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What is the Stewardship Portal?
Interactive web-based land-use information 

management and planning support system

 simplifies processes of filing, tracking, and storing data for 
more effective retrieval, review and communication of 
referral data

Interactive display of map data

 Makes power of GIS accessible to assist in planning and 
decision making 



 Web interface enables the ability to:

 Upload/download, view, query, store, and print spatial and 
non-spatial content from any internet-connected computer

 Permanent Record
 The Portal acts as a permanent record of all communication 

& information relating to referrals, outliving changes in staff, 
email accounts, and varying personal filing systems. 

 Cumulative database of land use
 Over time the data and information has built up to show a 

progression of activity, which can help us assess new 
activities. Portal has been in use since 2007



TNG Portal

Information is 
posted to the 

Portal.  We call 
these packages 
of information a

Portal 
Submission.

Proponent 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



What is unique about the Portal?

 Proponent is responsible for data entry
 Removes the administrative responsibility of data entry from 

the First Nations staff
 Reduces the FN’s data management costs
 Significantly decreases the potential for data entry error.

 Is accessible over the internet
 Makes reviewing spatial and non-spatial data possible from 

remote locations (where internet is available).



 Based on open source technology…. 
• Framework and structured coding is available free of cost to 

anyone who wants it.  We do however rely on the developer 
for improvements and support on a consultant model.

 Is flexible/customizable to meet a variety of needs 
and uses
• This is “our Portal”, it is designed for TNG’s use, we have the 

ability to request revisions that suit our needs.



Referral Process: (Simplified Version)

Submit Referrals; 
Review and 

Respond

Review Referrals; 
Respond with 
Amendments



Portal Training Terminology 

Glossary of Key Terms

Proponent

Company, government or individual who puts forward 
a proposal for land use. Examples are forestry licensee, 
BC government, or mining companies.

Typically, there is a link between the Proponent and 
the Form they use on the Portal.



Glossary of Key Terms (cont.)

Forms

Forms are used to enter data into the Portal.

TFA Engagement Request Form is used by Government

Forestry Referral Form  & Forest Management Form 
are used by West Fraser, Tolko and other licensees

(BCTS switched to the TSA form once the TSA came into effect).

Custom forms can be built for other Portal uses.
The Mining Form for Industry created June 2011

Each Form consist of a series of NODES.



Glossary of Key Terms (cont.)

Nodes

 Nodes perform separate, independent functions. Each 
node is an independent block of code. It takes a 
combination of Nodes to make a Form.

• Parent Submission ID node 

• Content node

 Nodes have expandable instructions, and the nodes 
themselves are collapsible.

 If you need help, look for a triangle near the top left of a 
node for instructions.



Parent Submission

 the first submission on a particular referral/engagement.  
Almost always submitted by the proponent. 

Child Submission

 Any subsequent submissions that are linked to a parent.  
Also called an “amendment”

 You can not make a “child submission” or “amendment”
to another child submission.

 All referral responses by TNG staff should be Child 
Submissions.



Glossary of Key Terms (cont.)

User Group

 a collection of users that usually work for the same 
company/group.

 Belonging to a particular user group has some 
influence on your ability to access submissions.  

 We have 6 TNG Community Groups.  SOME of these 
users have access to the TUS, not all.  Referral 
Workers have permissions defaulted on.

 Members of a user group have default access to co-
group member’s submissions (submitted and draft).



Examples of Portal User Groups:

• 1_TNG

• Community User Groups (Alexandria, Anaham, Nemiah, 
Toosey, Stone, Alexis Creek)

• Tolko 

• West Fraser 

• BC Government  - largest group



Glossary of Key Terms (cont.)

Permissions

 Permissions give a user access to view, download, and respond 
to Portal submissions.

 There are 3 types of permissions that are set when a username 
is created:

• Always Granted (TNG)

• Granted by Default but removable (Community RW)

• None (Licensees)

 Permissions allow us to determine who can see what, and 
protect confidential data.



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

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



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.





Switch to Practical



VIEWING CONTENT



In Actions click on 
View Form Data 
to view content of 
Submission.





Viewing an 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.





Switch to Practical



MAPLAYERS



Maplayers:



Maplayers:



Maplayers:



Switch to Practical



MAKING A SUBMISSION



Make a Submission:



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.



Linking Child Submission to Parent Submission:

Three steps to link:
1. Enter Parent 

Submission ID
2. Click Validate button 

(Confirm the correct 
name is listed)

3. Click Set Parent 
Submission ID button



Note:

The Submisison ID has 
already been generated.

Name your submission 
with some detail so you 
can pick it out of a list. 
“Response” is not helpful.

Click Save – or else edits 
will be lost!



Fill in all the details of your 
submission including – Naming 
your submission;  linking to a 
parent; entering content; 
adding file attachments; and 
uploading shapefiles.

Assigning permissions, and 
adding email addresses for 
notification.

And Submitting.



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.



Permissions:

For the most part you 
accept the default 
permission.

You are part of the 

1_TNG

User Group



Email Notifications:

Autocompletes when 
you start typing



The Submission Control: 

Delete this Draft

Hold as Draft

Submit to Stewardship Portal



Make a Submission:

A submission can be held in Draft if you wish to add more detail at a 
later time.

Once a submission has been made:

All email notifications are automatically sent out;
All users who have permission can access the submission;



User Help and Training 
materials?:

In the form Instruction 
dropdown topics



User Help and Training materials?:

Document Download Page

Comprehensive Training Materials,
Task Specific User Help Documents,
Links to templates and much much
more.



Portal Administration Contacts:

Jodie Jim, Tsilhqot’in National Government
Jodie@tsilhqotin.ca

Sarah Gash,  Tsilhqot'in National Government
sarah@tsilhqotin.ca

TNG front desk: 250-392-3918

TNG’s Referral Workers : Gene/Lennon/Linda/Josh/Tamara/Liz


