

BCGovernment  

User Group 



Email Notifications: 

Autocompletes when 
you start typing 



The Submisison Control:  

 

 

 

 

Delete this Draft 

Hold as Draft 

Submit to Stewardship Portal 



SEARCHING and RETRIEVAL 



SEARCHING and RETRIEVAL 



 

 Search by 
Submission ID 
number (DBID) 

Keyword Search 

Advanced Search 

    
    

     

 

 



Find Submissions:   Submission ID Search 

 

 

 

 

 

Do you know the exact number (Submission ID) of the 
Portal Submission you are looking for? 

If you do, type it into the Submission ID field and click 
Search. 

 



Find Submissions:     Keyword Search 

 

 

 

 

 

 

Now expand the Keyword Search option by clicking on the 
arrow next to Keyword Search.  



Keyword Search:  

Customize search criteria 
as broadly or narrowly as 
you wish. 

 Enter keyword(s) and 
click the fields to look 
within for those fields. 

 Specify Submission 
status to search by. 

 Specify type of 
submission (Parent or 
Child (amendment) to 
search . 



Experiment with a variety of 
Keyword Searches.   

Toggle on and off the searching 
criteria. 

Find submissions based on WHO 
submitted it, then WHO it is 
assigned to, or a word in the 
Subm.ission Name 



What if you want 
help AFTER this 
training session? 

Instructions are 
available for 
each type of 
search. 

Simply expand the 
Instructions Tab. 



Reporting on Multiple Search Results 

 Search results can 

also be exported to 

Excel (csv format) and 

manipulated in Excel 

to create a tidy report.   

  



SUBMISSION VIEWING 

 



What to do with the Results of your Search: 

 Search Results display 
in  “Tree” format: 

 Click on arrow beside 
submissions to 
expand or collapse 
details 

 Blue “S” in icon 
denotes Parent 
“Submission” 

 Red “A” in icon 
denotes Child or 
“Amendment”. 

 



How to Navigate Search Results (cont.): 

 Expanded Search 
Results “Tree”  

 Display the 
Submission Details: 

  Name 
  Actions 

 
Amendments 
Attachments 

  
Click on the triangle 

beside the Attachments 
icon, and open up 

documents. 







VIEWING CONTENT 



In Actions click on  

View Form Data  

to view content of Submission. 





Viewing an entire existing Submission: 

 A great way to view 

a referral is to start 

with the “Export to 

PDF” or “Preview 

as a WebPage” 

viewing options, 

available under the 

“Actions” arrow. 

  





What’s the deal with Submission 
NAMES anyway?  (Green Text) 



What is in a NAME?: 

 A submission name is a custom-entered quick summary of the submission.   
 A Submission name is one of only a few attributes that can be entered on 

the form AND / OR edited after a form is submitted. 
 Proper naming helps locate information quickly – either with the search 

tool, or by allowing users to quickly scan a list of submissions or child 
submissions for the particulars of a submission. 

 It helps users decide which parent submission (or child submission) is most 
likely to contain the information they are seeking. 

 The new tree structure allows users to view the Submission ID and Name, 
before delving into the details, saving time and effort. 

 Without proper naming the user must expand the details of each 
submission, and potentially open documents, and forms to get a better 
understanding of what is in the contents, costing time and frustration, 
before finding the submission they wish to view. 



We have covered: 

 Making a TSA Engagement 
 Searching to find a submission 
 Where to find the Instructions  
 Viewing details of a submission 
 Viewing attachments 
 
.Questions?  


