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Central Arizona Dispatch Office (CADO) 
602-417-9440

30% of all sites we monitor are Bureau of Land Management (BLM) sites.  All BLM field volunteers with positions in remote areas 
with no BLM supervision are required to check in and out with the Central Arizona Dispatch Office (CADO) before heading out to the 
field and reporting to duty.
• CADO was established to help ensure volunteers arrive safely home after working. 
• It is a requirement that Stewards call in and check out when out monitoring BLM sites. Example of exceptions –site visit didn’t 

involve a drive to a remote area (short drive, could view site from car)
• If going out in a group (2+) only one person needs to call CADO and provide the names of the other stewards and list the site (s) 

you will visit that day and expected time home. 
• The use of CADO is also critical for the program as it is used to determine if funding will be provided to the program from BLM 

and how much. 

New reporting question added to the report form: For tracking purposes, BLM requested that the SSP add a question about CADO 
on the form you use to report your hours, mileage, etc. 
• If the site visited was not a BLM site, simply click “No. If it is a BLM site, click “Yes” and the question asking if CADO was called will 

popup. If you didn’t use CADO, please explain. 
• How do I Know if the site I visit is a BLM Site? RC will give you a site packet which will include everything about the site, including 

who the land manager is. 
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MODULE I. How to Submit Volunteer Hours

Step 1: Click “Site Tracking  & Reporting”

Activity 1: Submitting Hours After Conducting a Site Visit –No Damage or Vandalism; 
This is a Standard Visit.
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Step 2: 
• Click on the applicable site you visited. 
• Click on the title of the site. 

Activity 1: Submitting Hours After Conducting a Site Visit Cont’d
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Step 3: Click on “Site Reports. 

Step 4:  Create a 
report to submit 
hours BY clicking 
“Add.”

To view any previous reports, click on the ID number. When you login and go to a site, you will not only 
see your reports, but the reports of other team members.  

Note: Want to know who 
the land manager of this site 
is? Want to know who your 
other teammates are that 
monitor the site? Click 
“General Information” –right 
above Site Reports.
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Step 5:  
1. Stay on “Standard Report” (Default).
2. Then click SAVE. 

Step 6: After Saving, click on “Return to Components”. Ignore Due Date. 

Remember: In this example, we are pretending that your visit did not show any signs of damage/vandalism –which is why 
you are selecting STANDARD REPORT (HOURS ONLY).  If you were submitting a vandalism report you would not have to 
complete the Standard Report. The Vandalism report has the fields for you to submit hours + the vandalism report 
questions. 



Submitting Hours and Vandalism Reports 8

Step 7: Click “Standard Report” to 
input your hours
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Step 8: Complete form
1. FULL NAME: Add your name to the report. 
2. ACTIVITY DATE: Click on the calendar icon.        A calendar will pop-up. Then click on the date you monitored. You can also type in the 

date (00/00/2021).
3. HOURS: Add your hours (combine travel w/ site work). 
4. ACTIVITY REPORT: 99.9% of the time you will click “SITE VISIT.“
5. MILES DRIVEN: Keep mileage simple –if you drove, using your vehicle, and visited 3 different sites over a day, you can divide the miles 

into 3 or just add all the miles on the first entry, then leave a “0” for the next 2 reports.
6. BLM Question: if this is not a BLM site, simply click “No.” If yes, provide a short answer if you didn’t use CADO. CADO is used for 

remote areas, areas that require hiking.  This will help BLM understand why CADO wasn’t called. 

Note: New question required by 
BLM. See page 3 for why this new 
question as added. 

Other examples of notes you may leave behind in the additional details section.
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Step 9: 
1) When Complete, click “Save.” THEN…
2) Click “MARK AS COMPLETE.” 
NOTE: Mark as Complete will only appear after you click “Save.”
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STEP 10: Click “Submit”

NOTE: AS OF March 1, 2021 WE HAVE DOZENS AND DOZENS OF REPORTS IN THE DATABASE IN 

WHICH STEWARD/RCs/ARCs FORGOT TO CLICK SUBMIT.   

This causes quite a bit of Administrative work so please make sure you follow this step.

FINAL STEP: After Clicking SUBMIT: You will see this box pop-up, 

click “OK” when you are ready to submit. 



