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1 Module: Navigation & Common Functions

Many common functions are available throughout the system. In this module,

. S - . - Learning
you will become familiar with these functions by using them repeatedly Objectives
throughout this workbook. After you have mastered these functions, such as
the ability to log in and out, find a report type, notify responders, or open an After completing
Incident Report, you're well on your way to knowing how to use the NC4 this module,
application. learners will be

able to:
In this module, you will learn to: e Login and log out
of the system.
e Review Login process  Navigate the

e Understand the main screen layout NC4 application.

e Review your
Personal Profile.

e View and sort report lists « Locate, sort, &

¢ Navigate throughout the application

e Expand a field to enter more information view reports.

e Use Notification e Use Notification.

e Find, view, and

e Create Alert Bulletins create Alert

e Send and View Target Alerts Bulletins.
e Send and View
Note: All person names and corresponding titles used in this document are Target Alerts.

fictitious. The names and titles are being used for the sole purpose of
illustrating the systems' features and functionalities in an instructional
environment.

ICON KEY

=7 Valuable information

7 Test your knowledge

E  Keyboard exercise

Review

- COPYRIGHT © 2008 NC4
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1.1 What is the NC4 Application?

The NC4 Application provides comprehensive functionality for all critical tasks
associated with emergency management, facility and event security, disaster
preparedness and recovery, and continuity of operations. The NC4 Application
enables you to prepare better, respond faster, and recover sooner whenever and
wherever public health and safety, the environment, or business assets are at
risk.

The NC4 Application provides a common operational interface for all tasks,
reports, and map views, ensuring consistency when creating, viewing, or
distributing information.

In a time of crisis, obtaining and sharing critical information takes on enormous
importance. The NC4 Application provides the response organization with
powerful computer-based communications and management capabilities that:

e Provide quick access to situational awareness.

e Comprehensively manage daily activities and track all aspects of an
incident or event.

e Easily communicate with a number of different agency and group
representatives in geographically dispersed areas.

In this module, you will have several opportunities to become familiar with
the key features and functionality such as:

Understand and navigate the NC4 Application
Log in, log out

Understand the screen layout

Navigate throughout the application

View Report status

Understand Notification

Use Target Alerts

Alert Bulletin(s)

_ COPYRIGHT © 2008 NC4
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2 Navigation

This module provides an overview of the NC4 Application. You will become
familiar with the screen layout, and learn how to navigate throughout the system
to gain quick situational awareness, view incidents, update your Personal Profile.

2.1 Launch the NC4 Application

To launch the NC4 application, keystroke the URL address that was provided to
you and press GO or click ENTER; you will be presented with the NC4 Application
as shown in Figure 1.

To use the system functionality you must enable browser pop-ups. Make sure
your browser pop-up blocker is turned off. In some locations, this may be
restricted or maintained by your IT (information technology) department who
should be contacted to provide assistance.

=~ To use all
the system
functionality,
you must

enable
browser

pop-ups.
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2.2 Login

Your first introduction to the system is the Web login page, as shown in
Figure 1.

‘ Welcome to E Team ‘

=Ne4

5 v
&4» Username
e Password |

@ Operations () Training

Prepare Better. Respond Faster. Recover Sooner.

Copyright ® 2009 by NC4 Public Sector LLC, All Rights Reserved.

Figure 1 Web Log In Page

To log in the NC4 application, you will need a Username and Password. To
obtain a Username and Password, contact your System Administrator. Key your
username into the Username field and your password into the Password
field.

Click the appropriate button for the system you wish to use, OPERATIONS or

TRAINING. Use OPERATIONS for active incidents or events and TRAINING for
all other activities including training and exercises.

Then click the button to log in to the system.

Both the Username and Password are case sensitive. They must be entered in
the exact format in which they were provided to you.

=~ Training
and
Operations
systems are
independent
and require
separate
logins.
Documents
created in
one system
will not be
available in
the other.

~7 You can
use the Tab
key to move
your cursor
from the
Username
field to the
Password
field.

_— ‘ COPYRIGHT © 2008 NC4
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2.2.1 Personal Profile

As soon as your login and password are accepted, your Personal Profile
opens, as shown in Figure 2.

'g‘l Help

N\
N————

Personal Profile

*Red Label: indicates a required field.

PROVIDE YOUR. PERSOHAL INFORMATIOH:

*First Hame: Mi: *Last: 1D Ho.

|Cor|terrt | | | |Developer | |

Organization/Location: Shift:
|EOC | [ P ] First O700-1500 -

Position: Region/Office:
|Direu:10r | [ Selact ] Field Operations Center -

Agency: Title

|Emergency Manzagement | [ Select ] |

Skill Sets:

French Speaking -

HazMat Specialist
- Select

Helicopter Pilct

PROVIDE YOUR. CONTACT INFORMATION:

Phone: Cell:

|1 25-456-7500 | |1 23-456-7891 |
Fax: E-Mail:

|1 23-456-7892 | |abu||en@cil-llc: cam |
Pager: Other:

| | | |
Frequency: Call Sign:

| | | |
Talk Group: E Team User:

| | Yes (4uisiil)

PROVIDE YOUR PREFERRED METHOD OF E TEAM REFORT HOTIFICATION:

Hotification Method:

E Teamn Alerts

E-mail (address entered above)

E-mail Enabled Pager: Fverizon@wireless.bd |

E-mail Enabled Mobile Device: |b|ackberry@mgbile_com |

Copyright © 2003 by NC4 Fublic Sector LLC, All Rights Reserved.
< T F

Figure 2 Personal Profile Form

= This is the
complete
Basic Info
tab of the
Personal

Profile
document.
Scroll down if
you see only
part of this
screen.

—~ *Red
Label
indicates a

required
field.

™
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All Rights Reserved

11



NC4 TRAINING

Upon successful login, you should review your profile information, especially
the organization and position categories by keying your information into the
fields and making selections from the drop down menus.

