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1 Module: Report Views

The NC4 application is deployed with a central database called the
Data Dictionary and an online library named References. Within the
Data Dictionary and References are configurable keywords, user
definable values, default menus and color codes that are used to
generate and display reports and content for drop-down menus.

In this module, we will address how to tailor the application report
access and views to the operational needs of the organization.
The Report Types we will be using are:

References > Organization Charts provide the method to
identify the various organizations and the positions within the
entity. You can build and display your organizational structure
online, based on the structure of your organization and skill
sets of your personnel. Within this Organization, you can
create hierarchical levels, define the individual positions
within each level, and include contact information and
department or position duties (checklists) for each level or
position.

Data Dictionary > Position Template has the ability to
create any number of customized menus that can be assigned
to any position/user within any organization created within
your system. This feature enables the wuser/system
administrator/jurisdiction to define, modify and control which
forms/reports are assigned to or displayed for which
position(s).

Note: All person names and corresponding titles used in this document
are fictitious. The names and titles are being used for the sole purpose
of illustrating the systems' features and functionalities in an
instructional environment.

REPORT VIEWS

Learning
Objectives

After completing
this module, you
will be able to:

e Create, view
and update

Organization
Charts and
Positions.

Create, view
update and
assign Position
Templates.
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2 References-Organization Charts

Organization Charts provide a method to create and maintain an
organizational structure within a jurisdiction or Incident/Event/Activity.
Organizations and Positions added in the Organization Chart section
become available for use in your Personal Profile. In addition, the
Organizations and Positions assist in structuring and defining the reports
views that are displayed for each position.

2.1 Locating Organization Charts

Existing Organization Charts are presented to you alphabetically
when you select Organization Chart under References in the
Report navigation drop down menu, as shown in Figure 1.

Models
Hazard Madel
Petrsonnel
Personnel
References
Internet Link
Site
Reference Document
Directory
Tazk Template
Motification Group

Tia o

Crganization Chart

peste e

Document Library

Figure 1 Locating Organization Chart

.- COPYRIGHT © 2008 NC4
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2.2 Viewing Existing Organization Charts

To view an existing Organization Chart, click the Organization’s
Name link as shown in Figure 2 to open the Organization Chart
displayed in Figure 3.

Report: Organization Chart * Viewby: HName -
Organization Charts =| Expand &l Collapse Al
This screen last
[ create | [ Delete | [ Print | :;fﬂsh @ Of () On updated

[00:00:01:17]

u Organization/Positions

[C] » ATF Command Post

] »EOC

|:| F EQOC ESF

Figure 2 Organization Chart Summary Screen

REPORT VIEWS
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@ Help

[ Update ][ Delete }[ Print ][ Close ]

Organization Chart

*Red Label: indicates 3 required field.

ORGAHIZATION INFORMATIOHN:

Organization Hame:
EQC

Contact Info:

Comments:

CURRENT POSITIONS

< Add a Position

Directar

¥ Finance and Admin
City HR

¥ Logistics
Lsai

* Operstions
Fire
Lawr Erforcement

Public Works

¥ Flans and Intel
GIS
Intel Section

Figure 3 Org Chart in View Mode

Update ][ Delete ][ Frirt ][ Cloze ]

You will see the[ buttons in the upper
right of the Organization Chart form depending on your access level and E grilseger:
discretion of the System Administrator. Use the Update button to edit or add reﬁ'\oved
information to the report, the Delete button to delete the report, the Print

. h from active
button to print a copy, and the Close button to close the report window and
return to the summary screen.

lists but are
maintained
in history.

e | COPYRIGHT © 2008 NC4
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NC4 TRAINING REPORT VIEWS

2.3 Creating an Organization Chart

To create a new Organization Chart, perform the following steps:

1 Select Organization Chart from the Report navigation drop
down menu as shown in Figure 4.

Models
Hazard Madel
Petrsonnel
Personnel
References
Internet Link
Site
Reference Document
Directory
Tazk Template
Motification Group

i il
AT T

Document Library

Figure 4 Organization Chart in Report Navigation Menu

2 Click the button as shown in Figure 5, to open a new
Organization Chart.

Report: Organization Chart *  Viewby: Mame -

Organization Charts

[Crem[ Delete | [ Print | :‘E“:fesh @ o

u OrganizationdPositions | Menu Template
[C] » ATF command Post

[ » canl certer

] » ETeam

[ » Ecc

Figure 5 Opening a new Organization Chart

e | COPYRIGHT © 2008 NC4
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3 In the Organization Information section of the new
Organization Chart form, key in an Organization Name and
any appropriate Contact Info or Comments in the fields
provided, as shown in Figure 6.

T @ nep
Organization Chart

*Red Label: indicstes a required fisld.

i

ORGAHIZATION INFORMATIOHN:

Organization Hame:

Contact Info:

- Expand

Comments:

- Expand

Figure 6 New Organization Chart

4  Click the button in the upper right of the form to save

the organization information.

The Organization Chart screen now opens in View mode with the
Add a Position button, as shown in Figure 7.

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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Report: COrganization Chart *  Viewbyw Mame
COrganization Charts 2| Expand &Il Collzpse &1l
[ Creat ] [ Delet ] [ Print ] Auto @ of ) 0o This screen |ast updated
reae gete Ll Refresh = - 0P 00004007

OrganizationdPositions Menu Termplate Assigned

b ATF Corrmand Post

[ |
[
]
]
]
[
O »
]
[
]
[
]
[
]

* Call Center

"_',é eteam: Organization Chart - Windows Internet Explorer E@g

|® http:rrfpreview.ncd.us!eteam!reportforganizationChart.dc-?target:read&id:ehkﬁ2sq|15]| @|
@ Help 3

[ Updzte ][ Delate ][ Frirt ][ Close ]

Organization Chart

* *Red Label: indicates 3 required fizld.

