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HOW TO BOOK A LIFESAVING EXAMINATION/S

Workflow, Procedures and Tips



Exam Booking Workflow - Instructors & Teachers

Go to
WWW.SISS.org.sqg
- Forms to Download

Download the Download the Exam Form
Exam Booking Form you need you need

Fill in all the
relevant information
(All fields must be completed)

Double-check all
Information for ERRORSs

Save in Microsoft Office 2007
or lower version

Email both
Exam Booking & Exam Form to
bernardyong@slss.org.sg &
michaelchua@slss.org.sg

O )

Call SLSS @ 6299 3660 after 2 working
days to confirm that email & documents
are received by SLSS




Exam Booking Workflow - SLSS Office

SLSS receives W

Exam Booking & Exam Form
from Instructor / Teacher J

SR

Check all information
correctly completed ?

I.I

/ Inform Instructor / Teacher about error \

and to re-submit relevant form/s

** The Date of Booking will be taken

| YES |

from the date the SLSS accepts the booking.

If the form/s is return to Instructor/Teacher
for amendment before resubmission, T

the Date of Booking starts from

K the fresh submission / acceptance date J

—[ RESUBMISSION ]

[ information for ERRORS ?

— . NO Errors}—

Double-check all

Instructor / Teacher to inform SLSS

YES If exam form/s not received within 3 days

after payment made.

)

Print out Forms on TWO sides

I_I

Inform Instructor / Teacher
payment amount and
to make payment within 3 working days

1

f Mail out Exam Form/s to Instructor / Teacher \
after CHQ payment received

Instructor / Teacher may also make payment in

Cash at the SLSS Office and collect form/s

** |f payment is not received after 3 working days
k from Instructor booking/s will be void /

[

Inform Instructor / Teacher of
Examiner assigned or arrangement made




DOWNLOADING FORMS FROM WEBSITE

4 SINGAPORE LIFE SAYING SO - Microsoft Internet Explorer,

File Edit WYiew Favorites Tools  Help i f
\_)'- \_‘) \ﬂ @ { ;\l /_\J Search \51'\'(’ Favorites e} <]~ :’\5 - _J ﬁ L_?j - @ [ N 5
My Web Search | Psearch ~  Address |£_1 hiktp: { fmse, slss.ora.5a) V| Go Links > | & - £ - P: =
(&1 - (7] 4 | &] SINGAPORE LIFE sAVIN... | ©
. ] -
Finance 1
Local Press
Annual Report
RESCUER
Upsatsy IMPORTANT NOTICE
APORIANL NOLLCL Download the forms from
Cotrses s Sutiminare ete By accessing this website, you acknowledge
www.slss.org.sqg under
Activity calendar a. The Singapore ng Society (SLSS) shall « ”
Events ‘0% andior equences that may be suffered by y Forms to Download
materials or content on this website and no right of action shall arise as aresult of reference
Forms to Download to, or reliance upon, any information contained in, or omitted from this website.
b. In providing links to other websites or resources, the SLSS does not in any way endorse the
Sales ltems linked sites or resources or their respective contents nor shall the SLSS be liable for any content
or material from those sites or resources.
Useful Links c. No information, pictures, logos or materials from this website may be reproduced without the
prior written consent of the SLSS.
Photo Gallery
Contact Us
SLSS is a National Member of the Royal Life Saving Society Commonwealth and
International Life Saving Federation. g
w
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DOWNLOADING FORMS FROM WEBSITE

# Courses - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help F ,'

eBack - \_/I \ﬂ @ _;\_| /I__\J Search “:,:1‘\'( Favorites ﬁ‘j [_':v .,:,L, - _J ﬁ Eej - @ 'S 5

My wieh Search | Pssarch |~ Address |E| btk e, slss, arg, sgiForms e 20ta%e200omnload ¥ 20-%E Vl GD Links * '@ M oo~ EH »

E'E"'l@&-ursesl h

Kef iy ormatitil *  Oxygen Resuscitation Course |

Soci

°9°5; @ Application Form for Examination Booking

Qur History . .
« Award of Merit - Exam Booking Form

Organisation . Award of Mertit - Exam Form PI ease down I Oad an d use

Flounibe + Bronze Medallion Award - Exam Booking Form the CORRECT form for the
« Bronze Medallion Award - Exam Form respective Exam. intended.