Upon completion of the review, click the Submit button in the upper right of
the Personal Profile screen (shown in Figure 2), to gain access to the
system.

The Personal Profile is further discussed in detail in the Module: Personal
Profile.

Access to the system is denied if you click the Cancel button on the Personal
Profile form during the login process. At other times, when the login process
is complete, you may view your Personal Profile and click the Cancel button
to close the Personal Profile screen.

Note that there are two different types of User Names in the system. User
Names may be functionally based such as “EOC Director”, “First Shift
Supervisor” or "SAR Team Lead”. The other type of User Name is individual,
as in “John Smith”. The type of User Name you will be assigned is dependent
on how your agency has chosen to implement the system.

COMMON FUNCTIONS

r— After
some time of
inactivity,
the system

will
automatically
log you out.

I~ Access to
the system
will be
denied if you
click the
Cancel

button on the
Personal
Profile form
during the
login
process.

COPYRIGHT © 2008 NC4
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NC4 TRAINING COMMON FUNCTIONS

2.2.2 Pop Up Windows

During the login process, after you Submit your Personal Profile, you may be
presented with two “pop up windows”; the Duties Checklist and Alert Bulletin
windows.

2.2.2.1. DUTIES CHECKLIST

The Duties Checklist window as shown in Figure 3 may “pop-up” on your
screen. This screen may be suppressed by your System Administrator.

( Duties for: Director 1

W Maintain anmwrate records concerming the folloaang areas, [~ The Duties

which will be required for State and Federal reimbursernent Che_Ck“St IS

should & Federal disaster be declared. assigned to
your role by

1. AgencyDepartment wehicle mileage™s (starting and your agency’s

ending]. SOPs and is
usually

2. Costs and receipts for agencyidepartment parchases. maintained by
your System

3. Becords of agency/department aquipment andfor Administrator.

supplies

utilized, lost or dammaged during the event.

4. Lists of inparies and medical expenses to
agencyidepartment personnel.

5. Lists of all personnel and hours worked (schedaled and
overtime) during the event.

£. Other expenditores related to the event.

= Scroll
down to read

f‘all the .
information
in the Duties
Checklist
window.

Figure 3 Duties Checklist Window

The Duties Checklist displays any duties assigned to your role by your
agency’s SOPs. The System Administrator usually maintains this information.
Click the close button on the bottom right to exit the Duties Checklist
window.

This information resides in the Position Checklist information in the
References Organization Chart hierarchy of the report drop down menu.

_ COPYRIGHT © 2008 NC4
- All Rights Reserved
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NC4 TRAINING COMMON FUNCTIONS

2.2.2.2. ALERT BULLETIN

You may be also presented with the Alert Bulletin(s) window, as shown in
Figure 4.

p
Alert Bulleting=) ]
Subject: Credible Terrarist Threst 7~ Scroll
Date/Time: DEM9/2007 at 2341 EST down to read
Bulletin: Orlando Metro Area has recieved credible threst of terrorist sttacks. _a” the alerts
ECC iz activated to level 2 activation immedistely in the Alert
Bulletin
Sent By: rocormerford window.
Figure 4 Alert Bulletin(s) Window 7 The Alert

Bulletin is

sent system

The Alert Bulletin is used to send system wide messages to everyone using Zveigioatnl(ijnz/i(t)u

the system. It is not an Instant Messaging (IM) system, and you cannot limit distribution
distribution of these messages. After you have read the alert, click the close of the
button on the bottom right to exit the Alert Bulletin window. message.

The Alert Bulletin is discussed in detail in section 3.5 of this module.

——— COPYRIGHT © 2008 NC4
- - All Rights Reserved
- - - — .
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NC4 TRAINING COMMON FUNCTIONS

2.3 Main Screen

A successful login brings you to the system’s main screen. When you are in the
training application mode, a training watermark displayed diagonally across the
screen will be provided as background on reports. For instructional purposes, the
main screen is compartmentalized into the five focus areas shown in Figure 5.

ard | Logout | About ETeam

port Navigation Fram

|#| Expand ANl Collapss Al

Report: Al Reports + VWiew by Evertincidentidctivity

ca E Team
- Situational Response

Auto Refresh @ Of () On This screen last updsted (00:00:02:50) Alerts: 0 Unread: 0

& remove

All Reports By EventiincidentiActivity

Date | Responsibility | Last Modified

} Emergency Evert
» Flanned Event

¥ Incident

¥ Planned Activity

¥ Not Reported

lerts View Frame

p Look For
L |

[ varimnts [ Fuzzy

Search In
All Reports -

Search
— rame

Figure 5 Main Screen

= The

center view
frame uses
collapsible/

expandable
triangle
b

icons

™ COPYRIGHT © 2008 NC4
’ = All Rights Reserved

15



NC4 TRAINING COMMON FUNCTIONS

The main screen includes the following elements:

Element 1 - Top Tools Frame - This top horizontal frame contains
buttons that provide quick access to system features and displays both
your personal login information and system identification, as shown in
Figure 6. The available buttons may differ depending on your system
configuration.

Figure 6 Top Tools Frame

Element 2 - Report Navigation Frame - This frame, shown in
Figure 7, consists of drop down menus that provide access to all
reports available in the system. When a report type, or report type and
view are selected, the report list is presented in the Center View
Frame, as shown in Figure 8.

Report: Al Reports: *  View by Evertincidentitctivity -

Figure 7 Report Navigation Frame

r—~ System
menus can be
configured for
each user or
jurisdiction.
The menus and

screens on
your system
may differ from
what is shown
in this
document.

