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Home Page 

 The Home Page is open to all 

 The green bar has a lot of 
information that is useful to CLSs to 
proceed with their projects and is 
placed in the normal sequence of 
events from left to right 

 The News menu is a new feature that 
provides current and archived news 

 See next slide for examples 



Green Bar 

 



Home Page 

 At top right of Home Page, you have 
access to a Help button and Log In to 
enter into your private section of the 
system 

 There is also a button to change the 
language to French 

 At bottom of page, you can send a 
message to the ACLS if you are having 
issues with the Checklist sections or to 
SGB if you have issues with the project 
management section (MyCLSS) 



Home Page 

 



Login 

When you click on Log In, you will see the page below: 

 The left side is used by Project Surveyors and the right 
side is used by Land Administrators for electronic 
approval (eApproval) of plans. 

 



Log In 

 The ACLS provided a user name and 
password to access your own 
section of the system 

 You can change your password at 
any time by going to My Profile 

 After logging in, you will see the My 
Projects screen shown on following 
slide 



My Projects 

 



My Projects 

 On this page, you can: 
 Create a new project 

 Manage your existing project 

 Access closed projects (archived projects) 

 At anytime, when you click on My 
Projects at top right of the page, the 
system brings you to the My Projects 
page 

 Same if you click on My Profile at top 
right, you access your profile page (see 
next slide) 



My Profile 

 



My Profile 

 This is where you can change your 
password and make changes to your e-
mail address, phone number, and so on 

 The next two slides show how to change 
your contact information and your 
password 

 This information is used to update the 
ACLS membership database and for SGB 
to know where to send Survey 
Instructions 

 The first time you log in, you should 
change your password and check your 
contact information 



Password 

 



My Profile 

 



Create a project 

Click on New survey project: 



Create a project 

First step is to supply project information and request survey 
instructions (notice the change of interface from MyCLSS 
version 1) 



Request Survey Instructions 

 The previous slide shows a 3-step 
process: Survey Information, Support 
Documents and Request Instructions 

 On this page, you enter the information 
needed by SGB staff in order to issue 
instructions 

 The current process is enabled while the 
others are disabled 

 The next process is enabled as you click 
on the Next button successively 



Request Survey Instructions 

 The first three lines of information are identifying 
details that you want to assign to the project.  

 Surveyor’s Project Number allows you to specify your 
preferred reference name. It is used in addition to the 
SGB generated project number. It will be shown on My 
Projects page and you can search your projects by this 
reference. 

 For Survey Project Description, provide a name that 
allows you to easily find this project in a list of all your 
projects. A name that is meaningful to you. This will 
carry over through the whole system. 

 The Permit Holder field should show the name of your 
firm (if applicable). 

 The following lines provide more information on your 
project. 



Request Survey Instructions 

 Survey Information 



Request Survey Instructions 

 The next slide shows how you select 
a region which is a province or a 
territory 

 All you have to do is select from a 
drop down menu 

 A contact name will appear for your 
local CLU office and phone number 
(see three slides from this) 



Request Survey Instructions 

 



Request Survey Instructions 

 Once region is selected you select 
the Canada Lands you will survey in 
by typing any two letters and a 
selection will appear in the drop 
down menu 

 Just select the specific Canada 
Lands 

 A minimized list of types of surveys 
will appear. Just make selection and 
click « Next ». 



Request Survey Instructions 

 



Support Documents: 

Request Survey Instructions 



Request Survey Instructions 

To complete your request for instructions you 
have to provide the required support 
documents which typically include (depends on 
location and type of survey) :  

 Approval document(s) 

 Survey sketch 

 Land Status and 

 Additional comments 

This window allows you to upload these documents 
to be accessed by SGB staff.  

When you completed the input for Survey 
Information and clicked Next, a project number 
was assigned by SGB and you were free to end 
your web session and come back at a later date to 
carry on. 

  



Request Survey Instructions 

To upload the required documents: 
 Find PDF copy of documents one at the time by clicking 

on Browse, and locating in your computer 

 Click on one or more of the 4 types of documents 
(multiple items could be contained in one document) 

 Click on Upload after each document 

 As you upload documents, you will see list of required 
documents over the upload field will diminish 

 Once done the Request Instructions button is enabled 

 If you make a mistake by uploading wrong document 
you can delete said document by clicking on the 
Remove  button on the right of document name under 
Project Documents, and you can upload a new 
document. 