This is the final message you will see now that you are done.
• Click Menu Tab in left corner to go back out and start a new report-if needed, or log out. 
• You can click “here” to view the report you just submitted (Access Site Reports)



You will see a folder, next to your list of sites,  specific to your region, titled “YOUR REGION (Admin, Outreach, Training, 
Conferences, etc). You will report hours if you participate in the following Site Steward non-monitoring activities:

1. Administration 2. Training/Conferences 3. Project Archaeology

4. 1st Aid, Wilderness 
Safety Training 

5. Public Outreach 6. Land Manager Special Projects (Stabilization, recording, 
surveys, etc.)

Step 2: Click on the (Admin, Outreach, Training, 
Conferences etc...) folder applicable to your region.

Step 1: Click Site Tracking & Reporting”

Activity 2: How to submit reports for activities related to:
Admin, Outreach, Trainings, First Aid/Wilderness Training, etc.). 
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Step 3: Click on Site Reports. You will find the 
same steps to submit this report are the same 
steps used in Slides 4-10. 

Activity 2: How to submit reports for activities related to Admin, Outreach, Trainings, First Aid/Wilderness Training, etc.). 

This screenshot is showing the report for Admin, 
Outreach, Trainings, etc.. They are almost 
identical to a standard report for sites. Pay 
attention to the various fields that pop up 
depending on on the activity. Trainings, Outreach 
and Project Archaeology all have extra fields to 
collect important data.
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MODULE II. Steps to Submit a Vandalism/Damage Report 
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Note: The steps to create a vandalism report are the same for steps 1-4 
when submitting a report where no damage occurred.

Step 1: From the Main Menu, click: “Site Tracking and Reporting”.

MODULE II. Steps to Submit a Vandalism/Damage Report 

Activity 1: Steps to Process a Vandalism Report
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Step 2: Click on the applicable site 
title that sustained damage.

Activity 1: Steps to Process a Vandalism Report Cont’d

Step 3: Click on “Site Reports”

Step 4: Click on “Add”
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Step 5: Select “Vandalism Report”, then click “Save”

Step 6: Click “Return to Components”.
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Step 7: Complete form. To see details on the vandalism report 
continue on the next slide. 

UPDATE: As of February, 2021, the Vandalism Form now includes the fields to enter in your hours, mileage 
driven, etc. YOU DO NOT NEED TO COMPLETE THE STANDARD REPORT FORM AND THE VANDALISM FORM –
BOTH ARE COMBINED.  When a site has been vandalized, everything is done on this one report. 
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Note: New question required by BLM. 

Step 8: Complete SECTION I. Enter in Your Name, Site Visit Date, Hours, etc. 

3. NAME: Note, if you are logged in using your own User ID and passcode, you cannot enter another person’s name here. If you 
are logging in hours for someone, please login under their USER ID/Password. 

4. ACTIVITY DATE: Click on the calendar icon.   A calendar will pop-up. Then click on the date you monitored. You can also type in 
the date (00/00/2021)

5. HOURS: Add your hours (combine travel w/ site work). 
6. MILES DRIVEN: Keep mileage simple –if you drove, using your vehicle, and visited 3 different sites over a day, you can divide the 

miles into 3 or just add all the miles on the first entry, then leave a “0” for the next 2 reports.

1. Click “Edit,” top, right 
side of  screen to 
activate.

2. Save form after each 
section (3).
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Section II. Vandalism Report (Questionnaire)

1. Coordinates and Datum – we know not all Stewards have been taught the skills or understand how to answer the few items above. 
Classes will be provided in the near future. 

2. Last Visit: To know when the last person before you visited the site, return to Site Reports and view the last entry –that generally tells 
you the last visit that occurred. 

3. Vandalism Codes: This list of 29 items relates to the type of damage you may find at a site. Please proceed to the next page for details 
on all 29 codes, and how to select multiple codes.  
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To select multiple Vandalism Codes:
1. Scroll to find the code(s) you want to add. 
2. Press down on your keyboard CONTROL 

Button (COMMAND if using MAC). 
3. With the CONTROL still pressed, Take your 

mouse and click all code(s) needed. Codes will 
now be highlighted. 

4. You can Release the CONTROL button after 
each click, just make sure to press down on 
CONTROL (or COMMAND –MAC Users) before 
you find and click another code.

Note: If you struggle with this step, please indicate 
the Code # and Code Label (Potholes, Human 
Tracks, etc.)

Vandalism Codes: On a visit where damage has occurred, you will find different types of damage or cause of damage at a 
site. On this report, you will identify and select the code (s) that reflect what you witnessed.  Below is the full list of codes. 
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Was the Vandalism Witnessed By You?