-— COPYRIGHT © 2008 NC4
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TRAINING COMMON FUNCTIONS

Element 3 - Center View Frame - The main window displays the
summary views of available reports, as shown in Figure 8.

u. Ewert/Inc -
* Emergency Evernt
¥ 2009 Flood
} Explosion at Airport mergency
vent
b HIH1 Outbresk
D Business Loss o Daves Sponge Company
] Call Certer 0 Amber Arnold
D Caze Managemert ¥ Smith,Bubba =
Il Deploymert R Jones, Darry [
| Donstions (o] 2007-5E05E1
D Lisease Surveillance Report  Corfirmed com-112233
D Ernergency Evert Y Hurricane Xerxes w
D Housing Loss o Bubba Stevens
D Incident e ‘Weatherford Lakes Sewvere \Weather- Tornado
D Incidert o Water main break i
D Incidert o Burnby and South Downed Power Line
D Irzidert e Curry Ford and Semoran Dowmed Power Line
Figure 8 Center View Frame
In addition to displaying reports, the Center View Frame contains
control buttons to Create, Delete, and Print reports as well as
Refresh the screen, and Expand or Collapse the report view, as
shown in Figure 9.
Incident by Status 2| Expard Al Collzpss Al
[ Create | [ Delete | [ Print | ::ftfesh ® o () on (Il SEEE lsstuRasd
Figure 9 Control Buttons
- ‘ COPYRIGHT © 2008 NC4
— — All Rights Reserved
= N ./ .y
T
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NC4 TRAINING COMMON FUNCTIONS

Element 4 - Alerts Frame - The Alerts Frame displays your Target
Alerts list, as shown in Figure 10. Target Alerts will be described in
detail in section 3.6 of this module.

__"ca E Team
- Situational Response

Alerts: 0 Unread: 0

Figure 10 Alerts Frame

Element 5 - Search Frame - The Search Frame, shown in Figure 11,
displays the system’s search functionality which allows users to search any
report using a specific word or phrase.

p Look For

|:| Wariants |:| Fuzzy
Search In

Incident b

Figure 11 Search Frame

We will be exploring each of these elements in the subsequent sections.

——— COPYRIGHT © 2008 NC4
- ~ All Rights Reserved
- J = .
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NC4 TRAINING COMMON FUNCTIONS

2.3.1 Top Tools Frame

Along the top of the window is the Top Tools Frame. The left side of the button
bar is shown in Figure 12. This frame is composed of Tool buttons that are
described reading left to right:

Map " Real Time Msg | Profile | Checklist ARE T EIM T Dashboard | Logout | AbhoutETeam

Figure 12 Top Tools Frame (left side)

e Click the W button to launch the system’s map viewer. Available
maps are determined locally and maintained by your System
Administrator. For that reason map displays may differ. However, your
available map will display contents similar to the representation shown
in Figure 13.

2 hitp:/letrbpy.ncd.us - E Team Map Viewer - Microsoft Internet Explorer

Available Maps : USA ¥ [ Refresh Map |[Print ] [ Close |

Layers
"Visle Sctme

(O Major Cities
(O Great Lakes

Coastal Watets:

O Puerto Rico

O Coastal Watens:
Atlantico Region

O Coastal Waters: Gulf
Region

B3RO

&

O Coastal Waten:
Pacific Region v

Q]

Icons

Call Center
D Call Center

Incident
D Incident

Resource Request
D Resousoe Request

OVERLAYS

Incident

CFire acea

Ceest

D Aggambly area for avacuatn
D Crash Site Debiis field

D Hot and Waim Zone

Figure 13 Map Viewer

COPYRIGHT © 2008 NC4
All Rights Reserved
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The system’s mapping functions will be described in section 3.8 of this
module.

To exit this screen, and most others, remember to use the Close
button in the upper right.

e Click the W button to launch Real Time Messaging

(RTM). The system’s RTM component provides a real time instant
messenger tool within the system. This is an optional system
component and may not be available in your configuration.

= If you do
not see the
Real Time
Msg tab, it is

not in use on
e Click the w button to open your Personal Profile to review or your system.
update the information at any time. The Personal Profile document is
featured in section 2.2.1 of this module and in the Module: Personal

Profile.

e Click the W button to open the Duties Checklist to review the
duties assigned to your role. The Duties Checklist is featured in section
2.2.2.1 of this module.

o Click the w button to open the system’s Online Help window, as
shown in Figure 14.

ECTI

= ]
Q Launching E Team and Logaing in
@ Main Screen Layout

@ E Team Report Crverview
@Working With Reports

5 Taroeted Alerts

@ Data-Sharing (E Team-to-E Team)
@ Geolocating Reports

NCd
- Situational Response

Online Help - Release @

<3# Search Limitations
< Getting Mare Help

@ Map Overlays

@ Viewing Maps Mo part of this manual may be reproduced or transmitted in any form or by any means, electronic o

@W King in the Data Dicti mechanical, including photocopying and recording, for any purpose other than the purchazer's personal
arking in tné Liata Lictianary use without the written permission of NC4 Public Sector, LLC.

5 Administration

o History Copyright @ 2009 NC4 Public Sector LLC. All Rights Reserved

E Team and the E Team logo are trademarks of NC4 Public Sector, LLC. &l ather brand and product
names are trademarks of their respective holders. Information in this document is subject to change
wyithout notice and does not represent & commitment on the part of NC4 Public Sectar, LLC. MC4 Public
Sector makes no warrarties, express ot implied, including without limitation the implied warranties of
merchantability, fitness for a particular purpose, informational contert, system integration, enjoyment and
non-infringement regarding the software. NC4 Public Sector does not warrant, guarantee or make any
representations regarding the use or the resutts of the use of the softwars interms of its correctness,
accuracy, reliabilty, currency, or ctherwize. You assume the ertire risk as to the results and
performance of the software. The exclusion of implied warranties iz not permitted by some jurisdictions.
The above exclusion may not apply to you

Figure 14 Online Help

™
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e Click the w button to exit the NC4 Application. If you stop using
the system but do not log out, you will be timed out and logged out
automatically. Do not close the NC4 Application using the X in your
browser’s upper right corner. This action may temporarily lock you out
of the system.

e Click the button to view information about the
NC4 Application.

