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Support Information 
Application support is provided by the Ministry of Forests’ Business Application Support Section of the 
Information Management Group, Victoria.  You can contact them at: 

Ministry of Forests 
Business Application Support Section 
Phone: (250) 387-8888 
Email: FORHISP.APPHELP@gems5.gov.bc.ca  

User Guide 
A copy of this Client’s User Guide is available online at 
http://www.for.gov.bc.ca/isb/notices/OfficialNoticesHelp.pdf  

What’s New? 
Date Description 

December 2004 Upgrade to V 2.00.13 

• Removed enter notice id from home page  

• Added search feature to home page 

• Added hot links to All Active Notices and All Active Timber Sales on 
home page 

• Removed search by Notice ID on search panes and replaced by adding 
Notice ID to the keyword search field 

• Search drop down selection lists are now limited to only valid options for 
notices in the system 

March 2004 Major Upgrade to V 2.00.04  

• Collapsible Search box feature to allow you to hide the search input box. 

• Additional search options to allow filtering by Active only, issuing office, 
date ranges and notice type combinations 

• Addition of issuing office 

• Ability to sort lists of notices by clicking on the column headers 

• Notice layout revised to reduce screen space 

• Addition of Next/Prev links at top and bottom of notices to allow easier 
browsing 

• Amendments  -  A new notice can be associated with an earlier notice as an 
amendment to it. The original notice will have a link to the amendment(s) 
and amendments have a link to the original notice.  Notices with 
amendments are noted on the Notice List. 

• Notification if notice has amendment – Option added to allow you to 
subscribe to receive an email note the same day if a specific notice has an 
amendment added to it.  
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• Notice list defaults to display only Active notices.  (Notices still have not 
reached their end dates)  Search option enables display of All Notices if 
desired. 

• Notice list is now displayed in alternating rows of white and light-yellow 
background to help differentiate the lines. 
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1) Introduction 
The Ministry of Forests must publish advertisements to meet statutory, policy or guideline notification 
requirements.  The purpose of these official notices is to notify stakeholders and interested parties so they 
are aware of opportunities, changes or new statutory requirements. 

In the past, Ministry of Forests’ statutory notices were published in the BC Gazette and local newspapers.  
In some cases they were also published in provincial or national newspapers and journals. To save money 
on the amount of space required in each paper, the notices were often very brief and appeared only the 
minimum number of times required.  For any additional information you had to call or visit a Ministry 
office. 

The Official Notices application provides you with timely and more complete information about our 
statutory obligations.  Statutory notices must still be published in the BC Gazette, but now also appear on 
our Official Notices web site and in regular email notifications sent to subscribers.  

Glossary of terms used in this document 
Active Notices Notices where the current date is before the notice’s expiry date. 

Advertisement A notice published in a journal or newspaper. 

Amendment A new notice that amends information in a previous notice.  Amendments are 
linked to the notice they are amending and vice versa. 

Attachment(s) Downloadable file(s) that is associated with a notice.  You can download and 
open attachments on your local computer. 

Contact The person who you should contact if they wish more information regarding a 
particular notice. 

Email Notification An email message that is automatically sent on a daily, weekly or monthly 
schedule.  Email notifications include the content and a list of any attachments.  
They do not contain any attachment files, however they do have a hyperlink to 
go to that Notice ID in Official Notices so the attachments can be downloaded. 

Notice ID A system-generated sequential number assigned to each new notice that is used 
to uniquely define them. 

Official Notices A web application containing notices posted by MOF offices.  

Notices, including text and links to any associated documentation, are published 
to meet obligations defined in legislation, regulation, policy or directives.  

Stakeholder/client Any member of the public, industry or government that has an interest in the 
statutory obligations of the Ministry of Forests. 

Subscribe You can subscribe to receive a daily, weekly or monthly email summary of all 
new notices posted during that period.  You also have the option to subscribe to 
receive only a weekly summary of Timber Sales notices.  You can also 
subscribe to receive a same-day email notification if a specific notice has an 
amendment posted in Official Notices. 
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2) Finding Notices 
There are several ways for you to find a specific or selection of notices from the Home Page. 

