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Introduction  

This document is the user guide for external clients navigating the Nunavut Map Selection 

(NMS) application.  It is structured to provide users with a basic understanding of how functions 

are carried out. 

Application Functional Job Aids 

Job aids are meant to help users understand the objectives of the application functions. The job 

aids also provide step-by-step instructions on how to execute the functions.  

The functional groups of NMS include: 

 Application Access 

 Report Generation 

 Client Account Management 

 Search 

Each of these functional groups includes sub-sections that further describe related functions. 

User Guide Scope  

The intent of this document is to provide the user with a working knowledge of how to navigate 

the application.  

Application Icons, Fields and Terms 

This section illustrates and explains the use of icons, fields and terms found throughout the 

application. 

 

1. Add button: Used 
to display new 
field. 

 
Click on Add to 
display new field. 
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2. Autocomplete 
field: field that 
autocompletes 
what is being 
typed with valid 
information.  

 
Only single items 
can be selected. 

 

3. Check-box: Used 
to add/remove 
elements from a 
particular 
function. 
 

 

4. Date box: Used to 
filter search by 
date(s). 

 
a. Input the 

information     
manually with 
the format 
YYYY-MM-DD  
OR 

b. Click on the 
calendar 
button to 
select it  
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5. Drop-down list: 
field that displays 
a list of items 
when being 
clicked on. 

 
Click on the 
arrow and select 
the desired item. 
Only single items 
can be selected. 

  

 

6. List-box: 
populated field 
with multiple 
items to choose 
from. 

 
Select one or 
multiple items by 
clicking on them. 
To select multiple 
items, hold CTRL.  

7. Mandatory fields: 
all fields marked 
with *required 

 
 

 
 
 

 

1. Agent:  A Client that can act on behalf of another client. The agent can only 
be an individual client. The agent is most often a User of the 
system. 

2. Client:  Any person registered with the application that is doing business 
with the MRO. The client can be either an individual person or a 
company. A client does not have to be a user, a prospector or an 
agent. 

3. Client User:  The current logged in user. 

4. Contact:  A person who is the contact at a specific location for a client. A 
Client can have multiple locations and multiple contacts at a 
specific location. A Contact does not need to be a client of the 
system. 
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5. Master Agent:  An individual user with full powers to act on behalf of a client. 

6. Prospector:  A Client that has a prospector’s licence in good standing. A 
prospector may be an individual or a company. 

7. Recorder:  The Client User (logged in user) recording a specific event. The 
recorder can be the Submitter himself or a person acting on behalf 
of the Submitter to record that event. 

8. Submitter: The client on behalf of whom the action is performed. A submitter 
can be the actual logged in user or the client represented by the 
user (when the user is an agent). The user acting as an agent can 
perform various actions in the system on behalf of the Submitter. 

9. User: A Client that has an account (username and password) to access 
the system. The user can only be an individual person. 

1. Main Functionalities 

Function’s Objective:   To allow users to access and navigate NMS.  

Pre-requisites:   User must have an active account. 

1.1 How to Log-on  

Tips and Tricks:   You will use the same username and password combination that you 

used to log in to the AANDC Network. Please note that NMS username is 

case sensitive, while the Network account is not.  

1. Open an 
internet 
browser. 

 
             
 

2. Go to the 
NMS 
Launch 
Page. 

https://services.aadnc-aandc.gc.ca/nms-scn/index.html 

3. Enter 
username 
and 
password. 

 
 
 
 

4. Click 
Submit. 
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1.2 How to Log out  

1. Click the Logout on 
the top right hand 
corner of the screen. 

 
 

 

1.3 How to navigate the Main Menu 

Tips and Tricks:  User can navigate through the main menu options and tabs by clicking on     

them.          

1. Complete login.  

2. Click on a Main 
Menu option or 
tab. 
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2. Client Management 

2.1 Edit Client Information 

Tips and Tricks:   A user can view/edit:  

 his/her own client information  

 the information of a client for whom the user is an agent. 

Any designated agent can edit client information.  

1. Once you 
have clicked 
on the Client 
tab under the 
Main Menu 
page, you can 
access the 
Edit Client 
Information 
option. 

 

2. Enter the 
Submitter 
client number 
whose 
information 
you need to 
edit then click 
Next. 
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3. Add, Edit or 
Delete the 
information 
you wish to 
modify in any 
of the 
indicated 
fields and click 
next.  

 
Note: Each 
address offers 
the ability to 
add contact 
information 
by clicking on 
Show Contact.  

