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How to manage your eCIRs 
A guide for Regional Editors 

 
Viewing CIRs 
Once you have signed in to MyCA, click on the link for Cruising Regions in the Navigation Menu in the 
left-hand column, then select Read CIRs.  
 

 
 
Unreviewed CIRs are displayed alphabetically, or you can sort the list by date order (most recent first) by 
clicking on the link at the top of the page. Select any CIR that falls into your region by clicking on the title 
(usually the name of the port). You should see a screen with view and edit tabs at the top (below the 
title).  
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Editing an entry 
Click the edit tab to open up the CIR in edit mode. As a Regional Editor, you can now edit any aspect of 
the posting, although if you have further details to add, rather than a correction, it is normally better to 
post them as a comment under your own name (see Ψ!ŘŘƛƴƎ ŀ /ƻƳƳŜƴǘ ǘƻ ŀ /LwΩ below). Feel free to 
correct spellings and formatting to make the entry consistent with the other CIR postings, for instance 
ōȅ ŎƘŀƴƎƛƴƎ ǘƘŜ ǘƛǘƭŜ ǘƻ Ψ¢ƛǘƭŜ /ŀǎŜΩΣ rather than BLOCK CAPITALS! 
 

 
 
4ÒÁÎÓÆÅÒÒÉÎÇ #)2Ó ÔÏȭ 2ÅÖÉÅ×ÅÄȭ ÓÔÁÔÕÓ 
¢ƻ ǘǊŀƴǎŦŜǊ ǘƘŜ /Lw ŦǊƻƳ ǘƘŜ Ψ¦ƴǊŜǾƛŜǿŜŘΩ ŎŀǘŜƎƻǊȅ ǘƻ ȅƻǳǊ ǊŜƎƛƻƴŀƭ ŎŀǘŜƎƻǊȅΣ ŎƭƛŎƪ ǘƘŜ Řƻǿƴ ŀǊǊƻǿ ƛƴ 
ǘƘŜ wŜƎƛƻƴǎ ƳŜƴǳ ōƻȄ όƴŜȄǘ ǘƻ ǿƘŜǊŜ ƛǘ ǎŀȅǎ Ψ¦ƴǊŜǾƛŜǿŜŘΩύΦ ¸ƻǳ ǎƘƻǳƭŘ ǎŜŜ ŀ ƭƛǎǘ ƻŦ regions, from which 
you can select the appropriate region for the CIR to be transferred (normally your own area). 5ƻƴΩǘ 
ǎŜƭŜŎǘ ǘƘŜ ƳŜƴǳ ƛǘŜƳǎ ŜƴǘƛǘƭŜŘ ΨwŜƎƛƻƴǎ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ /! !ƭƳŀƴŀŎΩ ƻǊ ΨaŜŘƛǘŜǊǊŀƴŜŀƴΩ ŀǎ ǘƘŜǎŜ ŀǊŜ Ƨǳǎǘ 
headings to help differentiate between the different areas 
 
When you have ŦƛƴƛǎƘŜŘ ŜŘƛǘƛƴƎ ǘƘŜ ŜƴǘǊȅΣ ǎŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ΨtǊŜǾƛŜǿΩ ōǳǘǘƻƴ 
(being very careful not to hit the Delete button by mistake!).  
 
When you see the Preview screen you have a further chance to make any necessary edits, and then you 
ǎƘƻǳƭŘ ǎŎǊƻƭƭ ŀƎŀƛƴ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΣ ŀƴŘ ǘƘƛǎ ǘƛƳŜ ŎƭƛŎƪ ǘƘŜ Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴ όŀƎŀƛƴ ōŜƛƴƎ ǾŜǊȅ 
careful not to hit the Delete button by mistake!) ̧ ƻǳ Ƴǳǎǘ ǊŜƳŜƳōŜǊ ǘƻ ŎƭƛŎƪ Ψ{ǳōƳƛǘΩΣ ƛƴ ƻǊŘŜǊ ǘƘŀǘ ȅƻǳr 
changes are saved.  
 
