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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 ‘Adding a Comment to a CIR’ below). Feel free to 
correct spellings and formatting to make the entry consistent with the other CIR postings, for instance 
by changing the title to ‘Title Case’, rather than BLOCK CAPITALS! 
 

 
 
Transferring CIRs to’ Reviewed’ status 
To transfer the CIR from the ‘Unreviewed’ category to your regional category, click the down arrow in 
the Regions menu box (next to where it says ‘Unreviewed’). You should see a list of regions, from which 
you can select the appropriate region for the CIR to be transferred (normally your own area). Don’t 
select the menu items entitled ‘Regions included in the CA Almanac’ or ‘Mediterranean’ as these are just 
headings to help differentiate between the different areas 
 
When you have finished editing the entry, scroll to the bottom of the page and click the ‘Preview’ button 
(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 
should scroll again to the bottom of the screen, and this time click the ‘Submit’ button (again being very 
careful not to hit the Delete button by mistake!) You must remember to click ‘Submit’, in order that your 
changes are saved.  
 
Adding a Comment to a CIR 
If you would like to add to another member’s CIR posting, the best way is to click the ‘add new 
comment’ link at the bottom of the entry, rather than making changes in the edit screen. This makes the 
contribution visible as being added by you, as regional editor, giving it extra credibility! 
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Creating a new CIR 
If you would like to post a cruising information report, select ‘Add Information’ from the left menu (top 
section), then click ‘Cruising Information Report (CIR)’. Follow the instructions at the top of the form 
which explain how to complete each of the boxes. If you are submitting information for your own 
region, you can select the name of the region using the ‘Regions’ drop down box. Otherwise, leave the 
‘Regions’ setting as ‘Unreviewed’ and it will be transferred (reviewed) by the appropriate regional 
editor. When selecting your region, please note that the title ‘Regions included in the CA Almanac’ is just 
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 not need to complete your name in the ‘Information provided by’ box, 
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.  
 
You will need to use the ‘File Attachments’ option at the bottom of the form if you want to attach 
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.   
 
When you have finished entering your information, press the ‘Preview’ button and check the contents 
as shown on the screen. You can make any further amendments to the report at this stage, and then 
press ‘Preview’ again to check your changes, or ‘Submit’ to save your report.  