In addition to the buttons on the left side of the Top Tools Frame, the right
side of the Top Tools Frame displays personal information and system
identification after “System for:” and “Signed in User:” as shown in Figure 15.
The “Signed in User:” information is a combination of your Log In ID and your
name in the Personal Profile form.

stem for: ETeam Demo Signed in User: Training Developer, Instructarz

Figure 15 Top Tools Frame (right side)

r— If you
close the
NC4
Application
using the X
in your
browser’s

upper right
corner, you
may be
temporarily
locked out of
the system.
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2.3.2 Report Navigation Frame

Each report type in the system is available by making a selection from the Report
navigation drop down menu in the top navigation frame. The report type top-level
listings are viewed on a blue background referred to as report structures with
the individual report types categorized below them, as shown in Figure 16.
Report listings may differ depending on your system configuration.

Report: Al Reparts -
Al Eeparts
My Reparts
EventAncidert/&ctivity
Incidert
Emergency Event
Planned Evert
Planned A.ctivity
Medical Incident
Suspicious Package
Dizeaze Surveilance
Alett Bulletin
Call Center
Disaster Relief
Casze Management
Yolurteer
Donations
Infrastructure
Hospital
Shetter
Public Facility
Hazhat T-Il Facility
Corporate Facility
Road Closure
Transit System
Lttilities Outage
Damage Assessment
Buzineszs Lozs
Houszing Loss
Public Ertity Loss
Windshield Damage &7

m

Figure 16 Report Navigation Drop Down Menu (partial list)
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- ~ All Rights Reserved
- n_J = .

22
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Also in the report navigation frame is the View by drop down menu. Reports
can be sorted for viewing by making a selection from the View by drop down
menu as shown in Figure 17. The choices in the View by drop down menu
are determined by the report type selected from the Report drop down
menu. In this example, the report sort can be by Event/Incident/Activity,
Agency, or Date.

View by  EventincidertfActivity -
Eventincident/Activity

Figure 17 View by Drop Down Menu

2.3.3 Report Structures and Type Selection

Report types are selected from the Report navigation drop down menu. Each
report type in the system is listed in the Report navigation drop down menu in the
top navigation frame. Report Structures are viewed on a blue background. The
individual Report Types are listed below the report structures, as shown in
Figure 18.

Report: Al Reports -

All Reports

hiy Reparts
ventincidentrActivity
Incident
Emergency Evert
Planned Evernt
Planned Activity
Medical Incident
Suspicious Package
Dizeaze Surveillance
Alert Bulletin TN
Call Certer
Dizaster Rehat
Caze Management
Yolunteer
Donations

Figure 18 Report Structures and Types
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2.3.4 Report View by Selection-Sorting

To sort the Reports, make a selection from the View by drop down menu.
The choices in the drop down menu are determined by the report type
selected. Notice that Incident reports may be sorted by Status, Agency,
Name, Location, Time, Event, Type, Situation Detail, Last Updated, Latest
Situation Detail, All (includes Closed), Data Sharing Status, and History, as
shown in Figure 19.

Report: Incident *  View by | Status -

Agency

Matmne

Location

Time

Event

Type

Situation Detail

Last Updated
Latest Situstion Detail
Al

Data Sharing Status
History

Figure 19 Sort Incident Reports

Because report types are sorted by report relevance, notice that Resource
Requests may be sorted by other criteria. They are: Priority, Status, Requestor,
Responsible Agency, Event/Incident/Activity, Type, Age, Number, Cost by Event,
Location, All (includes Closed), Data Sharing Status, and History, as shown in
Figure 20.

Report: Resource Reguest *  View byt Friority -
Priarity

Status

Requestor
Responsible Agency
EventincidentrActivity
Type

A

Murnker

Cost by Event
Lacation

All

Data Sharing Status
History

Figure 20 Sort Resource Requests

- COPYRIGHT © 2008 NC4
- ~ All Rights Reserved
— 2} = .

24



NC4 TRAINING

2.3.5 Viewing Report Lists

COMMON FUNCTIONS

To view a list of available reports, first select the report type from the Report
navigation drop down menu, as shown in Figure 21.

Report: Incident v Viewby: Status -
Al Reports _ .
Al Reports : __“04 l\: m N
Ineidi s 2 expana A colispse a1 e uaton Respome
Evertincident /& ctivity
Incicent ~ - —~—
Emergency Evert Auto Refresh @ OFf () On This soreen last updated [00:00 00 42) Alerts: 0 Unread: 0 7 The
Planned Evert
e e Ca— || Report
Medical Incidert T = . .
Suspicious Packags navigation
Dizease Surveilance
[ &)zt Bulletin Street Stationt# Terrorist Incidant: Chemical Orlande d rOp d own
Call Center
[ Disaster Ralier hamp St Safety Houston e menu hel pPs
Caze Managemert
o wolurteer 2 Medical Center In Lewiston Uilities Incidert- Electrioal Gvstem Damage/Failure  Lewiston you locate
Dangtions . .
[ |infrastructure | Eridge - Aroostook County Bridge Dsmega/Collspss Fort Kent existi ng
Hospital
0 Shelter 7.0 Earthauake Orlando m repo rts to
Public Faciity .
= Hazhat T-ll Facility onstonk Courty - Mattawarkesn River Bridge Damage/Collspss Mzttswamkeag River VIEW a I’ld
Corporate Facility
[} Road Closure Horthern Waine Evscustion Wiashburn u pd ate as
Transt System
= Utiities Outage Lakes Severe Westher- Tarnada Orlanda necessa ry .
Damage Assessment
[} Business Loss od- Flzsh Orlznda
Housing Loss
Public Ertity Loss -
+ ¥ ezistance Required
] =] 14 Cerdral Florida Pk Transport Orlands
Warsening
] 0. . Salmon River Falls Flood- Flash Berwick
jarsening
O [} ‘ister main break Orlando =
Worsening oo einbreak
] Y gapie 1t Szvings snd Losn Robbery Orlande O LookFor
& ®.. oussicens sucinaeossiie e ]
| o | D [7] veriznts [ Fuzzy
Search In
1 (Pagedof1) Incident e

Figure 21 Select Report Type
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Then select the report view from the View by drop down menu. The view you
select determines what you view in the center view frame. In this example,
Status has been selected to view Incident reports, as shown in Figure 22.