*

» ORGAHIZATION IHNFORMATION:

Organization Hame:
Call Center

Contact Info:

Comments:

CURREHNT POSITIONS

Add a Position |

g

Figure 7 Organization Chart in View mode

7= Deleted
reports are

buttons in removed
from active

You will see the[ pdate |[_petete ][ Print |[ ciose |

the upper right of the Organization Chart form depending on your
access level and discretion of the System Administrator. Use the
Update button to edit or add information to the report, the Delete
button to delete the report, the Print button to print a copy, and the
Close button to close the report window and return to the summary
screen.

lists but are
maintained
in history.

COPYRIGHT © 2008 NC4
All Rights Reserved
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2.4 Review Exercise-Organization

In this section of the module, you will follow a step-by-step walk
through of creating an Organization. You will become familiar with the
details of the Organization form and gain practical experience with the
type of information it can contain.

Before you sign on to the application, you will need to know the name
of the Organization.

=] All class participants should log on to the application and follow
along step-by-step with the workbook.

' This exercise allows leamers to login and create an Org Chart.

REPORT VIEWS

In this Org Chart form exercise you will login to the system, and navigate to

create a new Organization Report.

Remember, all red label fields are required. To complete the Org Chart form,

please follow the steps below:

1. Login to the application, your Personal Profile form appears.

2. Click the Submit button in the upper right of the Personal Profile form

to access the application.

3. Your Alert Bulletin (if any Alert Bulletins exist in the system) and

Duties Checklist appear.

4. Read the Alert Bulletin to become familiar with the situation

awareness.

5. Click the Close button in the upper right to close the Alert Bulletin.

6. Review your Duties Checklist to gain a better understanding
duties assigned to your role for this activity.

7. Click the Cancel button in the upper right to close the
Checklist form.

8. Go to the Report Navigation Frame:

of the

Duties

a. Select Organization Chart from the Report navigation drop

down menu.

b. Click the Create button on the Organization Charts summary
screen. You are presented with the Organization Chart form.

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
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9. Go to the Basic Info tab fields, which is the only tab on this form:

a. Key in the name of the organization in the Organization
Name field.

10.Go to the Contact Info field located below the Organization Name
section.

a. Key in the name, phone number and other pertinent
information.

Remember that you can click on the Expand link to open the
Expanded Text Window which will allow you to include
additional information.

11. Go to the Comments field and supply additional useful information.

12.Click the Submit button in the upper right to save the report in the
system.

13.You will be presented with the new Organization chart in View mode.

14. Click the Close button in the upper right to close the form.

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
— J =%

12



NC4 TRAINING

2.5 Adding a Position to an Organization

A position is governed by the organization in which it was created. When
an Organization is selected, the user will be able to view or select the
positions that are assigned to that organization.

To open an existing Organization Chart, perform the following:
1 Click on or expand an existing Organization Name link as

shown in Figure 8.

Report: Organization Chart *  View by Name -

=NC4

o Drganization ,
Organization Charts a?ne link % Expand All Collzpse Al
\ \ Thi=s screen |ast updated . -
[ Create ] [ Delete ] p TRefresh @ Of () On (00:00:00:18) Alerts: 0
u b s Template R remove
[l v ATF Command Fost ¢ |
‘& eteam: Organization Chart - Windows Internet Explorer @M
[C] v call Certer '
[l v ETeam \(‘:‘) hitp:/fpreview.ncdus/etearn reportforganizationChark.doftarget=read&id=ehkids ‘ b |
] »EoC o @ Help
|:| ¥ EQC ESF Organlzatlon Chart[ Update ] [ Delete ] [ Prirt ] [ Close ]
|:| b Law Enforcement *Red Label: indicates & required field.
[l » Main OrgiFosition Basie Info
O] » state of Maine
O v mest ORGAHIZATIOH INFORMATION:
] ¥ Translink Main H
[ v wpta Organization Hame:
Call Center 3
Contact Info:
Comments:
CURRENT POSITIONS
(| AddaPosion | )
Call Taker

Figure 8 Open an Existing Organization

REPORT VIEWS

=7 Positions
are added to
an

Organization
Chart one at
a time.

COPYRIGHT © 2008 NC4
All Rights Reserved
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Add a Pogiti
2 Click the SRSl button which will open to the

Organizational Element window, as shown in Figure 9.

] ] @ Help
Organizational Element

*Red Label: indicates = required fisld.

MAIH ORGAHIZATION:

o rganization Name
Organization Hame:
Call Center

POSITION INFORMATION:

Position Hame:

Menu Template:

| | (oot ] (e )

Comments/Contact Info:

- Expand

Checklist:

- Expand

Document Crested by: conterd on 09/21/2003 =t 11:33 EST
Copyright © 2003 by MC4 Public Sector LLC, All Rights Reserved.

Figure 9 Organizational Element Window

You will observe that the Organization Name is grayed in on the
Organization Element form.

3 Key in a Position Name in the Red Labeled field.

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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4 Select a Position Menu Template by clicking the

button as shown in Figure 10.
TN

Position
Name
(|[ Selew Clear ]

& E TEAM Select Relevant Event - Windows L. L= = .