Request Survey Instructions 

Click on Request Survey Instructions 



Request Survey Instructions 

 You will notice that a project number 
has already been issue by SGB (top 
left in previous slide 201014099) 

 The request is sent to SGB who will 
respond in a few days by e-mail 

 At any time during this process you 
can stop and save your project (the 
Next saves the project up to that 
point) before finalizing your request 
for survey instructions 



Request Survey Instructions 

 This screen appears after submitting 
your request 



Request Survey Instructions 

 At this point, you are done for this project 
until you receive the instructions 

 At any point in the system, when you 
click on My Projects it brings you to this 
page and at any time you click on the 
project number, it brings you to project 
details page 



Project Information after S.I. Request 

Top of page: 



Request Survey Instructions 

 Next slide shows bottom half of 
previous page 

 
 A link to National Standards for the Survey 

of Canada Landas (you can click to access) 

 Endorsement blocks will come later when 
you create a survey document for your 
project 

 Name of files that you uploaded 



Project Information after S.I. Request 

 Bottom of page: 



Request Survey Instructions 

At this point you can open up 
and see the documents you 
uploaded but you cannot delete 
them since you already 
requested instructions 

 If you need to change a 
document, you will have to 
contact your CLU office 



My Projects 

 



My Projects 

You see on this page the new project that you 
just created 

Things to note: 
 Status shows Instructions requested 

 When instructions are issued, it will show status: 
Instructions Issued with a date in blue. You can click 
on date and see (and print) instructions 

 The Create a new Survey Document button is 
disabled because you did not receive instructions yet 

 You can create a new project by clicking on Create a 
New Project again 

 If you click on project number, you will go to the project 
details page where you can view Survey Instructions 
and request an amendment 



My Projects 

After SGB staff has issued survey instructions, an email 
message will be sent to the user and also the project pane 
will be updated with the Status column showing 
Instructions Issued. The issued instructions can be 
downloaded.  



Create Survey Document 

 After completing your survey (or at 
beginning a survey if you prefer), 
you can now create a survey 
document (plan, report, field notes) 
in the system by clicking on the 
hyperlinked project number to 
access the tool. The Survey 
Documents tab is enabled. You will 
see the following: 



Create Survey Document 



Create Survey Document 

 Things to note on this page: 
 The survey document is created after you 

supply the required input and click on the 
Next button 

 Decide on Survey Document Name - give 
it a name; something that means 
something to you 

 Select a Survey Document Type from the 
drop-down list in the input box 



Create Survey Document 

Click Next to create the document 

 



Create Survey Document 

 A survey document is created and the Complete 
Checklist tab is enabled 

 You can create additional survey document by 
clicking on the + sign and giving it a new name 

 Each survey document name becomes a tab under 
Survey Documents 



Create Survey Document 

Some notes about previous page: 

 You see in addition to survey document 
name and type some document 
milestones: 
 The Complete Checklist tab is higlighted. You 

click on lthe Next button to begin the ACLS 
Checklist process for this survey document 

 ACLS Checklist Name and ACLS Checklist 
Number show Not yet assigned because you 
did not yet complete a checklist 

 ACLS Levy Form shows Not yet processed for 
obvious reason 

 Other milestones will be displayed after you 
have completed a checklis (later) 



Create Survey Document 

Since you selected the survey document type, the system 
provided all endorsement  blocks for you. Click on the Project 
Information tab to access the project details page. Endorsement 
blocks are always located on the project details page, example: 



Create Survey Document 

 Sometimes, survey projects require 
more than one survey document 

 You can create as many survey 
documents as you want by following 
the same procedure (click on the + 
or +ADD button as seen below) 

 Be sure to give different names for 
each survey document 



Create Survey Document 

 Next step is to complete a checklist 
so click on the Next button to go 
the ACLS Checklist page 



Checklist Process 

You are now on ACLS section of System 



Checklist Process 

 Notes about previous page: 
 Same project and document information which are 

drawn from the project details page and are read 
only fields 

 You are now at a point to create a checklist for 
your survey document 
 Enter a name for your checklist (again a name that 

means something to you) 
 If your plan has natural boundaries click on the box 

(the system will add this item to your checklist) 
 Then click on « Create Checklist » (lower right) 
 If you changed your mind about creating a checklist, 

click on « Cancel ». 
 