Map | Real Time Msg

Report:

Incidert > View by: Status

Incident by Status hiame: 2| Expand Ml Collapse All _'—"04 Sl e
Location
[_Create | [ petete ] [Pt ] :\T:m reen last updated [00.00.02:57) Alerts:0  Unread: 0
u Incidart Name itusti o & remave
Last Updated i A
-@ Major Assistance Required Ijiesi Situation Detal
] o Worsening #errChurch Street Statior D_ata Sharing Status Orlzndo E The
l - To—— 2 bt s Houstan 2 Report type’s
D oWurSErvlng Central Maine hMedicsl Center in Lewiston Ltilities Incident- Electrical System DamageiFsilure  Lewiston d efa u |t VieW
] oWnrsaning Internztional Bridge - Aroostook County Eridge Damages/Collapse Fort Hert W| | | a p pea r | n
B © porsaning  Mediso 10 Extrauske oranda I the center
] © vioreering  S2uihern rcosionk County - o River Bridge D= mage/Collzp. Mattavamkeag River view frame
] © vioraaning  Wastbu - Horthern Msine Evacustion Washburn [ when a sort
=] (=] Worsening  Westherford Lakes Severe Weather: Tornado Orlanda is n ot
B Qiraaning WHMENE Flzoe: Fasn Ortancs selected from
-0 sictance Required the View by
i © vioraening - Cerbral Floriss Pl Transport Ortando drop down
i © viorsaring  Sslmen Fiver Folls Floog: Flash Berviok menu.
o @ viorzering  Weter main bresk Orlnda 1l
il ¥ stable 1=t $3vings and Losn Fobbery Brianda /2 Look For
D Y Stable Arrest Team #6 Shocoting/Possible Hostsge Orl=ndo l:l
< | m I - [] wariants [ Fuzzy
Search In
1 (Page1of1) Incident -

Figure 22 Select the Report View

Note: If a report view is not selected, that report type default view will appear
in the center view frame.

™
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In this example, the center view frame shows Incident as the requested
report type sorted by Status as shown in Figure 23.

Report: Incident *  Viewby: Status -

ncident reports 2| Expard Al Collapss Al
iewed by

Status

Incident by Status

[ create | [ Delete | [ Print ] Auto Refresh @ O (7) On This screen last updsted (00.00:04:35]

u Status Incidert Name City -
hd @ Major Assistance Required
[} ° orsening o Church Street Station**** Terrorist Incidert- Chemical Orlando
] O iorcaring 2211 Beauchamp 5t Safety Houston L
[ e orsaning  Certrsl Maine Medicsl Center in Lewiston Uhilities Incidert: Elsctrical Syster DamageiFilurs  Lewdstan
] o ; International Eridge - Aroostook Courty Bridge Damage/Collapse Fart Kert
Worsening
D e rsering Mexico City 70 Earthquake Orlando b
[ o orsering Southern Aroostook Courty - hatts kemn River Bridge DamagedCollap. Mattzwamkeag River _
D e orsaning Washburn - Northern Maine Evacustion Washburn ;
|:| o arsening Westherford Lakes Sewvere Westher- Tornado Orlando
[} e ; WhK-NZ Flood- Flash Orlanda
forsening
Y : PR Required
] o l-4_Certral Florida Plesy Transport Orlando
forsening
[} ° ; Salmon River Fslls Flood- Flash Berwick
‘orsening
D e . Water main bresk Orlando
‘Worsening
A=t Smwings and Loan Robbery
[} . J. 1st Savings snd Losn Robber Orlanda
D Y Stable Arrest Team # Shooting/Possible Hostage Orlando

1 | 2

-

1 {Page 1 of 1)

Figure 23 Incident Reports Viewed By Status

This is a list of Incidents shown in order of current Status; the sort selected
from the View by drop down menu determines the information that is
sequenced in the first column of the reports in the center view frame. The
specific color codes used in your jurisdiction may differ from what is shown in
this document.
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To change the report sort, make a different selection from the View by drop
down menu. In this example, Agency has been selected as the view for
Incident reports as shown in Figure 24.

Report: Incident ¥  View by Agency -

Incident by Agency #| Expand Al Collzpse A1

Auto Refresh @ 0Off () On This screen |ast updated [00:00:00:13]

Oe=3E

* ATF - Lead

A o Aszsistance Required

D Y Stable Arrest Team # Shooting/Possible Hostage Orl=ando
*EOC - Lead
A @ Major Assistance Required
O 0 . Mexico City 7.0 Earthquake Orlands
‘Worsening
| (=] ] WibK-NZ Flood- Flash Orlands
‘Worsening
A o Aszsistance Required
O 0 . Salmon River Falls Flood- Flash Berwick
‘Worsening
hd @ Unknown
D @ Unknown 2 miles from Transport Oksibil
D @ Unknown 419 N Pierce St Security Tampa

Figure 24 Incident Reports by Agency

You will observe that the report list has been renamed Incident by Agency
and the reports are sorted to show Lead Agency in the first column. This
designation confirms that this is a list of Incidents sorted by Lead Agency.

™
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You may also click the arrows ( # ) in column headings, shown in Figure 25, to
sort the report list in the center view frame by ascending or descending order.