 

4. Modify 
address 
information 
and click Save 
to save the 
information. 
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5. Verify that the 
summary is 
correct and 
click Next to 
see the 
confirmation 
page. Make 
note of the 
Confirmation 
page. 
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2.2 Manage Agent Profile 

Tips and Tricks:    An Individual client user can manage: 

 his/her agents’ profile (cannot designate this role to another 

user) 

 the agent profile of a Company client for whom this user is a 

Master Agent 

A Company client can only perform this function through a Master Agent 

or through contacting the MRO. 

2.1.1 Add New Agent 

1. Once you have 
clicked on the 
Client tab under 
the Main Menu 
page, you can 
access Manage 
Agent Profile. 

 

2. Enter the 
Submitter client 
number whose 
agents you need 
to manage, then 
click Next. 
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3. The screen 
displays the list 
of agents for the 
Submitter. To 
add a new 
agent, click on 
New.  

 

4. Enter the new 
agent’s client 
number in the 
Client field, and 
click Save to 
save the 
information. 

 
 
 
 
 
 
 
 
 
 

5. The application 
displays a screen 
with possible 
agent 
permissions. To 
grant a 
permission 
select the check-
box and click 
Next to see the 
summary page. 
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6. Verify that the 
summary is 
correct and click 
Next to see the 
confirmation 
page. Make note 
of the 
confirmation 
page. 

 

 

2.2.2 Edit Agent  

Tips and Tricks:    A Master Agent cannot edit himself/herself. If you require a change in the 
Master Agent information, please contact the MRO. 

An Individual client user can edit his/her agent profile or that of a 

Company client for whom this user is a Master Agent. 

1. Once you have 
clicked on the 
Client tab under 
the Main Menu 
page, you can 
access Manage 
Agent Profile. 

 

2. Enter the 
Submitter client 
number whose 
agents you 
need to edit 
then click Next. 
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3. The screen 
displays the list 
of agents for 
the Submitter. 
Select an agent 
and click Edit to 
modify the 
information. 

 

4. The application 
displays a 
screen with 
possible agent 
permissions. To 
grant or 
remove a 
permission 
select/deselect 
the 
corresponding 
check-box and 
click Next to 
see the 
summary page.  
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5. Verify that the 
summary is 
correct and 
click Next to 
see the 
confirmation 
page. Make 
note of the 
confirmation 
page. 

 

2.2.3 Remove Existing Agent 

Tips and Tricks:    An Individual client user can remove his/her agents or those of a 

Company client for whom this user is a Master Agent.  

If you require a Master Agent to be removed, you can contact the MRO.  

1. Once you have 
clicked on the 
Client tab under 
the Main Menu 
page, you can 
access Manage 
Agent Profile. 

 

2. Enter the 
Submitter client 
number whose 
agents you need 
to manage, then 
click Next. 
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3. The screen 
displays the list 
of agents for 
Submitter 
Company client. 
Select an agent 
and click 
Remove to 
remove an 
agent. 

 

4. The application 
displays a 
screen asking 
for 
confirmation. To 
remove agent, 
click Yes. 
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5. Verify that the 
summary is 
correct and click 
Next to see the 
confirmation 
page. Make 
note of the 
confirmation 
page. 

 

3. Reports 

Function’s Objective:  To allow users to generate a variety of reports related to the tenures’ 

information, event history and their current status in the application.  

3.1 Report Claim History   

Tips and Tricks:  Users can view, save or print claim history reports.  

1. Once you have 
clicked on the 
Reports tab 
under the Main 
Menu page, you 
can access 
Report Claim 
History. 
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2. Input a Claim 
number and 
click next. 

 

3. Click on View 
Report to open 
a PDF with the 
generated 
report.  

 
 
 
 
 
 
 
 

4. The report 
displays the 
claim 
information. 
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3.2 Report Lease History  

Tips and Tricks:  Users can view, save or print lease history reports.  

1. Once you 
have clicked 
on the 
Reports tab 
under the 
Main Menu 
page, you 
can access 
Report 
Lease 
History. 

 
 

2. Input a 
Lease 
number and 
click Next. 

 

 

3. Click on 
View Report 
to open a 
PDF with 
the 
generated 
report. 

 
 
 
 
 
 
 
 



 18 
 

4. The report 
displays the 
lease 
information. 

 

 

3.3 Report Permit History  

Tips and Tricks:  Users can view, save or print permit history reports.  

1. Once you 
have clicked 
on the 
Reports tab 
under the 
Main Menu 
page, you 
can access 
Report 
Permit 
History. 

 

2. Input a 
Permit 
number and 
click Next. 
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3. Click on 
View Report 
to open a 
PDF with the 
generated 
report. 