POSITION INFORMATIOHN:

Position Hame:

Menu Template:
[short Cal Center

® http:,-‘.-‘prevlew‘nc4.us[eteam!cumm0m’CUmmun.du?‘tar| ] |

( SELECT FROM OPTIOHS BELOW
.

DEFAULT ETEAM MEHU

ESF

LE

Lockheed

Maine

Ops Chief

Short Call Center
YEOC

WPFG

*r *r ¥ v vy v r vy v v

WPFG Call Taker

Cancel

Figure 10 Position Name and Menu Template

The Position Menu Template determines the default Report
navigation drop down menu for individuals with this position selected
in their Personal Profile. More information about creating and
assigning a Position Menu Template can be found in Section 3.0.

5 Key in appropriate Comments/Contact Info and Checklist
duties for the position as shown in Figure 11.

Comments/Contact Info:

Janet Erv, Contact (22201 234367 -

- Expand
Checklist:
Coordinates and manages call center operations. -

- Expand

Figure 11 Contact Info and Checklist Fields

- COPYRIGHT © 2008 NC4
— - All Rights Reserved
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The information entered in the Checklist field will populate the
Duties Checklist dialog box that users may see when they submit
their Personal Profile in the NC4 application or click the Checklist
button in the Top Tools frame.

6 Click the @ button to save the information for this
position.

The Position has been added to the Organization and the
information is displayed in the Organizational Element form in
View mode as shown in Figure 12.

l@ Help

[ Updzte ][ Delete ][ Prirt ][ Close ]

Organizational Element

*Red Label: indicstes = required fisld.

MAIH ORGAHIZATION:

Organization Hame:

Call Center

POSITION INFORMATIOH:

dded Position
Position Hame:

Call Leacker

Menu Template:
Short Call Certer

CommentsiContact Info:
Janet Erv, Cortact (22201 23-4567

Checklist:
Coordinstes and manages cal center operations.

Add a Position

Figure 12 Completed Position form

7 To add a subordinate position to the position that has been
created in the Position Name field, click the

Add a Position

button on the completed Organizational
Element form and repeat the same process. Click the
Submit button to save the new position to the system.

e | COPYRIGHT © 2008 NC4
— = All Rights Reserved
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You will see the [ o= ][ = ][ il ][ o= ] buttons in

the upper right of the Organizational Element form depending on
your access level and discretion of the System Administrator. Use
the Update button to edit or add information to the report, the
Delete button to delete the report, the Print button to print a copy,
and the Close button to close the report window and return to the
summary screen.

2.5.1 Completed Organization Chart with Positions

A complete Organization Chart with a Menu Template Assigned
may resemble the example shown in Figure 13.

Rﬂport:l Organization Chart vl View by:

Organization Charts

[ create | [ Delete | [ Print |

u Organization/Positions tenu Template As:

|:| * American Red Cross

¥ Chapter Director 0E M=a==s Care
* Disaster Services Director 06 M=as=s Care
IMas=s Care Officer 06 Mas=s Care
b ETeam
v EQC
01-Director

* 02-Cormrmmznd Staff

03-Senior Emergency Management Coordinstor

b 14-Operstions Section
A5-Logistice Section
AE-Planning and Intel

A7-Finance and Administration Section

I A O Y W Y

b 09-Lizsions

Figure 13 Completed Organization Chart with Positions

Organization Charts can be created and updated at any time.

REPORT VIEWS

= Deleted

reports are
removed
from active

lists but are
maintained
in history.

e | COPYRIGHT © 2008 NC4
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2.6 Review Exercise- Adding a Position

In this section of the module, you will follow a step-by-step walk
through of adding a position. You will become familiar with the details
of the Organization form and gain practical experience with the type of
information it can contain.

Before you sign on to the application, you will need to know the name
of the Organization, and the positions in the organization.

= All class participants should log on to the application and follow
along step-by-step with the workbook.

REPORT VIEWS

" This exerdise allows leamers to login and Add a Position to an Organization Chart.

In this Organization Chart-Add a Position exercise you will access th
a Position button to add positions to an existing Organization Chart.

Remember, all red label fields are required. To Add a Position, please
the steps below:

1. Select Organization Chart from the Report navigation drop
menu.

2. Click the Name link of the Organization.

e Add

follow

down

a. Click the Add a Position button in the Current Positions

section.

3. Key in the Position Name.

4. Go to the Comments/Contact Info field and key in pertinent

information.

Remember that you can click the Expand link to open the Expanded

Text Window which will allow you to include additional informat

5. Go to the Checklist section.
a. Key in four duties that the position is required to perform.
6. Click the Submit button in the upper right to save the report

system.

Repeat the process by clicking the original organization chart to add
positions to the organization chart at this level.

ion.

in the

more

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
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3 Data Dictionary-Position Template

The NC4 application has the ability to create any number of customized
menus that can be assigned to any position/user within any organization
created within your system. This feature enables the user/system
administrator/jurisdiction to define, modify and control which forms/reports
are assigned to or displayed for which position(s).

It is a valuable tool because it enables a menu list to be tailored specifically to
a user/position; it enables the system to display the menu that contains only
those forms/reports in the Navigation frame that the user will access. The
users will not have any extraneous options around which to navigate.