If the answer is Yes on this question, the form will expand and list the 

following fields: From Suspect Observation to Contact Description. 

Completing Section II of the Vandalism Report 
• If there is any damage at a site, you must take photos (unless your 

safety is at risk).

• You can now take videos. Land Managers (LMs) have indicated that a 

combination of photos and videos can greatly assist in the review of a 

vandalism report. 

• Provide enough detail to help the LM understand what happened at the 

site.  

• Remember, your report will most likely be viewed by a law enforcement 

official if the site was vandalized. 

• It may also be used in court to prosecute a person(s). 

• Lack of details in a vandalism report could have a negative impact in the 

investigation. 

• You may use the Additional Notes field (max 5000 characters) or use

Word to write your description –you would upload it in Section III. with 

photos/videos if you create your won document. 

• New to the Report: If the site is an Archaeology Southwest Site, 

please download the sketch paper and draw the site damage -

required. 

• You may do a sketch for any land manager if you choose. 
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Step 10: 
1) Make sure you first upload your 

pictures to your computer.  
2) Click CHOOSE FILE and find the 

photo/video you saved on your 
computer and upload.

3) Add description and SAVE.

Add a description explaining the photo, i.e. 
“Photo shows bullet holes on petroglyph 
panel.”

This window will appear after 
you click ADD.

Step 9: Click ADD to 
upload photos, 
videos, photo logs to 
this section. 

Activity 2: Uploading Photos and Videos in the Vandalism Report.
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• Each time you upload and save a photo you will be taken back to the Vandalism report.
• Scroll down to the bottom and this is where you will see the image(s) you selected and uploaded.
• In this example, there are 2 photos that were uploaded. 

NOTE: If you wish to replace an image you already uploaded you will click on the description of the 
photo–this will open up the window where you can upload another image or delete entirely. 

Activity 2: Uploading Photos and Videos in the Vandalism Report.
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Step 11: 
1. If needed, click SAVE in top right corner, then click -
2. “MARK AS COMPLETE” on the form when you have finished.

Completing the Vandalism Report

Final Step: 
Click “OK.”

Step 12: Click “Submit”
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Step 13: Click “HERE” to return to the Site’s subfolders. 

Activity 3: Correspondence Subfolder: Finishing the Vandalism Report; How to 
communicate to all assigned members of a site. 

1. In the old database, after you submitted a vandalism report the report would automatically be sent to the RC and LM. In 
this database, you have to alert the RC and land manager. You also get to alert the other stewards assigned to the 
site by sending an internal message using the Correspondence folder.  

2. While an extra step, there is a great benefit to this step - In this database, you can view everyone assigned to a specific 
site and send an important alert to the RC, LM and the Stewards assigned to this site. 

3. Additionally, if you come across a dangerous situation at a site (e.g. the road to the site is washed out, or there is a 
swarming nest of bees that are now along the route to the site), you will want to alert your team immediately using 
Correspondence.  
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Activity 3: CORRESPONDENCE Subfolder: Finishing the Vandalism Report; How to communicate 
to all assigned members of a site. 

Step 1: Click on 
“CORRESPONDENCE” 
FOLDER Step 2: To send an internal email to report the 

vandalism report, click ”ADD.” Please review the 
instructions found on the Correspondence webpage.
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Each person assigned to this 
site will be listed here in the 
“To” field. 

How to select multiple 
people or all?

There’s a few ways:
1. Click on the very first 

person, scroll down to 
the last person, press 
down on “SHIFT KEY” 
AND CLICK.  Everyone 
will be highlighted. 

2. Click on the first person 
(Site Steward Test 1.), hit 
control + the letter  “A.”

Step 3:
1. Select each person listed 

in the “TO” box.
2. Add Subject line
3. Add message
4. Click “SEND”

Examples of the type of messages to enter in the text box:
"To everyone assigned to this site, a Vandalism report has been submitted. To view, 
login to the Site Steward Database and refer to the report number (281-??) for details."

Proceed to Final Slide to View what the email alert your teammates (or you) will receive. 
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When you, or one of your teammates submits a vandalism report, and then sends an alert using the Correspondence Feature, 
this is what the email will look like. The land manager, RC, ARC and fellow Stewards assigned to the site will all receive the alert.  

Name of Site                           Subject

Name of Reporter

Note
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We recommend printing this page, keeping it 
with you on site visits, be alert of of the 
different types of codes you may see. 