 
 
 
 
 
 
 
 

4. The report 
displays the 
permit 
information. 

 

 

  



 20 
 

 

3.4 Report of Applications to Record Mineral Claims  

Tips and Tricks:  Users can view, save or print reports of applications to record mineral 

claims. Reports can be selected by date range and application status.  

1. Once you have 
clicked on the 
Reports tab 
under the Main 
Menu page, 
you can access 
Report of 
Applications to 
Record Mineral 
Claims. 

 

2. Input a date 
range in the 
date fields and 
select the 
application 
status (one or 
multiple) from 
the list box, 
then click Next. 

 
 

 

3. Click on View 
Report to open 
a PDF with the 
generated 
report.  
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4. The report 
displays a list of 
all applications 
to record 
mineral claims 
within the 
requested 
search criteria 
and their basic 
information. 
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3.5 Report of Last Year’s Canceled Claims, Leases and Permits by Mapsheet 

Tips and Tricks:  Users can view, save or print report of canceled tenures from the last 

year up to the date when the report was generated. 

Tenures are filtered based on one or multiple mapsheets.  

1. Once you have 
clicked on the 
Reports tab 
under the Main 
Menu page, you 
can access 
Report Last 
Year’s Canceled 
Claims, Leases, 
and Permits by 
Mapsheet. 

 

2. Input one or 
multiple 
mapsheets and 
click Next. 

 
 

 

3. Click on View 
Report to open a 
PDF with the 
generated 
report. 
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4. The report 
displays canceled 
tenures from the 
past year up to 
the date when 
the report was 
generated and 
their basic 
information. 
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3.6 Report Active Claims/Leases/Permits 

Tips and Tricks:  Users can view, save or print reports of active tenures filtered by 

ownership and type.  

1. Once you have 
clicked on the 
Reports tab 
under the Main 
Menu page, you 
can access 
Report Active 
Claims/Leases/Pe
rmits. 

 

2. Input one or 
multiple owners 
and select the 
tenure type, then 
click Next. 

 
 
 

 

3. Click on View 
Report to open a 
PDF with the 
generated 
report. 
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4. The report 
displays a record 
of all tenures 
based on the 
input search 
criteria and their 
basic 
information. 
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4. Search 

Function Objective:  To allow the user to search within NMS for any records related to the 

following categories: claims, leases, permits, financial operations, clients, 

and events.  

4.1 By Claim 

Tips and Tricks: Claims can be searched by type, status and/or broader date ranges, 

which would offer a wide list of results.  

To narrow the search, the user must populate one or more additional 

fields (claim number, owner, issue date, etc.). The most specific search is 

by Claim or by CLSR number.  

1. Once you have 
clicked on Search 
under Quick Links, 
you can access the 
Claim/Lease/Permi
t through the radio 
button, and then 
click Next. 

 

2. The application 
displays a list of all 
existing tenures, 
which can be 
refined by specific 
search criteria as 
shown below. 
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3. Select Claim from 
the Type drop-
down list.  

 
 

 

4. Narrow the claim 
search by 
populating one or 
more of the 
additional fields 
indicated for this 
purpose, and click 
on Filter to search 
by the given 
criteria. 
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5. See search results. 
For more related 
information, click 
on the claim 
number. 

 
Note: Click Export 
Search Result to 
download to Excel. 

 

6. The page will 
display all 
information and 
event history 
pertaining to the 
specific claim. 

 
 

Note: Claim Event 
History is 
restricted to Client 
Owners and their 
Master Agents; 
unrelated clients 
will only view 
Claim Information.  
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4.2 By Lease 

Tips and Tricks: The narrowest search is obtained by inputting the Lease number or the 

CLSR number; populating other additional fields could generate more or 

less specific results, depending on the scope of the search. 

1. Once you have 
clicked on Search 
under Quick Links, 
you can access the 
Claim/Lease/Permi
t through the radio 
button, and then 
click Next. 

 

2. The application 
displays a list of all 
existing tenures, 
which can be 
refined by specific 
search criteria as 
shown below. 
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3. Select Lease by 
clicking on the 
Type drop down-
list. 

 

4. Narrow the Lease 
search by 
populating one or 
more of the 
additional fields 
indicated for this 
purpose, and click 
on Filter to search 
the lease by the 
given criteria. 
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7. See search results. 
For more related 
information, click 
on the lease 
number. 

 
Note: Click Export 
Search Result to 
download to Excel. 