3.1 What is a Position Template?

The Position-Based Menus are lists of the forms/reports associated
with a given position/user. They are created using the Position
Template in Data Dictionary. With the Position Template, you
determine the content of the menu list to be provided in the report
navigation frame based on the position of the user.

The system administrator has the ability to customize both the Full
Menu and the Position Menu to best meet the needs of the
organization, position, and situation. The menus only display those
reports and views available based on that position’s level of access. At
login, the system displays the position menu assigned to the user or, if
no menu assignment has been made, the default menu and view as
defined by your system administrator displays.

A Position Menu is a way of ensuring that precious processing time is
not wasted accommodating menu choices that will not be used by the
particular individual/office/agency/jurisdiction.

Position Menus consist of two steps. The first step is “creating” the
menu template, the second is “assigning or associating” the menu
template to a position within an organization. The Position Template
can be assigned to more than one organization or position.

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
— J =%
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3.2 Viewing & Updating Position Based Menus

This section of the module provides an overview of Position Based
Menus and the Position Template used to create the Position
Based Menus. You will become familiar with the layout of the
Position Template and understand the type of information that it can
contain.

To View existing Position Based Menus select Position Template
from the Report navigation drop down menu, as shown in Figure 14.

Report: Organization Chart -

References -
Irternet Link
Site
Reference Document
Directory
Tazk Template
Motification Group
Staffing Plan
Qrganization Chart =~ Data
Special Meeds Dictionary is
Document Likbrary the top-level
Diata Dictionary report

Heywneord strcture for
Color Code Position

Template.

ozition Template
Rapid Infrazstructure Evaluation
Default E Team Menu

Figure 14 Selecting Position Template

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
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Position Templates can be viewed by Name, Assignments, or
History, as shown in Figure 15.

Report: Position Template *  VWiewby: Mame -
Mame

Position Template by Name History

- Aurto _
C | create | D bDelete Print Refresh @ Off
(@ [rone ] ios pas
it

ity 06252002 =t 04:53 EST
I:l ESF 0E/252002 =t 04:56 EST
I:l LE 07222009 =t 02:52 EST
I:l Lockheed 10M0142009 =t 16:04 EST

Figure 15 Position Template Viewed by Name

Remember, when you are assighed a Position Template, your
Report navigation drop down menu is based on your position. Once
you log in and submit your Personal Profile your position is included
(established) in your Personal Profile. The position indicated in your
Personal Profile is established in the Organization Chart and
accesses the associated Position Based Menu that was created by
using the Position Template. What is included in the Position
Template determines what appears in the Report navigation drop
down menu when a user submits his or her profile.

REPORT VIEWS
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Figure 16 shows two different Position Based Menus. Note the
differences between the available Report navigation drop down menu
items.

REPORT VIEWS

Report My Reports . Report: My Reportz W
AIMy Reports Allly Reports
My Reports My As
vertAncident/a ctivit | VEMLANGICEMASCILY
Incidert ! [ Print| Incidert
nfrastructure nf:a;e;tﬂ;letﬂ';zldem
gherter JE u Hospital
oad Clozure Shettar
Resources Resources
Resource Request Resource Request
SlLEL Situstion
Anency SitRep Agency SitRep
Logs Logs
Duty Log Dty Log
References References
Internet Link Irternet Link
Site Site
Reference Documert Reference Document
A

Position Based
Menu ESFG
Mass Care

Position Based
Menu for ESFS
Public Health

Figure 16 Two Different Position Based Menus

This view gives you a snapshot of the Report navigation drop down
menu differences between positions within a jurisdiction.

To change which Position Based Menu is displayed in your Report
navigation drop down menu, the position indicated in your Personal
Profile needs to be changed.

Changing the content of an existing Position Based Menu is similar
to creating a new Position Based Menu, which is described later in
this module. First access the associated Position Template from the
Report summary screen, click the Update button and update it to
make the changes required, and click the Submit button to complete
the update.
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Updates made to a Position Template take effect immediately.
However, a logged on user will not see the changes until they:

e Refresh the browser window, or
e Login to the system again.

Users who change his or her position on the Personal Profile form
during a session will see the Report navigation drop down menu
associated with the new position after submitting his or her updated
Personal Profile.

Users may also have the ability to toggle between his or her Position
Menu and the Full Menu by clicking the radio button in the top
navigation frame as shown in Figure 17. This option must be enabled
within Position Menu, View Options tab. Also it is covered in section
3.3.2.1 of this module.

Report: Call Center | Viewhyr Statuz i@ Position Menu ) Full Menu

Call Center by Status

[ create | [ Delete | [ Print |

u Status m Mature of Emergency

b Waiting for Dispatch

b Dispatched - Waiting for resoldtion
3 0 In Frocess

b 0 Operations Desk

Figure 17 Position and Full Menu Buttons

Auto Refresh

= The Full
Menu
contains all
forms and

reports
available for
the user’s
access level.
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3.3 Creating a Position Template

This section of the module will assist you in creating a Position Menu
Template. You will become familiar with the layout of the template
and understand the type of information that it can contain.

To create a new Position Template, perform the following steps:

1 Select Position Template from the Report navigation drop
down menu.

2 Click the Create button on the Position Template summary
screen as shown in Figure 18.

Report: Position Template *  Viewby: hlame -
g -
Position Template by MName | Expand All Collapse Al
3 Creat Delet ] [ Print ] Auto @ ofF ) on Thi= screen last updsted

' =g = Refresh - - [D0:00:00:25)
u Narme Last Updated

] City 0E/25/2008 =t 04:53 EST

D ESF OE/25/2002 =t 04:56 EST

O e 07/22/2009 =t 08:52 EST

[ Lockheed 10)401/2003 =t 16:04 EST

Figure 18 Creating a Position Template

This will open a new Position Template as shown in Figure 19.