 



Checklist Process 

Generating a checklist takes 10 to 20 
seconds 

 

 The screen confirms that checklist was 
created and you get following screen 
(the View/Update Checklist page): 

 



Checklist Process 

 



Checklist Process 

Notes on previous page: 

 Buttons at top: 

 View/Print Checklist allows you to view 
checklist in PDF format and print if you 
prefer. This is for those who would prefer 
filling out checklist on hardcopy before 
doing it electronically 

 « View Practice Review » and « View 
Notice of Fees » are disabled because we 
haven’t submitted checklist and plan yet 



Checklist Process 

 You also see information on project and 
survey document 

 At center of screen you see 3 buttons: 
 Save Checklist that you can do at any time 

 Reset checklist erases all answers you 
entered in checklist and starts at the beginning 

 Delete checklist just deletes the whole 
checklist. For example if you forgot to 
« Include Natural Boundaries » or decided to 
change survey document type at some point 
and you need to regenerate a new checklist 



Checklist Process 

 At bottom, you have the actual checklists 
sections (9 here) 

 You select category by category and fill in 
answers for each item 

 On the right it shows how many questions 
have been answered for each category 

 Last button at bottom is disabled because you 
did not yet complete the checklist 

 Select a category 



Checklist Process 

Checklist items all show Unanswered  



Checklist Process 

 For each item, you must enter 
either yes or N/A if that item does 
not apply to your survey document 

 On the right, there is a field for 
comments. Since checklist will be 
part of documents reviewed in 
Practice Review, we strongly 
suggest you add comments when 
you answer N/A 



Checklist Process 

 After filling answers for a category, 
click on Update to save your 
answers or Update and Close to 
move on to another category. 

 Cancel will erase answers for that 
particular category 

 After clicking on Update and Close, 
it takes 10 to 15 seconds for 
numbers to change on right 
(complete). See next slide 



Checklist Process 

Select next category 



Checklist Process 

At any time, if you just hold your cursor over a 
blue square (don’t click) on left of an item you 
get information about the item 



Checklist Process 

 At any time, you can save your 
checklist and return to finish it later. 

 If you do that, go to My Projects 
and click on the project number, 
you will see that the current survey 
document will open and the 
checklist name is hyperlinked. Click 
on the link or on the Next button to 
proceed with completing the 
checklist. 



Checklist Process 

To go back to checklist, click on the 
Checklist name or Next 



Checklist Process 

 You have completed checklist and 
want to submit. Click on « SUBMIT 
YOUR CHECKLIST ». 

 The checklist goes to ACLS and not 
to SGB. SGB staff never see the 
checklist. 

 This takes you to the ACLS Levy 
Form which shows your checklist 
name and assigned number – next 
slide 



Checklist and Levy Form Process 

 



Levy Form 

 This process replaces the old Plan and 
Monument Report form in addition to 
completing the Checklist submission 

 The check boxe confirms that you 
have added the checklist number to 
your plan  

 You should add checklist number near 
your file and project number at 
bottom right of the plan under the 
certification note 



Levy Form 

 Click check box to agree to add the checklist 
number on the plan before submitting  

 Enter the number of new monuments placed 
(0 if none) 

 Click on the Calculate Fee button 
 If you change the number of monuments, 

you must click on Calculate Fees again to 
correct your invoice 

 Click on « Submit Levy Form » which is 
enabled when all inputs have been supplied 

 The levy form is submitted to the ACLS who 
will send you an invoice. You now get the 
following window (next page) 



Final Submission 



Final Submission 

 You need to upload a PDF plan with the checklist number 
on it and also a Digital Spatial File of the plan. The PDF is 
shared between the SGB and ACLS 

 If you are following the Digital Signature Submission 
process for Plan Review, the PDF plan must be digitally 
and securely signed by you 

 Upload the PDF Survey Report or Field Notes 
 Upload any other optional file you may have 
 If you are following the mylar process, you still need to 

upload the PDF plan without a digital signature and the 
digital spatial file; then send your returns by mail to SGB 

