
Online Annual Reporting Webinar for SICs 
January 11, 2012



Overview 



SFI Online Database

• Overview
• Subscription Process
• Submitting Annual Report Data
• User Manual
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Advantages of the New 
System

• Central storage location for annual report data – allowing 
for collaborative data entry and no lost attachments

• Secure system 
• Decreased email traffic

– All relevant details required for annual reports and less 
missing information
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Current versus New System
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2010 System 2011  Online System (Jan 
1st)

Completion of annual report 
form in Word document

Completion of annual report 
form online

Emailed as attachment to SFI Submit button when complete

SFI confirms receipt via email SFI online reporting system 
confirms submission by email



Before You Start

• No new questions 
• Use Internet Explorer for best results
• Reports CANNOT be edited once the Submit button is 

selected (SFI can reset the report status, if it was 
submitted in error or if changes are required.)

• Contact Amy Doty if you encounter any issues 
(Amy.Doty@sfiprogram.org) 



Subscription Process
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Request Subscription Code

• One time setup

• One code per 
SIC

• Request 
Subscription 
code

• Ensure ‘SIC 
User’ is selected

• Enter 
information

URL: www.sfiprogram.org/sfidatabase/login



Email with Subscription Code

• Email from SFI 
with your unique 
code

• Click the link in 
the email from 
SFI
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Use Subscription Code

• Enter Subscription 
Code

• Copy and Paste 
Code from Email

• Login
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Set up Username & Password

• Enter information to 
be associated with 
the account

• Specify your 
username & 
password

• One-time account 
setup now complete



Submitting your Annual 
Report Data Online



Access the System
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URL: www.sfiprogram.org/sfidatabase/login



• Select hyperlink: Submit SFI SIC Progress Report Data

Accessing the Reporting 
Section 
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Accessing SIC Report

• Choose SIC Organization Name from “Organization” Drop down 
– Corresponds to State, Province or Region

• Choose reporting year, i.e. 2011



SIC Organization Information

• Highlighted sections 
on left

• Filling out your 
applicable information

– Send attachments
via email to Amy 
Doty

• Navigating reporting 
system and saving 
data
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Part I

• Landowner 
outreach and 
Informational 
Resources 
reporting

– Send examples 
via email to 
Amy Doty

• Inconsistent 
Practices 
Information

– Upload 
policy
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Part II

• Inconsistent 
Practices 
information 
continued
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Part III

• Public Outreach 
information 

– Upload one 
example and send 
additional via email 

• Program Growth
– Include full contact 

information for 
participation 
recruitment targets
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Part IV

• SIC project 
ideas or 
opportunities 

• Suggestions, 
comments or 
feedback for 
SFI Inc. 
consideration
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Part V

• SIC Leadership 
contact information
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Other Involvement

Final page 
captures:

• Conservation 
Partnerships 

• Government 
Relations

• Ensure you 
“Save” your 
work.



Submit Your Report

• Click the 
‘Submit’ button 
on the bottom 
right when your 
report has been 
completed

• Select ‘ok’ in 
pop-up box



Email Confirmation

• Once your report has 
been submitted, you 
will receive 
confirmation by email 
for your records

• Feedback on the new 
reporting system 
should be sent to 
Amy.Doty@sfiprogra
m.org



User Manual



User Manual

User Manual :
– User 

Administration

– Entering SFI 
Implementation 
Committee Annual 
Report Data

– Available on the 
SFI Website, SIC 
Members’ Area
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Questions? 