Local Press « Bronze Cross Award - Exam Booking Form

Annual Report + Bronze Cross Award - Exam Form For exam p|e’ if you are
« CPR Award - Exam Booking Form :

o , N booking CPR Award, please
« CPR Award - Exam Form

Updates s Distinction Award - Exam Booking Form download bOth these forms

o S/ « Distinction Award - Exam Form and complete them

a3 2y e « Lifesaving 123 Award(s) - Exam Booking Form accordi ng |y
Activity calendar « Lifesaving 123 Award(s) - Exam Form
Events 0% « Pool Lifeguard Award - Exam Booking Form

Forms to Download « Pool Lifeguard Award - Exam Form J
« Patrol Lifeguard Award - Exam Booking Form

Salgx figms « Patrol Lifeguard Award - Exam Form

Useful Links «  Senior Resuscitation Award - Exam Booking Form

@ - - - o - T - Q Inkternet -
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DOWNLOADING FORMS FROM WEBSITE

& Shared Documents

File Edit ‘“iew Favorites Tools  Help

@Back - \_j I.‘E ;)Search h___' Folders v

=

"J Adobe PDF
|
v’jéj Shared Yideo

3 testfile
File
0kKB

shared Documents

(7] ‘What's a shared Folder?

File and Folder Tasks

() Make a new Folder

&8 Publish this Falder to the
web

i share this folder

Things to do before
downloading Form/s

» Decide where you want to

save the downloaded form/s

on your computer. For
example, “Desktop”, “C
Drive” etc.

» Create a Folder

* Name the folder

ti_i_k/ Shared Music

BEES
>

— -\'\
';‘i? Shared Pictures
I

. desktop.ini = HEEPGUID. TXT
¥ _.. Configuration Settings = Texk Docurnent
1 KB = LKE

1
View 4

Arrange Icons By 3
Refrash
1

ske Shorkcut

Paste She
Undo Delete Chrl+Z

I I ——————md |
I 1
|

| Properties | @ Shorteut

ﬁ Briefcase
a Eitmap Image
Microsoft Word Document
@ Microsoft Access Application
Microsoft PowerPoint Presentation
Ej Texk Documnent
|| Wave Sound
@ Microsoft Excel worksheet
(5| Compressed (zipped) Folder

@§ MSA Revi.,, | Gl ExamEo,.. T Courses .., & SharedD... m & LI 1201



DOWNLOADING FORMS FROM WEBSITE

& Shared Documents

File  Edit  Wiew Favorites Tools Help g’
eBack - @ Iﬁ pSearch [1:_‘ Folders v

shared Documents A ll::,j Adobe PDF ki‘"j Shared Music [ ,—@ Shared Pictures
J v
@) ‘What's a shared folder?
& ety '1 . deskbop.ini '~ HBEPGUID.TXT
| =/ J shared video gt Configuration Settings = | Text Document
File and Folder Tasks 3 i — 1K8

E—j Make: a new Folder

&8 Publish this folder ko the
Web

& Share this folder

% bestfile =
File B E:amn Booking & Exam Form

0 KE |
Falder is Empty

Other Places

Details

Fie Fder Things to do before
Date Modified: 30 August 2004,

15:37 downloading Form/s

e Name the folder

& objects 187 bytes j Iy Computer
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DOWNLOADING FORMS FROM WEBSITE

File  Edit ‘View Favorites  Tools  Help .',"
[5¢] [ 3 AL ; P T _ W=

@Back ~ g \ﬂ @ ‘;‘J /_)Search . Favorites ﬁz o =" % _I "3 @] ) @ 'S =

My Web Search ] Psearch »  pddress |£§| httpef femea, slss, org.sgfForms %8 — 22

FIRAFERE |_@ Courses |

File Download

K Inf £ Do you want to open or save this file? £
% ormalivn *  Oxygen Resuscitation Course
@ Mame: Form - Exam - CPR. - Exam Booking Form.doc
Socie i < F i Type: Microsoft Word Docurment, 164 KB
i < Application Form for Examination B e
TOM; Wi, 5lss,0rg,50
Our History ] ;
« Award of Merit - Exam Booking Fg [ open [ sse | [ _conca |
Organisation «  Award of Mertit - Exam Form
y Always ask before opening this twpe of file
Fina » Bronze Medallion Award - Exam B
inance
. Bronze Mecdallion Award - Exam R wehile fles from the Intemet can be useful, sofe files can potentialy
L 1P @ harm pour computer. |f you do not trust the soulce, do not open or
ocal Fress « Bronze Cross Award - Exam Book save this file. What's the risk?

Arnual Reort +  Bronze Cross Award - Exam Forn \

« CPR Award - Exam Booking Form

RESCUER » CPR Award - Exam Form \

Click the desire link.