 You can quit the project and do the submission another 
time 

 You can view your completed checklist by clicking on the 
hyperlinked checklist number – see next slide  



Final Submission 



Final Submission 

 The next step is to submit final plan 

 But before, you must obtain your 
approvals and signatures 

 You can click on the project number 
to bring you back to the Upload 
page when you are ready to upload 
and submit your returns - see next 
slide 



Final Submission 

 Upload each file 
 You can remove any uploaded file (and 

replace it) from Project Documents 
before final submission 

 The status of each uploaded file shows as 
Completed 

 The Submit & Finalize button will be 
enabled only when the required files are 
uploaded – next slide 

 



Final Submission 



Final Submission 

 After you have submitted your 
returns, you also see the following: 
 CLS Professional Review 

 ACLS Levy Form 

 Finalization and Submission and 

 SGB Final Submission Review 

 The status beside these lines change 
with progress of your project 



Final Submission Status 



After Final Submission 

 Once the plan is submitted, you can 
view what you submitted by clicking 
on the hyperlinked file name under 
Project Documents on the Survey 
Documents page (see previous 
slide) 

 To view your checklist or notice of 
fee, click on the hyperlinked 
Checklist Name or Number to go to 
the ACLS Checklist page 



After Final Submission 

After the digital submission, the « SGB Final 
Submission Review » line in your Survey 
Documents page will show « In Progress ». 

SGB staff will perform a review according to a 
Critical Issues list. If no critical issues are 
found, the status will change to « Complete » 
and eventually, a CLSR number will appear on 
your Survey Documents page. 

Once the CLSR number is available and the 
Survey Document has been scanned, the 
CLSR number will be a link providing access 
to the official version of the Survey 
Document. See next slide: 



Plan Review Completed 



Amend Survey Instructions 

 At some point in your project, you 
may realize that you need amended 
survey instructions from SGB 

 To request amended survey 
instructions, click on project 
number (from the My Projects 
page) to access the project details 
page then click on Request 
Amendments (see next slide) 



Amend Survey Instructions 

 



Amend Survey Instructions 

 If no Checklist exists for this 
project, you will see this: 



Amend Survey Instructions 

 If a checklist already exists you see this: 



Amend Survey Instructions 

On previous slide: 
 Step one, you select which survey document is 

affected by the amendment. In this case there 
is only one document for that project 

 Step two is a field for you to explain why you 
need amendment 

 You then scroll down 

If amendment will not affect any of the existing 
survey documents and may require the 
creation of an additional survey document in 
which case you would un-check all the survey 
documents listed 



Amend Survey Instructions 

 Describe the amendment 

 You can upload new documents if you 
choose 



Amend Survey Instructions 

 If your request for amendment 
affects a document that has already 
received a checklist number, an 
amended checklist will have to be 
done (please see Critical Issues 
PowerPoint presentation on how to 
create an amended checklist). 

 You click on Submit Amendment 



Amend Survey Instructions 

 



Amend Survey Instructions 

Following screen will appear showing the 
Project Information page. Click on My 
Projects menu to go back to projects page 



Amend Survey Instructions 

When amended survey instructions have been issued, 
the Project Information page will show:  

 the new status of Instructions Issued 

 a hyperlinked date under the Survey Instructions 
(Specific) section 

 enabled Request Amendment button 

 a hyplinked date for every previously issued 
instructions (see next slide) 



After Amended Survey Instructions 



Amend Survey Instructions 

 When new instructions are issued, you 
will receive an e-mail notification from 
MyCLSS once instructions are issued and 
the Status will show « Instructions 
issued » with a new date 

 From there you can amend your checklist 
by following the amend checklist link(if a 
checklist number was issued before 
asking for an amendment) and  create an 
amended checklist 



Project Closed 

 Projects are closed by SGB 

 When a project is closed, it will no longer 
appear in My Projects page 

 It will appear in Archived Projects 
section 

 Click on Archived Projects button on My 
Projects page 

 Once a project is closed the information 
about it becomes Read Only  



Archived Projects 



We hope you find the system user 
friendly and useful to you 

If you have questions and concerns, 
please click on « Contact ACLS » for 
checklist section or « Contact SGB » 
for My Projects or help with Survey 
Instructions 

Thank you  