@ Help
Position Template

*Red Label: indicates a required field.
oeme vemomors

ENTER. TEMPLATE INFORMATIOHN

*Template Hame

Description

Figure 19 New Position Template form

—~ Data
Dictionary is
the top-level

report
structure for
Position
Template.
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Note that when the Position Template form opens, there are two tabs, the
Basic Info tab displays as the default and the View Options is the second
tab. We will summarize the tabs used in this form.

3.3.1 Basic Info

As shown in Figure 19, the Position Template form contains the
following Basic Info section fields that identify the template:

e Template Name

o Description

3.3.1.1 TEMPLATE NAME

Key the name of the template into the Template Name field as shown in
Figure 20. It is suggested that the name be analogous to the position which
the template applies. This is a required field.

*Template Hame:

= *Red
Label

Figure 20 Template Name Field indicates a
required
field.

3.3.1.2 DESCRIPTION

Key a description of the template into the Description field as shown in
Figure 21.

Description:

Figure 21 Description Field

Proceed to the View Options tab.

e COPYRIGHT © 2008 NC4
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3.3.2 View Options

The View Options tab shown in Figure 22 contains two options with
distinct functionality.

(@ Help

|:| Check to Allow User to Toggle Between FullPosition Menus
VIEW MEHU OPTIONS

Position Template

*Red Label: indicates 3 required field.

Select view(s) to appear on the Viewpdate menu.

Click on link below to wiew all options available. When finished defining the menu, click SET DEFAULT WIEW and make a selection to display atleg in.

All'My Reports Eventincident/Activity Disaster Relief Infrastructure
Damage Assessment Resources Situation Tasks
Logs Models Personnel References
Data Dictionary Administration

Set Default View  Set Menu Options

Double click a view to ADD to the menu Double click a view to REMOVE from the menu

==

Al ==

==

Sl ==

Figure 22 View Options Tab
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3.3.2.1 MENU TOGGLE

The top of the screen provides the option for the user(s) assigned to
this Position Template to be able to toggle between his or her
Position Menu and the Full Menu, which contains all forms and
reports available for the wuser’'s access level. To enable this
functionality click the checkbox indicated for Check to Allow User to
Toggle Between Full/Position Menus, as shown in Figure 23. If
you do not want to provide this access, leave the box blank.

I View Optiong

Check to Allow Uszer to Toggle Between FullPosition Menus

Figure 23 Enable Menu Access

When this option is enabled, the user will have the ability to toggle
between his or her assigned Position Menu and the Full Menu by the
click of a radio button on the top navigation frame, as shown in
Figure 24. The radio buttons used to toggle between menus will only
be visible in the top navigation frame to those users who have
selected a position with a Position Menu having this option checked.

Report: All Reparts *  Wiew by: Eventincidentroctivity - ) Pasition Menu @ Full Menu

Figure 24 Top Navigation Frame

If this position is not granted the option to toggle between menus, the
Report navigation drop down menu will only display those forms and
reports specifically granted to this position. The Position Menu and
Full Menu options will not appear in the top navigation frame.
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3.3.2.2 VIEW MENU AND REPORT ACCESS OPTIONS

To associate the reports with a Position Template:

1 Click one of the top-level such

“Infrastructure”.

report structures as

All available reports within that report structure will appear in the
menu on the left.

2 Select the reports from the menu on the left that are to appear
in the Report navigation and View by drop down menus for
this position.

Each report Name link you click moves to the box on the right, as
shown in Figure 25.

REPORT VIEWS

Position Template

*Red Label: indicates = required field.

View Options

|:| Check to Allow User to Toggle Between FullPosition Menus

VIEW MENHU OPTIONS

Select view(s) to appear on the View/Update menu.

Click on link below to wiew all options available. When finished defining the menu, click SET DEFAULT VIEW and make a selestion to display at g epOI‘tS will
All'My Reports Eventincident/Activity Disaster Relief Infrastructure 3 p pea r i n the
Damage Assessment Resources Situation Tasks _ -
Logs Models Personnel References 2l £l i '

Data Dictionary Administration

Set Default Views  Set Menu Options

IIJuubIe click a view to ADD to the menu I
Hospital bey Location -
Hospital by Beds

Hospital by Personne!

Hozpital by Triage

Hospital by Blood

Hospital By Data Sharing Status

Hospital History

Shetter by Location /’

Haztat T-Il Facility by County

Haztat T-lIl Facilty by CAS

Hezhiat Tl Faciity By Data Sharing Status

HazMat T-Il Facility History

Corporate Facilty Summary

Corporate Facilty By Mame

Corporate Facilty By Type

Corpotate Facilty By Organization

Corpotate Facilty By Personnel Status

Corporate Faciity By Inspection Priority

Corporste Facilty By Data Sharing Status

Corporste Facilty By History

Road by Status
Road By Data Sharing Status

Jpoubie siick a vicw to REMOVE from the menul]

Hospital by Status
Shetter by Status

Shetter by Agency

Shetter By Data Sharing Status
Shetter History

Facilties by Status

Facilties by Responsible SAoency
Facilties by Type

Facilties by EventAncidentidctivity
Facilties By Data Sharing Status
Facilties History

HazMat T-ll Facilty by EHS Status

m

down menu for
his position.