Updates « Distinction Award - Exam Booking Form
« Distinction Award - Exam Form

- ‘Sen The above message box
i 3 2l e « Lifesaving 123 Award(s) - Exam Booking Form ) 9
Activity calendar « Lifesaving 123 Award(s) - Exam Form will appear-

Events ‘09 ; ;

: « PoolLifeguard Award - Exam Booking Form -
: , , Click “Save” or “Open”
Forms to Download + Pool Lifeguard Award - Exam Form .
- « Patrol Lifeguard Award - Exam Booking Form d epend INg on your
Salfs gqms « Patrol Lifeguard Award - Exam Form P reference.
Useful Links «  Senior Resuscitation Award - Exam Booking Form
% Start downloading From sikes http:,l',l'www.slss.org.sg,l'Fnrm%2;—%ZD.Exarn':a’oEEI—%20(:;R°a’;.2EI—%2:JExam“.n’o.:?EIB;king“.n’o:?E'II-:orm.dcu: # Internet =
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TO SAVE FORMS DOWNLOADED FROM WEBSITE

el ' Explorer
eBack - \__) @ @ :_h /':_)SBarch “E':‘\'E-‘Favorites @ L;- Save i |E}Shared Documents v| QO F e E- p
My ‘Web Search I HFoearch ~  Address @ http| _é I 'E'r : 7
@ = |;'_=| & L@ Caurses | My Recent iiﬁShared Music
. Documents [@Shared PFictures i rard oih dio il h
£ 5 9 ontans music and other audio ries. =
Key Information < Oxygen Resuscita @ Hshared video Size: 1.35 MB . . .
Folders: Sample Plavlists, Sample Music, My Plaviists, ...
Socie Deskt
i @  Application Form fl e
OI.II' Hlstor, 2 n E@nnm ‘—]
Orginis,if'r_on . A by Documetts
Fin:;nte KB gj
. % E Saving: p.
Lociipfes ...PR: - Exam Booking Fl| My Computer
o « B C—]
Annual Report = E Esot:::;:g ti:e L ‘g File name: |Form -Exam - CPR - Exam Booking Form.doc % | [ Open J
] - (] Transfer rate: My Network | Save a3 type: | Microsoft \Word Document < e Cancel
RESCLIER d [ Close this dialog bo - D\
Upddtes T . C Open Open Folder \
Courses & Seminars etc ) ; ; ’ :
i N . Lifesaving 123 Award(s) - Exam Booking Form Click “Save”
Activity calendar » Lifesaving 123 Award(s) - Exam Form
S .
Events ‘09 » Pool Lifeguard Award - Exam Booking Form Save the form in the
Forms to Download » Pool Lifeguard Award - Exam Form chosen Directo ry and
) + Patrol Lifeguard Award - Exam Booking Form
Sales Items P ; FOIder
. atrol Lifeguard Award - Exam Form
Useful Links . « Senior Resuscitation Award - Exam Booking Form
- e ey ows e = ~
@ # Internet
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TO OPEN AND EDIT FORMS DOWNLOADED FROM WEBSITE

@Back M P |ﬂ @ hh /F‘ Search ‘\E:'\'{Favc-rites {__‘3 E__*v ::; : _.I :‘} @] &) @ N %
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Key Information *  Oxygen Resuscitation Course File Download B
Society ) - Application Form for Examihation Bo Do you want to open or save this file?
Our History _ _ @ Mame: Form - Exam - CPR - Exam Booking Form,doc
« Award of Merit - Exam Booking For Type: Microsoft Word Document, 184 K
Organisation +  Award of Mertit - Exam Form el
Fin'a'm:e « Bronze Medallion Award - Exam Bo| Open | [ Save | [ Cancel
« Bronze Medallion Award - Exam Fol
Local Press Bronze Cross Award - Exam Bookir Hie et e NG
.
Annual Report + Bronze Cross Award - Exam Form UGS 2 Bl e
i « CPR Award - Exam Booking Form save this file. What's the risk?
REJCLIER « CPR Award - Exam Form
Updates « Distinction Award - Exam Booking Form \
_ 2, +  Distinction Award - Exam Form
Coreat S SR n s et . Lifesaving 123 Award(s) - Exam Booking Form Click “ Open”
Activity calendar « Lifesaving 123 Award(s) - Exam Form
Events ‘09 « Pool Lifeguard Award - Exam Booking Form
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- « Patrol Lifeguard Award - Exam Booking Form
Salgn Jigms « Patrol Lifeguard Award - Exam Form
Useful Links « Senior Resuscitation Award - Exam Booking Form =
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TO OPEN AND EDIT FORMS DOWNLOADED FROM WEBSITE

rm% 20 -% 20 Exam® 20 -%20CPR%20-% 20 Exam% 20Booking% 20Form. doc - Microsoft Internet Explorer

Edit  Wiew Insert Format  Tools Table GoTo  Favoribes  Help ;#
e ¥

open... Chieo /;j pSearch ‘}_\.;‘Favnrltes @l @ *‘f - D ﬂ E & o 5
Links ® @ . o - EH 3

Save Chrl+5

earch - ress P, slss, org, sgfForm L2 0E xam s, 3 0
" Dsearch Add http:} ! [Form&s20-S20E xam&e20-9%200PRe v | 24 G

Page Setup...