Adding a Comment to a CIR 
If you would like to add to another memberΩǎ /Lw ǇƻǎǘƛƴƎΣ ǘƘŜ ōŜǎǘ ǿŀȅ ƛǎ ǘƻ ŎƭƛŎƪ ǘƘŜ Ψadd new 
commentΩ ƭƛƴƪ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ŜƴǘǊȅΣ ǊŀǘƘŜǊ ǘƘŀƴ ƳŀƪƛƴƎ ŎƘŀƴƎŜǎ ƛƴ ǘƘŜ ŜŘƛǘ ǎŎǊŜŜƴΦ ¢Ƙƛǎ ƳŀƪŜǎ ǘƘŜ 
contribution visible as being added by you, as regional editor, giving it extra credibility! 
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Creating a new CIR 
LŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ Ǉƻǎǘ ŀ ŎǊǳƛǎƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜǇƻǊǘΣ ǎŜƭŜŎǘ Ψ!ŘŘ LƴŦƻǊƳŀǘƛƻƴΩ ŦǊƻƳ ǘƘŜ ƭŜŦǘ ƳŜƴǳ όǘƻǇ 
ǎŜŎǘƛƻƴύΣ ǘƘŜƴ ŎƭƛŎƪ Ψ/ǊǳƛǎƛƴƎ LƴŦƻǊƳŀǘƛƻƴ wŜǇƻǊǘ ό/LwύΩΦ Cƻƭƭƻǿ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ŦƻǊƳ 
which explain how to complete each of the boxes. If you are submitting information for your own 
ǊŜƎƛƻƴΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǊŜƎƛƻƴ ǳǎƛƴƎ ǘƘŜ ΨwŜƎƛƻƴǎΩ ŘǊƻǇ Řƻǿƴ ōƻȄΦ hǘƘŜǊǿƛǎŜΣ ƭŜŀǾŜ the 
ΨwŜƎƛƻƴǎΩ ǎŜǘǘƛƴƎ ŀǎ Ψ¦ƴǊŜǾƛŜǿŜŘΩ ŀƴŘ ƛǘ ǿƛƭƭ ōŜ ǘǊŀƴǎŦŜǊǊŜŘ όǊŜǾƛŜǿŜŘύ ōȅ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǊŜƎƛƻƴŀƭ 
editor. ²ƘŜƴ ǎŜƭŜŎǘƛƴƎ ȅƻǳǊ ǊŜƎƛƻƴΣ ǇƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ǘƘŜ ǘƛǘƭŜ ΨwŜƎƛƻƴǎ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ /! !ƭƳŀƴŀŎΩ ƛǎ Ƨǳǎǘ 
a title for the regions which follow and should not be selected. (Similarly with the Mediterranean title, 
which is a heading for the Mediterranean regions.)  
 
When completing the form, you do not need to fill in every box. For instance, if the information is based 
on first hand experience, you do nƻǘ ƴŜŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ȅƻǳǊ ƴŀƳŜ ƛƴ ǘƘŜ ΨLƴŦƻǊƳŀǘƛƻƴ ǇǊƻǾƛŘŜŘ ōȅΩ ōƻȄΣ 
as your name will appear automatically as the person submitting the report. Similarly, the date does not 
need to be completed if it is current information. It is also not necessary to give details of your boat, if it 
is not relevant to the information being provided.  
 
¸ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǳǎŜ ǘƘŜ ΨCƛƭŜ !ǘǘŀŎƘƳŜƴǘǎΩ ƻǇǘƛƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ŦƻǊƳ ƛŦ ȅƻǳ ǿŀƴǘ ǘƻ ŀǘǘŀŎƘ 
further information or pictures. There is help on how to do this by clicking the link in item 5 of the help 
instructions at the top of the form.   
 
²ƘŜƴ ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘ ŜƴǘŜǊƛƴƎ ȅƻǳǊ ƛƴŦƻǊƳŀǘƛƻƴΣ ǇǊŜǎǎ ǘƘŜ ΨtǊŜǾƛŜǿΩ ōǳǘǘƻƴ ŀƴŘ ŎƘŜŎƪ ǘƘŜ ŎƻƴǘŜƴǘǎ 
as shown on the screen. You can make any further amendments to the report at this stage, and then 
press ΨtǊŜǾƛŜǿΩ ŀƎŀƛƴ ǘƻ ŎƘŜŎƪ ȅƻǳǊ ŎƘŀƴƎŜǎΣ ƻǊ Ψ{ǳōƳƛǘΩ ǘƻ ǎŀǾŜ ȅƻǳǊ ǊŜǇƻǊǘΦ  