All ==

@ Help

Road History
Transt by Type
Tranzt By Data Sharing Status 2
Figure 25 Selecting Report Options
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There are multiple ways to move the reports from right to left and left to
right, enabling or disabling access.

To move an individual report:

e Double click the report Name link. Double clicking the report Name link of
an individual report will move it in both directions. If clicked on the left it
will move to the right; if clicked on the right it will move to the left.

e Single click the requested report to highlight it and then click the

button. This will move the report from the left to the right,

which will add the report to this position’s Report navigation drop down
menu.

e Single click the requested report to highlight it and then click the

button. This will move the report from the right to the left,

which will remove the report from this position’s Report navigation drop
down menu.

To move All reports

All ==
e Click the button to move the entire report list from the left to

the right, which will add all the reports to this position’s Report navigation
drop down menu.

e Click the m button to move the entire report list from the right to
the left, which will remove all the reports from this position’s Report
navigation drop down menu.

The Set Default View and Set Menu Options are covered in the Module:
Menu Views.
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3.4 Completing a Position Template

When you have completed the View Options tab, click the button
in the upper right to save the report. The Position Template will now be in
View/Update mode, as shown in Figure 26.

@ Help

PDSition Template [ Update ][ Delete ][ Frint ][ Close ]

*Red Label: indicates a required field.
EHTER TEMPLATE IHFORMATIOHN

*Template Hame
ESF

Description

ASSIGHMENTS

Organization/Position:

Figure 26 Completed Position Template in View Mode

To view the list of reports you selected for the Report navigation drop down
menu with this position, click the View Options tab. Then click the top-level
report structure, and the reports will be listed in the box on the left, as shown
in Figure 27.

Position Template

*Red Label: indicates a required field.

VIEW MEHU OPTIONS

Select view(s) to appear on the Yiew/lUpdate menu.

Check to Allow User to Toggle Between FullPosition Menus
Click an a link belovw ta viewy all options available.
AllMy Reports  EventIncidentifctivity

Resources  Situation Personnel References

Hospital by Status -
Shetter by Status

Facilties by Status

Road by Status

Transit by Type

Lttilities: by Status

Figure 27 View Options Tab in View Mode

At this point, you have created the report list that will appear in the Report
navigation drop down menu for this position. The next step is to assign the
Position Template to a position in the References Organization Position report
type.
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3.5 Updating a Position Template

To change the content of an existing Position Template, click the Template
Name link in the Position Template by Name summary screen. The Position
Template will be presented to you. Click the Update button in the upper right
of the form to make the required changes.

Updates made to a Position Template take effect immediately;
however, a user already logged onto the system will not see the
changes until they do one of the following:

e Change the position in their Personal Profile.
e Refresh the browser window.
e Log in to the system again.

When you have completed the information, click the Submit button in
the upper right corner of the form to save the report.

With the Position Template in view mode, you may also use the control
button in the upper right to:

Update
¢ Update button - Click the button to open the report in Edit

mode to update and edit the data fields.

Delete

Delete button - Click the - button to delete this report from
active view. This report will be maintained for viewing, but not
updating in History.

Frint
e Print button - Click the button to send the report to the

printer.

I~ Note: To change which Position Menu is displayed when you log
on to the system, change the position indicated in the Personal Profile
to the position that has been displayed in the Data Dictionary Position
Menu Template. Users who change the position on their Personal
Profile document during a session will see the menu associated with
the new position after submitting the updated profile document.
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3.6 Review Exercise-Position Template

In this section of the module, you will follow a step-by-step walk
through of creating a position template that can be assigned to a
position.

Before you sign on to the application, you will need to know the name
of the Organization, the subordinate positions and the reports that the
reports that will be used by the organization.

=] All class participants should log on to the application and follow
along step-by-step with the workbook.

' This exercise allows leamers to login and Create a Position Tempilate.

REPORT VIEWS

In this Position Template exercise, you will navigate to create a Position

Template.

Remember, all red label fields are required. To complete the Position

Template form, please follow the steps below:

1. Go to the Report Navigation Frame:

a. Select Position Template from the Report navigation drop

down menu.

b. Click the Create button on the Position Template By

Name

summary screen. You are presented with the Position

Template form.

2. Key in the Template Name in the assigned field.

3. Key in the description of the position template in the Description

field.
4. Go to the View Options tab.
5. Go to the View Menu Options section.

6. Click the All/My Reports Name link.

7. Click the All>> button to select all the reports in All/My Reports.

8. Click the Event/Incident/Activity Name link.
9. Click the following report Name links:

a. Incident by Name

e COPYRIGHT © 2008 NC4
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d.

e.

Incident by Status
Emergency Event by Name
Emergency Event by Status

Alert Bulletin by Date/Time

REPORT VIEWS

10. Click the Submit button in the upper right to save the report in the
system.
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4 Assigning a Position Template

After completing the Position Template, you must assign it to the
position for which it was created. This allows the Position Template to
be activated so users can see and use the individually configured
menu. You can assign a new or modified Position Template to an
existing position or to a new position.

4.1 Adding a Position Template to an Existing Position

To assign a Position Template to an existing position: Zferences is
) ) the top-level
1 Select Organization Chart (under References top-level report report

structure) from the Report navigation drop down menu. structure for
the
2 From the Organization Charts summary screen, find the Organization
organization and expand its Organization Chart, as shown in Figure Chart.
28.