 

5. The page will 
display all 
information and 
event history 
pertaining to the 
specific lease. 

 
Note: Lease Event 
History is 
restricted to Client 
Owners and their 
Master Agents; 
unrelated clients 
can only view 
Lease Information.  
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4.3 By Permit  

Tips and Tricks: The narrowest search is obtained by inputting the Permit number; 

populating other additional fields could generate more or less specific 

results, depending on the scope of the search. 

1. Once you have 
clicked on Search 
under Quick Links, 
you can access the 
Claim/Lease/Permi
t through the radio 
button, and then 
click Next. 

 

2. The application 
displays a list of all 
existing tenures, 
which can be 
refined by specific 
search criteria as 
shown below. 
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3. Select Permit by 
clicking on the 
Type drop down-
list. 

 

4. Narrow the Permit 
search by 
populating one or 
more of the 
additional fields 
indicated for this 
purpose, and click 
on Filter to search 
the permit by the 
given criteria. 
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8. See search results. 
For more related 
information, click 
on the permit 
number. 

 
Note: Click Export 
Search Result to 
download to Excel. 

 

 

5. The page will 
display all 
information and 
event history 
pertaining to the 
specific permit. 

 
 

Note: Permit Event 
History is 
restricted to Client 
Owners and their 
Master Agents; 
unrelated clients 
can only view 
Permit 
Information.  
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4.4 By Client 

Tips and Tricks: Search by Client can be refined based on Client number, Status or Type. 

Searching by Client number will generate a specific result, whereas 

selecting the Status and/or Type drop-down lists will result in a wider list 

of records. 

1. Once you have 
clicked on 
Search under 
Quick Links, you 
can access the 
Client option 
through the 
radio button, 
and then click 
Next. 

 

2. The application 
displays a list of 
all existing 
clients, which 
can be refined 
by specific 
search criteria 
as shown below. 
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3. Search by Client 
Number, Status 
or Type: insert 
the number 
associated with 
the client you 
wish to find, 
and/or select 
the respective 
categories from 
Status or Type 
drop- down lists. 
Click on Filter to 
see results. 

 

4. See search 
results. For 
more related 
information, 
click on the 
client number.  

 
Note: Click 
Export Search 
Result to 
download to 
Excel. 
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5. The page will 
display all 
information and 
event history 
pertaining to 
the specific 
client. 

 
Note: Only the 
clients 
themselves and 
their Master 
Agents can 
access/view this 
additional 
information, 
which is 
unavailable to 
unrelated 
clients. 

 

 

 

4.5 By Financial 

Tips and Tricks:  Financial records can be searched by status, type and/or broader date 

ranges, which would offer a wide list of results. 

To narrow the search, the user must populate one or more additional 

fields: Receipt/Refund number, Completed date, Payer, Amount- etc. The 

most specific search is by Receipt/Refund number and Event number. 
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1. Once you have 
clicked on 
Search under 
Quick Links, you 
can access the 
Financial option 
through the 
radio button, 
then click Next. 

 

2. The application 
displays a list of 
all existing 
records related 
to the Client 
Owner or the 
Master Agent, 
which can be 
refined by 
specific search 
criteria as 
shown below. 

 

3. Select the 
financial record 
from the Type 
drop-down list. 
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4. Narrow the 
search by 
populating one 
or more of the 
additional fields 
indicated for 
this purpose, 
and click on 
Filter to search 
the records by 
the given 
criteria. 

 

5. See search 
results. For 
more related 
information, 
click on the 
financial record 
number.  

 
Note: Click 
Export Search 
Result to 
download to 
Excel. 
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6. The application 
displays the 
receipt and 
payment 
information/ 
details. 

 
Note: Users 
cannot 
view/access 
financial record 
details unless 
they are Client 
Owners or 
Master Agents. 
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4.6 By Event 

Tips and Tricks: Search by Event allows users to view in NMS specific events that they 

have completed. 

1. Once you have 
clicked on 
Search under 
Quick Links, 
you can access 
the Event 
option through 
the radio 
button, then 
click Next. 

 

2. The application 
displays a list of 
all existing 
events related 
to the user, 
which can be 
refined by 
specific search 
criteria as 
shown below. 
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3. Narrow the 
event search by 
populating one 
or more of the 
additional 
fields indicated 
for this 
purpose, and 
click on Filter 
to search by 
the given 
criteria. 

 

4. See search 
results. For 
more related 
information, 
click on the 
event number. 

 
Note: Click 
Export Search 
Result to 
download to 
Excel. 
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5. The page will 
display all 
information 
related to the 
event. 

 
Note:  Only 
allowed users 
can 
view/access 
specific events 
and their 
information in 
Search Results. 

 

 
 

 