Search from the home page 
1. Click on the Notices tab on the top left side of the page 

2. Click on the hot links to All Active Notices or All Active Timber Sales  

3. Enter a keyword, timber sale number, notice id number in the keyword search field then click on 
Search 

4. Select an issuing office name, then click Search, for a list of notices they posted 

5. Select a type of notice, then click Search, for a list of all notice that match that type 

6 .Select All Notices, then click Search, to view current and expired notices. 

 

 
 

Figure 1 – Home Page 

 

Note 

A Notice ID is not the same as a Timber Sale License number. 
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Select from the Notice List 
To view a list of all active notices click on the ‘Notices’ tab.  From there you can view any notice by 
clicking on the Notice ID number or Title (1).  

 

Figure 2 - Notice List 

 

By default, Notices are listed in reverse chronological order, by Start Date.  Notices are listed 20 at a 
time.  Click on the Next button in the Search window  to scroll through the pages or select the Page 
Number you want to view in the Search window and then click on Search 

The list of notices defaults to display only the Active notices.  Active notice are those that have not yet 
passed their end date.  To view expired notices go to the Search window, and under Show: select All 
Notices then click on Search. 
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Sorting notices by column headers 
On the Notice List screen (Fig 2) the default is to display Active notices sorted by Start Date, with the 
most recent at the top.  You can re-sort the notices by clicking any column heading.  The column’s title is 
displayed with an underline to tell you which is used for the current sorting. 

Notice ID: Displays the notices in the order they were created, with the most recent at the top. 

Sorting by title: Displays the notices by alphabetical order of the title. 

Sorting by Notice Type: Displays the notices grouped by their Notice Type. 

Issuing Office:  Displays the notices grouped by the office that issued them. 

Start Date (Default): Displays the notices in reverse chronological order by start date 

End Date: Displays the notices in reverse chronological order by end date 

 

 

Figure 3 - Sorting by Column Headers 

 

Note: 

The default list only sorts and displays the Active notices.  If you want to do sorting with 
notices that are now past their end dates you need to first go to the Search Window, 
select Show: All Notices, then click on Search 
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Searching for notices 
The search window gives you a powerful tool to display specific notices or ranges of notices based on 
single or multiple search criteria.  Select one or more criteria and then click on Search. 

Note: 

Beware of using combinations of search criteria that may exclude some of the results you 
wanted to see.  For example, entering a notice ID and a keyword would only return one 
notice that matched the Notice ID and the keyword.  Other notices that contained that 
keyword would be excluded because they would not match the Notice ID. 

 

 

Figure 4 - Search Window 

 

Field Description 

1. Keyword Enter a word, notice ID or number (including a timber sale number 
like A12345) that might be in either the Title or in the notice’s 
content. 

2. Show:  Select Active Only (default) to exclude notices that are past their 
end date or All Notices to search for any notice. 

3. Notice Type Select one of the notice types to display only that type of notice 

4. Issuing Office Select an office name to search for only notices they issued 

5. Start date Enter a date to limit the search to only notices that started after that 
date 

6. End Date Enter a date to limit the search to only notices that have an end date 
before that date. 

7. Records per page If you wish to display more than 20 records per page you can 
change the number to whatever you want. 

8. Page number If you wish to jump to a different page you can select the page 
number from the dropdown list. 

9. Prev/Next Use this to jump to the previous or next page. 

10. Search Click on this after you have entered your search criteria. 

11. Clear Filters Click on this to reset the search criteria back to the default. 
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3) Viewing a Notice, Amendments and Attachments 
From the list of notices, when you click on the Notice ID or title the notice will open. 

Parts of a Notice 

 

Figure 5 - Notice Screen 

 

Field Description 

1. Notice ID The unique identification number that is assigned to this notice. 

2. Posted The start date that the notice first appeared on the web site. 

3. Expires The end date for the notice.  Expired notices can still be viewed by 
selecting to view All Notices in the Search Window.  Expired 
notices have this date displayed in red text. 
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4. Type Shows the category of the particular notice 

5. Issuing Office The name of the office that posted the notice 

6. Title Descriptive title 

7. Content Notice content 

8. Contact Displays the person who is the contact for the content of this 
particular notice. 

9. Attachments List of attachments that were added to the notice.  If the notice 
doesn’t have any attachments then this section will be omitted. 