The expanded Organization Chart identifies the organization and its
positions.

Report: Organization Chart * Viewby: Mame

Organization Charts

[ create | [ pelete | [ Print |
u Organization/Positions Menu Template Assigned
l:l b ATF Comrmand Post
EI k Czll Certer
[ » ETeam
[ »ECC
O (-)ecese xpand the
[ ™ v pirecre rganizational Chart
[ locate the position
EI ESF10JUSR
EI b ESF 11 [Water and lce Short Call Center
l:l b ESF 12 [Energy Resources]  Short Call Center
EI ESF 12 [Military Support Short Call Center
Il ESF 14 Short Call Center
D ESFAS(PIO Short Call Center
D ESF 16 [Law Enforcement Short Call Center
EI ESF A7 [Animal Cortrol Short Call Center
N -

Figure 28 Organization Charts Summary Screen
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REPORT VIEWS

3 Click the Name link of a Position within the organization.

This will open the Organizational Element in View mode. Here you
can see which Menu Template, if any, is assigned to this Position, as

shown in Figure 29.

Organization Charts

[ create | [ Delete | [ Print_|

Organization/Positions
» ATF Command Post
# Call Center

» ETesm

» EOC

wEOQOC ESF

¥ Director WEDOC
¥ ESF 1 [Transportation
ESF10JUSH

¥ ESF 11 [Water and loe

Short Call Center
Short Call Center
Short Call Center
» ESF 12 [Energy Resources] Short Call Center

ESF 13 [Military Support Short Call Center

ESF 14 Short Call Center
ESFAS(PIO Short Call Center

ESF 16 [Law Enforce mert’ Short Call Center
ESF 17 [Animal Cortrol
¥ ESF 2 [Communications

ESF 2 [Public Works

ESF 4 [Fire

#E1 Center

hort Call Center
Short Call Center
ESF & [Planning Short Call Center
b ESFE [M=ss Care Short Call Center
ESF E [Public Heslth Short Call Center
ESF 7 [Resources

ESF A [HATMAT

Short Call Center

i i s s s e )

Short Call Center

Auto Refresh @

Menu Template Assigned

NE)

|® http://preview.nc4.us/eteamfrepDrtforganizatiDnEIement‘dD?target:read&id:ehk62sq\151420071]| I |

& etearn: Organizational Element - Windows Internat Explorer

1 POSITION INFORMATION:

@ Hep ~

[ Update ][ Delete ][ Prirt ][ Close ]

Organizational Element

*Red Label: indicates a required field.

MAIH ORGAHIZATION:

Organization Hame:

EOC ESF

m

Position Hame:
ESF 3 (Public Works)

enu Template:
Shart Call Cernter

Comments/Contact Info:

Checklist: —

Add a Position

Figure 29 Viewing an Organizational Element

4 Click the button to open the Organizational

Element form to update the Menu Template field.
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5 Click the Select button to the right of the Menu Template
field to open the Menu Template dialog box as shown in

Figure 30.

Organizational Element

*Red Label - indicates a required field

MAIH ORGAHIZATION:

Organization Hame:

EQC ESF

POSITIOH INFORMATIOH:

Position Hame:

@ Help

Basil: Info

ick Select button to
pen the Menu
emplate dialog box

|ESF 3 (Public Warks)

Menu Template:

[5hort Call Carter
Commentsﬂcunt&m:

/& E TEAM Select Relevant Event - Windows L.

|® http:ffpreuiew.nc4.usfeteam/cnmmnnf(:nmmnn.dn?tar| ] ‘

Checklist: \

Document Created by: reomerford
Copyright

( SELECT FROM OPTIONS BELOW

Ci
DEFAULT ETEAM MEHU

ESF
LE
Lockheed

Maine

0Ops Chief

Short Call Center
VEOC

WPFG

r v v ¥ e e T ¥

WPFEG Call Taker

Cancel

Figure 30 Menu Template Dialog Box

6 Click the Menu Template Name link to populate the Menu

Template field.

7 Click the Submit button in the upper right to save your

changes.

The Position with its associated Menu Template is now available for

use in the system.

REPORT VIEWS
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4.2 Adding a Position Template to a New Position

Assigning a Position Based Menu also occurs when a new position is
added to an organization chart. Assigning a Position Template when
creating a new position is accomplished in the same manner as
assigning a Position Template to an existing position.

To assign a Position Template to a new position in an existing
organization:

1 Select Organization Chart from the Report navigation drop
down menu.

A list of existing organizations with organization charts displays in the
Organization Charts summary screen.

2 Click the Expand All link to the right of the Organization Charts
Name in the summary screen to expand all levels of the
organization, as shown in Figure 31.

3 Click the Position Name link to open that position’s
Organizational Element.

Report:  Orgarization Chart ~ Viewhy Name
= ch E Team

i ., = Situational Resy

Organization Charts 2| Expand a1 Yeoliapse Al e
[(create | [ Delete | [ Print_| Auto Refresh @ OF () On This screen |Somopoated (00.00:02:18) Alerts:3  Unread: 3
— B remove
= -
vEOC ESF
EQCESE A s [ 100562009 at
+ birater Drganization aan est
Name link Resource
@& etear: Organizational Element - Windows Internet Explorer oo o

School Department Busses Short Call Center

[® httpii/previewncdus/eteam reportjorganizationE|ement.dotarget=readaiid=e hk62sq/15142 | & |

ESF 10 [USF: Short Call Canter @ rap -
+ ESF 11 [Water and lce Short Call Certer Organizational Element [ Updnte ] [ T ] [ o ] [ — ] B
Salvation Army Short Gall Gerter

*Red Label: indicates = required fisld.