Report:  ncidert v Wiewby: Agency -

Incident by Agency

Figure 25 Column Headings

Click the A arrow in the Prognosis column heading to sort the Incident reports by
Prognosis in descending order, as shown in Figure 26.

ncidents sorted
by Prognosis

Report: Incident ¥  Viewby: Agency -

Incident by Agency Expand Al Collapss All

[ create | [ pelete | [ Print | d=t updated (00:00:00:34)
u A Inzident Name
] Law Erforcemert - Lead @ Major Assistance Required oWOrsenin Wiashburn - Northern Maine Evacuation
D ESF 1-Transportation - Lead e Major Assistance Required °W0rsenin Southern Aroostook County - Mattawambkesag River Bridge Dz =
D ESF 1-Transportation - Lead e Major Assistance Required °W0rsenin Irternational Bridge - Aroostook Courty Bridge Damage/Collz
[T E%F 1-Transportation - Lead °Assistance Redquired oWOrsenin -4 Central Florida Flowy Transport
[ eoc-Lead °Assistance Required oWOrsenin Salmon River Falls Flood- Flash
[ oFo- Lead @ Major Assistance Required oWOrsenin st Church Street Station®** Terrorist Incident- Chemical
[ Fcrids county Fire - Lead @ Major Assistance Required oWOrsenin Wastherford Lakes Severe Weather- Tornado
[ eoc-Lead @ Major Assistance Required o WWorsening WMHK-NZ Flaod- Flash
D tzss Care - Lead e Major Assistance Required °W0rsenin Central Maine Medical Certer in Lewdston LHilities Incident- |

Figure 26 Incidents by Prognosis (descending order)

Click the v arrow in the Prognosis column heading to sort the Incident reports
by Prognosis in ascending order.
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2.3.6 Center View Frame

The center view frame contains icons and buttons that provide at-a-glance
visual awareness to status, and enable you to expand/collapse, re-sort, and
refresh the report view.

The center view frame displays views and lists of system report data, as
previously described. For example, Figure 27 shows the default All Reports By
Event/Incident/Activity when you first login. You will observe that it is the
concatenation of the information in the “Report” and “View by” sections.

IRBport: All Reports *  View by: Eventincident/ctivity «

itle reflects “"Report”

All Reports By Eventlincident/Activi nd “View By” sections 2| Expand Al Collzpse Al

Auto Refresh @ OF () On This screen l2st updated (00:00:00:13)
r— Views
u. Evertfincidert/Activity | Rep N: ot m Re Last Modified provide at-a-
¥ Emergency Evert glance
¥ Flanned Evert |nf0rmat|0n
¥ Incident and a”o‘N_
you to drill
¥ Flanmed Activity down quCkIy
b Hot Reported for the

information
you require.

Figure 27 Center View Frame

2.3.6.1. REFRESH
Click the Refresh icon, shown in Figure 28, to immediately update the report list

in the center view frame.
~
@Expand Al Collapse Al

A4
Auto Refresh i@ OF () On This screen |ast updated [00:00:03:42)

Figure 28 Refresh Icon

2.3.6.2. EXPAND ALL/COLLAPSE ALL CONTROLS

In the upper right of the center view frame are the following controls: Expand All,
and Collapse All, as shown in Figure 29.

Expand
All/Collapse
All Controls

’-, Expand Al Collapse Al

All Reperts By Eventfincident/Activity

_— ‘ COPYRIGHT © 2008 NC4
— — All Rights Reserved
— _/ ~

30



NC4 TRAINING COMMON FUNCTIONS

Click the Expand All link, to expand the report list in the center view frame to
include all reports, as shown in Figure 30.

Report: Al Reports * Viewby: Eventincident/ictivity «

All Reports By Eventiincidentfctivity m pand Al YCollapse Al

Auto Refresh @ 0OF () On This scraenMnn 000044

* Emergency Event mergency Event

¥ 2003 Flood

m,

= Agercy SitRep =] Emergency Manage ment
= Agency SitRep [ ] Emergency Manage ment B =~ Clicki ng a
= Agency SitRep [ ] Emergency Manage ment m link
from within
= Agency SitRep [ ] Emergency Manage ment
the center
[} Agenov SitRep % Emergency Management .
. view frame
Agenoy SitRep % Emergenoy Management
opens the
[} Crifical Assets D2 - ME223368 :
0 report in
[ Crifical Assets % D2 - ME1245678 View mode
0 Crifieal Assets [c) D2 ME233346
0 Emergency Evert (] 2009 Flood
0 Hospital o] L bedical Cerder
= Hospital ¥ e Medical Canter
=] Hospital - =l
—
[ Incidert [ Cartral Maine Madical Cantar in Lewiston Ltliias Incidsnt- Electrical System DanagaiFilura
=

Figure 30 Expanded Report List

The center view frame now displays the expanded report list. The Emergency
Event category shown on one line in Figure 27 now displays the details of all the
reports by Event/Incident/Activity, Report type, Status, and other details.

Click the Collapse All link, to collapse the report list in the center view frame to
display the high level report types, as shown in Figure 31.

Report: Al Reports -~  Wiewby: Evertincidentifctivity

All Reports By Eventfincident/Activity 2| QM@_) pse Al

Auto Refresh @ Off (7) On This soreen last updsted (00:00:00:19)
u. Evertfincide Narne/Subject m Responsibility

k Emergency Evert

Last Modified

¥ Flanned Evert
¥ Incident
¥ Planned Activity

¢ Mot Reported

Figure 31 Collapsed Report List
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2.3.6.3. PRINT

The print feature allows the user to print reports from the summary page. This
feature is performed by checking the box to the left of the report that you are
requesting the printer to print.

Click the Print button to send the report to the printer as shown in
Figure 32.

All Reports By Eventflincident/Activity #| Expand Al collapse Al

( ) Auto Refresh @ O () On This screen last updsted (00000322

Figure 32 Print Button

2.3.6.4. AUTOREFRESH

Enable the On radio button to force periodic updates of the center view frame’s
contents, as shown in Figure 33. Or enable the OFF radio button to update the
frame’s contents manually.

:_ Expand All  Collapse All

Auto Refresh () Off 5 screen last updsted [00:00:00:02)

Figure 33 Enabling AutoRefresh

2.3.6.5. TRIANGLE ICONS

The center view frame uses collapsible/expandable triangle icons » that enable
you to expand or collapse specific reports as shown in Figure 34. Click the triangle
icon » to expand or collapse the view.