10. Amendments List of amendments that this notice has, including a hyperlink to 
them.  If the notice doesn’t have any amendments or the notice is an 
amendment then this section will be omitted. 

11. Subscribe to 
amendments 

Allows you to sign up to receive a same-day email if any 
amendments are posted to the notice.  If the notice is an amendment 
then this section will be omitted. 

12. Next/Prev Click to go to the next or previous notice 
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Viewing an amendment to a notice 
If a notice has an amendment you can click on the link and view the amendment itself.  You can tell if a 
notice has an amendment by the small red indicator beside the title in the list of notices or because the 
notice has an amendment listed. 

Figure 6 - An Amendment Indicator 

 

Every amendment has a link back to the original notice. (Fig 7-1) 

Notice – An Amendment 

 

Figure 7 - An Amendment Notice 
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Subscribing to receive amendments 

 

Figure 8 - Amendment Subscription Entry 

 

You can enter your email address in a specific notice to subscribe to receive a same-day email message 
containing any amendments posted to that notice.   

If you have subscribed to several notices that are all amended you will only get one notification with all 
the amendments to those notices that were posted that day.  At a later date, if another amendment is 
posted to a notice, you would get a second notification. 

Tip: 

Amendments are also contained in the daily, weekly, monthly and weekly Timber Sales 
email notifications that you can subscribe to. 
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Downloading attachments 
 

 

Figure 9 - Downloading attachments 

Many of our notices have files attached to them that provide more detail.  If there are not attachments then 
this section will be omitted from the notice or amendment.  Attachments are listed in alpha/numeric order 
and display the file name, description of the attachment, and a Download button. 

To download a file click on the Download button and when prompted select ‘Save as…’.  Then select a 
folder on a local drive and click OK to save the file with its original file name (recommended).   

Note:  

Some file attachments may be up to 10 MB in size and, depending on the internet 
connection speed, may take a considerable time to complete downloading. 

 

To open a file, go to the folder where you saved it and click on the file.  Most attachments are posted in 
Adobe Reader format (.pdf) but some may require special software to read them, such as map plot files or 
graphics. 

All Official Notices’ attachments are regularly scanned for viruses, but it is recommended that you scan 
them for viruses before you open them. 
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4) Email Notifications 
We offer an email notification service so you can sign up to receive either daily, weekly or monthly 
messages containing a summary of all the official notices that have been added during the respective time 
period. Another option allows you to sign up to receive just Timber Sales notices, once a week. 

Schedule for email notifications 
Email notifications are sent out on the following schedule: 

Daily –each day at 11 P.M.  

Weekly & Timber Sales–each Friday at 11 P.M. 

Monthly – 1 A.M. on  the first day of each month 

Amendments – each day at 9 P.M. 

 

Note: 

If no new notices have been posted during the time period then no email notification is 
sent. 
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To subscribe 
 

Figure 10 - Subscription Entry Screen 
 

To sign up for the weekly Timber Sales list or the daily, weekly or monthly email notification service: 

Click on the ‘Subscriptions’ tab then: 

1. Select the list you wish to subscribe to from the drop down list 

2. Select ‘Add…’ 

3. Enter your email address.   

4. Click on ‘Submit’.   

You will be prompted to confirm that the email address is the correct one.  Click on Cancel if it isn’t, 
make the correction, then Click on Submit again.  If it is correct then click on OK.  A confirmation 
message will appear at the top of the page. 

You will also receive an email notification confirming the subscription.  If you do not receive a 
confirmation within 2 hours it means that you may have entered your email address incorrectly.  If so, 
please resubmit using this form.  
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To unsubscribe 
If you have already subscribed to a list and wish to unsubscribe just follow the same procedure as 
subscribing but select “Remove…”. 

To change your email address 
If you wish to change your email address it is a two-step process.  First you need to unsubscribe your old 
email address from the list, then subscribe your new email address.  Follow the instructions for 
subscribing and unsubscribing. 