~ ESF 12 [Energw Resources Short Call Center
Basic Info

Position
Name link

Short Call Certer

MAIN ORGAHIZATION:

Organization Hame:

EOC ESF

m

Short Call Canter POSITION INFORMATION:
Short Call Certer
Position Hame:

ESF 3 (Public ¥orks)

Short Call Certer

1 e R R A o o e R Y M

Communicstions Short Call Carter
Menu Template:

ESF 3 [Public Warks Short Call Carter Short Cal Corter

ESF 4 [Fire Short Call Certer CommentsiContact Info:

ESF & [Flanning Short Call Carter .

v ESFE [Mass Short Call Cant m

E— ort il tanar Add a Position
City Employee Shelter Short Call Cerfer —— B

Figure 31 Open an Existing Organizational Element

REPORT VIEWS

=7 Positions
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an
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Chart one at
a time.
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4 Within the Organizational Element window, click the Add a
Position button (shown above in Figure 31) to open another
Organizational Element window for a new subordinate
position as shown in Figure 32.

@ Help
Organizational Element

*Red Label: indicates a required field.

MAIH ORGAHIZATION:

Organization Hame:

EOQC ESF

POSITION INFORMATIOH:

Position Hame:

Menu Template:

[short Call Certer (oot Y[ oo |
T ———

CommentsiContact Info:

|| Expard

Checklist:

|| Expard

Figure 32 New Organizational Element Form

5 Complete the new Organization Element by entering a Position
Name such as “"ESF 10—HazMat Coordinator”.

6 After entering a Position Name click the Select button to the
right of the Menu Template field to open the Menu Template
dialog box.

7 Click the Name link in the Menu Template dialog box to
populate the Menu Template field.

8 Complete the Comments/Contact Info and Checklist fields
with available information.

This creates a completed Organization Element with an associated
Menu Template as shown in Figure 33.

REPORT VIEWS
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Organizational Element

*Red Label: indicates a required field

MAIN ORGANIZATIOHN:

Organizatien Hame:
EOC ESF

POSITION INFORMATIOHN:

Position Hame:

@ Help

-Sub mit -Cancel

|HazMai Coordinator

Menu Template:

|ESF1 N-HarMst Coordinator

|[ Salect ] [ Clear

CommentsiContact Info:

Expand

Check List:

1. Pravide administrative and technical suppart ta the Emergency Management Council, which is responsible for the
ciirection and contral of emergency operations and the arganization of personnel, resources and facilties in times of
[Emergency .

2. Develop and coordinate & comprehensive dizaster preparedness and response plan in accordsnce with Federal and %

Expand

Documment Crested by: Instructord on 02/21/2008 st 05:03 POT
Copyright ® 2008 by NC4 Public Sector LLC, All Rights Reserved

|~

| %

Figure 33 Completed Position with Menu Template

9 Click the @ button in the upper right to save the

information for this Position.

The new position with the associated Menu Template is now available

for use in the system.

REPORT VIEWS
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After a Menu Template is assigned to a position, the Position
Template will identify the assigned positions, as shown in Figure 34.

@ Help
Position Template

[ Updata ][ Delate ][ Prirt ][ Close }

*Red Label: indicstes 3 required field.

ENTER TEMPLATE IHFORMATION

*Template Hame
ESFE

Description This Position
postion menu far ESFE - Mazs care Template is
assigned to

these positions

ASSIGHMENTS ,

0rga“ization_,"Position: EQC ESF.EQOC Director ESF B Mass Care
EQC ESF EQOC Director ESF B Mass Care City Chapter of the Red Cross
EQC ESF,EQC Director ESF & Mass Care, City Employee Shelter Team
EQC ESF EQC Director ESF B Mass Care, Shelter Manager

Document Crested by: Instructord on 05M2/2008 at 11:02 POT LastModified by: Instructor1 on 05/20/2008 =t 11:48 POT
Copyright ® 2006 by NC4 Public Sector LLC, All Rights Reserved.

Figure 34 Position Template with Assigned Positions

After creating the Position Template, you must assign the menu to
the position for which it was created. This allows the menu to be
activated so users can use the menu. You can assign a new or
modified template to an existing position or to a new position.
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4.3 Review Exercise-Assigning a Position Template

In this section of the module, you will follow a step-by-step walk
through of assigning a position template to a position.

Before you sign on to the application, you will need to know the name
of the Organization, the subordinate positions and the reports that will
be used by the organization.

=] All class participants should log on to the application and follow
along step-by-step with the workbook.

" This exerdise allows leamers to login and Assign a Position Template to a position.

To assign a menu template to an existing position, follow these steps:

REPORT VIEWS

1. Select Organization Chart from the Report navigation drop down

menu.

2. Click the triangle icon of the organization until you arrive at the Name

link of the position.

a. Click the Name link of the Position.

b. Click the Update button in the far right of the form.
3. Validate that the correct position name is in the field.

a. Go to Menu Template which is below the Position
field.

Name

a. Click the Select button to open the Menu Template Name list.

b. Click the Name link of the desired template.

4. Click the Submit button in the upper right to save the report
system.

in the

a. Review the Organization Chart and Position form to ensure that

the correct template has been added.

b. Click the Close button in the upper right to return to the
view frame.

center
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