All Reports By EventiincidentiActivity

u. EwertfincidertiActivity | Report Tvpe | Status | HamesSubject

¥ Emergency Ewveant

®=I anned Ewvent

» Gowernor's Press Conference

Figure 34 Expanded Planned Event
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The triangle icons allow you to drill down quickly for the information you require.
In the example in Figure 35, the report for the Planned Event of "Downtown Jazz
Festival” was found by first clicking the triangle icon » before Planned Event, and
then clicking the triangle icon » before “Downtown Jazz Festival” to find the
specific report listing.

All Reports By Eventlincident/Activity
u . Ewentiinci dertActi ity

b Emergency Evert

Report Type Status MarmeiSubject

%ed Ewernt

oot Jazz Festival

] Flanned Evert () Dovwrtorwm Jazz Festival

D Sub-Task Approwval Pending  Crisis action team mesting-E-
D Sub-Task Approwval Pending Lewel 2 Activation of EQC-E-O)
D Sub-Task Approwval Pending Activate Regional JIC-E-Daowry
D Sub-Task Approwval Pending Activate ROSTF 5-E-Downitowwy
D Task Approwal Pending  Orlando Metropolitan Terror R

P FOTUS ¥isit

b Planned Activity

Figure 35 Additional Planned Event Information
To collapse the report list and return to the top-level view, click the triangle icon
v next to the Planned Event section as shown in Figure 35.

Once the triangle icon v is clicked, the report list in the center view frame will
appear as the collapsed report list shown in Figure 31.
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2.3.6.6. TEXT (NAME) LINKS

To view the data associated with an item or report in a list, click its Name link.
Clicking the Name link or the “2009 Flood” link in the example in Figure 36 opens

the associated Emergency Event Report in View mode in its own window. This

functionality is covered in detail in section 2.4 of this module.

Emergency Event by Name 2| Expand All Collapse Al 7’-"“4 5
[ Create | (_Delete | [ Print ) Auto Refresh @ Of () On This screen Ia=t updated (00:00:00:58] Alerts:0 Unr

W | Evert Hame S8 & eteam: Emergency Event Report - Windows Intemet Explorer {EEE' |

%58 [ ® httpyfpreviem.ne dus/eteam reportfemergencyevent doftarget=read tid=E TREPVZLLI0IA1I5609-etearn 124508671 | 51 |

[ Explosion =t Airport

Unknown m— @ vep *
[ pan1 outbresk ¥ nder contral Y gimnie LEL Emergency Event Report [ Update ][ Delete ][ Frint ][ Close ]
7] Hurricane Yerses ¥ Under Control e‘mpr ing 0% “Red Label: indicates = required fisld

] oriznds verronist Twest @) sy ctance Required @ vior=sring "9 | WHAT IS THE CURRENT STATUS OF THIS EVENT?
*Status: *Prognosis: L4
Red--Assistance Reauired Red--Worsening

'WHAT INFORMATION CAN YOU PROVIDE ABOUT THIS EVENT ?

Report Type: *Event Type:
Emergency: Flood

*Event Hame: Severity:

2009 Flood High

Timeline

Start Date: Completion Date:
05/25/2009 at 10:10 EST

SITUATION SUMMARY

Figure 36 Opening a Report from Its Name Link

= Click the
Update
button when
in View mode
to be

launched to
an editable
copy of the
report.

2.3.6.7. ICON COLOR CODES
To provide at-a-glance situational awareness, the application allows the user to
designate -the report by -degr_ees of progression designated by color, description, ~ The
and severity. The following figure is an example of the Color Codes that can be system’s
used for the Incident report. color codes
can be
Icon | Status Prognosis Severity configured
for each
- - - jurisdiction.
_@ Ma]OI: Assistance | Catastrophic The codes on
Required your system
may differ
_G Assistance Required Worsening Major from what is
shown in this
¥ module.
_G Resolved Improving Minor
Unknown Stable Unknown
_@ Closed Closed Closed

Figure 37 Selected Icon Color Codes
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Color codes are determined locally. The specific color codes and description used
in your jurisdiction may differ from what is shown in this document. Color Codes
are described in detail in the Module: Data Dictionary

2.3.6.8. PAGE CONTROLS

When there are more reports that can be displayed on one page in the center
view frame, click on any of the page numbers or arrow buttons displayed at the
bottom of the center view frame, as shown in Figure 38 to view all the reports.

Click the 3 button to see the results on the next page; Click the A putton
to see the results on the previous page.

Report: All Repotts w  View by Eventincidentfactivity -
- "c4 ETeam
. P - - Situational Response
All Reports By Eventiincident/Activity =| Expand Al Collapse Al
Auto = - This screen last updated
Refresh @ ™ OO onono0az) Alerts:0  Unread: 0
@ Remove
u. Event/incident/Activity Name/Subject | Date | Responsibility | Last Modified
-

» Ernergency Ewvent

¥ Flanned Event b

¥ Incident p

Look For

b Plarned Activity | |

b Mot Reported

D wariarts D Fuzzy

Search In

Figure 38 Page Controls
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2.3.6.9. EXPANSION BARS

Expansion Bars are used to provide a larger viewing area in the center view
frame. Clicking the expansion bar(s) as shown in Figure 39, the Target Alerts
and Search Frames are suppressed to provide a larger area to view reports in
the center view frame. Clicking the expansion bar again as shown in Figure 40,
retracts the suppressed frames.

rd-"Logout | AhoutETeam

Report:  All Reports v Viewhby Evertincidert/fctivity -

All Reports By Eventfincident/Activity 2| Expard 1l Collspse Al

Auto Refresh @ oOf () On This screen l2st updated (00:00:00:51)

¥ | Last Modified

» Emergency Event
¥ Flanned Event

¥ Incident

» Flanned Activity

b Not Reported

Report: Al Reports v Viewby: Evertincidentisctivity w

= “04 E Team
- Situational Respanse

All Reports By EventiincidentiActivity 2| Expand 211 Collpse Al
Auto Refresh @ oOf () On This screen last updated (00:00:00:17) Alerts: 0 Unread: 0
R remove
n. Everi vity Name/Subject | Date | Responsibility | Last Modified
-
¥ Emergency Event
} Flanned Evert
¥ Incident
¥ Flanned Activity
b Not Reported
/2 Look For
[ [7] variants  [] Fuzzy
Search In
EN All Reports -

Figure 40 Expansion Bar Retracted
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2.4 Report Forms

The tabs shown in Figure 41 that appear at the top of most report forms, or are
contained in the body of the report form are consistent throughout the
application, to facilitate easy navigation. When you work with a report form and
click Submit, the application always defaults back to the first tab (Basic Info);
you will need to click on the tab that you were working with if you wish to review
your data entry. A Name link in a form may open a new window or a form. After
you have clicked Submit, it is a good practice to observe if additional tabs have
appeared at the top of the report form, or additional buttons have appeared at
the bottom of the form.