Print... Ctrl+P

Send 3
RE LIFE MG SOCIETY [A National Member of the Royal Life Sswing Society Commonwedth and International Life Sswving Federation]
Lane, oo Halz, Svilmimia g Compe, Sl gapove 230027, Tel 2003 000, Sz 020000 03 Smal e rectic nefan Mehs B S5 g a7

Import and Export. ..

YAMNATION EROKING FORM _ _
Propertiss L INFORMATION N CAPITAL LETTERS] Exam. Booking Ret No.: B/ {1 2009

BT Ieacher:l'u'l'.fm'ls\ + Please Note -
Wark OFfline = Final test amangements, ie. DaeDaywTimeenue, are sticth subjected to agreement between the
Close ™= =1 Irstnuctor. Instructoris to exemize flexibilty to accommodate Biaminers' comeenience as

i are wolurtany. Instructor must ensure that 5L55 & informed of any changeis) & least 3

Fddrezs | The form WiII he exam taes place.

wquest of prefemed test amangements by the Instructor, an admin fee of E5 will be lavied
Tel: ion bocked, ie. L5123, BR-&-CPR or A2 Snr Resus, with =ame groop of candidates.

ap p ear o n S C ree n zenves the Aghtto neview this fae 3z and when deem ft and appropriate.

1 Instructor areto ensure that no more then one exarn booking form, excepd fior LS423
llowed to be administered by zame examiner, & any one time unless with staggered tming.

LSS (Tel. Mo, G299-3660) OME WEEK befors the test date to confirnthe Bxaminerforthis

sam waiis):  RESUSCIT Click “Save AS” e

eniue: | hawe checked and confimmed that all information and data reflected is comect.

Email:

DiateTime of Edam: Signature [/ Date:

- — o admintform | &pplle ation Form for Ezam Booking 0%
[ If candidates) is 2 ifequan fonr S50, please tol,_|

o Harme Hiliation [[+7] HNRIC O.0E. & Addrazz Contact Ho.
T
T

For Official Use: Proceszed by:

Exzminer: Date A=zsigned: Iree . f Receipt No.: Arnt. Paid:




TO OPEN, EDIT AND SAVE FORMS DOWNLOADED FROM WEBSITE
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— &
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WaordPerfect 5.1 for DOS (*.doc)

th e S L SS WaordPerfect 5.1 ar 5.2 Secondary File (*.doc)

Irre. ¥ Receipt No.: Arnt. Paid:
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TO REMOVE FORMATING CODES IF SEEN ...

Exam Booking Form - CPR. doc - Microsoft Word
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TO REMOVE FORMATING CODES IF SEEN

&l Exam Booking Form - CPR. doc - Microsoft Word
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HOW TO COMPLETE EXAM BOOKING FORM

izl Exam Booking Form - CPR. doc - Microsoft Word [Z”E|E|
File Edit Miew Insert Format  Tools  Table Window Help  Adobe PDF  Acrobat Comments - X
NeEaE SR Y B o - B =@ & T e

P — - w-Z-[E > O-m@@E - FH @I

24 Wormal + Arial, + Avia -0 - B I U EE=E=gE]n EES Final - shows 2o 2
THE SINGAPORE LIFE SAVING SOCIETY (A National Member of the Royal Life Saving Society Commonwealth and International Life Saving Federation) E'

(21 Geyary Sgha Lane, ob Mallang Bagn Swinming Complex, Sirgapore 350627, Tol . GZDE-35E0, Fax. 62030683 Emall . desi@oacidc. et oy, Website: whw desom aal

LIFESAVING EXAMINATION BOOKING FORM . )
{TO PRINT ALL INFORMATION IN CAPITAL LETTERS) Exarn. Bocking Ref No.: B/ I'Yr2009
Lifesaving Instructor / Teacher Wr/ his + Please Mate - . .
— ELFONAVEE " ; arrangernents, i AII InfOI’matlon mUSt be ent
Organisation: between the ' . ate
SINGAPORE LIFE SAvING SOCIETY (SL35) T e retars St Clearly typed/p ri nted n
1 GEYLANG BAHRU LANE /o KALLANG BASIN SWIMMING QUG Ayt
0 < . 1 1 .
COMPLEX SINGAPORE 309877 ST o specic request o before submission. wil
Tel 6299 3660 HP- Bo000199 E = : alg me
< aup of candidates, =l . . ind
Ermail SLES@PACIFIC.NET.SG appropriate. Form/s with incomplete
Examing Instructor are . . . . apt
ool awards s dow O mMissing information =
Examiner for this booking. T '
Wanue: KALLANG BASIN SWWINMING COMPLEX / | have checked and confirmed that all information and data reflected is correct.
Date/Tirme of Exam: 4 MARCH 2002/ 7 pr Signature / Date]
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