) 'Q) Help 2
Incident Report

*Red Label: indicais

—

Bazic Info | Additional Info | Hotification Attachments & Overlays | Distribution & Sharing | Related Reports |

CRITICAL INFORMATION

*Incident Type Searchiédd

Mot et Desigrsted -

Mot e ignistec

Airplane Crazh 3

Azzassinstionsattempt

Autamaokbile Accident

Avalanche

Boating/Shipping Accident

Bricge Damage/Collapse

Building Collapse

Civil Dizturbance

Computer System Damage/Failure N

Dam FailureDamage Severity:

Dovened Power Ling | & Select One -

Drug Seizure

Earthiquake

Epidemic:

Evacuation

Explosion

Fire

Fire- Starm

Fire- Structure

Fire- il Land

Flooc

Flood- Flash

Freeway DamageiClosure - .

—|Harrazsment = =]
Hazardous Material Incidert- Bislogical €D Internet | Protected Mode: On TR U111

ol Hazardous Material Incidert- Chamical

Hazardous haterial Incidert- Oil/Petroleum

Hazardous Material Incidert- Radiological

Hazardous Material Incidert- Unknown &

*Location Hame

*Incident Status
Select One -

m

*Lead Agency
Select One -

1

Figure 41 New Report Form with Drop Down Menu Open

You can use text fields, drop down menusﬂ, radio buttons ('@'), and Name
links to enter or add data into the system. Click on the various tab names
(Basic Info, Additional Info, etc.) to move between the report form tabs.

COMMON FUNCTIONS

= Click the
Submit
button to
save the

report with
the new
information
you entered.

7= Click the
Cancel
button to
close the

report and
discard any
changes.
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To move between fields sequentially, press the Tab key.

r~ Press

Ctrl-C to
To copy information from one text field to another, drag your mouse over the copy; Press
first field to highlight it, and then press Ctrl-C on the keyboard. To place the Ctrl-V to
text into the destination field, click the field, and then press Ctrl-V. paste.

All reports have control buttons in the upper right. For new reports, click the

button to save the form to the system or the button to

exit the form without saving your changes.

Additional report buttons appear in the upper right depending on the report
type and view, your access level, system configuration, and discretion of the
System Administrator. Key report buttons that appear on most reports are:

Upd=ate

- Click the Update button to open the report in Edit mode to
update and edit the data fields.

Delate

— Click the Delete button to remove the report from the active
view.

i — Click the Print button to send the report to the printer.

Close

- Click the Close button to exit the report without saving your
changes.

Split

— Click the Split button to split the report for action by multiple
responsible parties.

Ouplicate

- Click the Duplicate button to create a duplicate of the report
to be saved as a new document.
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The button is also common throughout the reports. Click the Expand
button to open an expanded text window in which you may key additional

information as shown in Figure 42. To save the information, click the
button.

2 hitp:ffpreview.ncd.us - E TEAM Expan... E| - rgj

[ Expanded Tex Window "|

I~ Expand is

The fires seem to be moving both - ;
available in

WSW and SE with intersection approx

Fox Rd & Hills Dr many
system
forms. When
you click the
Expand

button a new
window
opens in
which you
can key
additional
information.

&) Done P Intermet

Figure 42 Expanded Text Window
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= Review Exercise 1

# In this Navigation exercise you will login to the system, submit your
Personal Profile, and practice navigating the application.

Do not fill out or complete your profile until instructed to do so. All class
participants should login to the NC4 Application.

Remember that usernames and passwords are case sensitive.

1. Using the URL, Login and Password you were provided, Login to
the application. After you login to the system, your Personal Profile
form opens. 7~ An

exercise

completing
and updating
the Personal

2. Review and change any information then, click the Submit button in the
upper right of the Personal Profile form to access the application.

Profile form

3. Your Duties Checklist appears if there is a checklist for the selected is located in
position. the Module:
Personal
Profile.

4. Review your Duties Checklist to gain a better understanding of the
duties assigned to your role for the situation.

5. Click the Close button in the lower right to close the Duties Checklist
form.

6. Your Alert Bulletin appears if an Alert Bulletin report has been
created.

Remember that you can scroll down to view all the Alerts on the form.

7. Read the Alert Bulletin to become familiar with information that is
pertinent to the situation.

8. Click the Close button in the lower right to close the Alert Bulletin.
9. Go to the Report Navigation Frame.
10. Select Incident from the Report navigation drop down menu.

11. Select these menu categories from the View by drop down menu to
sort the Incidents by:

a. Agency

b. Name

——— COPYRIGHT © 2008 NC4
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C. Location
d. Time

e. Event

f. Type

g. Situation Detail

h. Last Updated

i. Latest Situation Detail
j. Al

k. Data Sharing Status
. History

12.Click on Status in the View by drop down menu to return to the
default Incident report view.

13. Go to the Center View Frame.

14. Click the Name link of a listed Incident report to open it in View mode.

15. Click on each tab on the top of the Incident form to View the available
information.

a. Basic Info
b. Additional Info
c. Notification

16. Click the Update button in the upper right of the Incident Report form
to make it editable.

17.Change the Incident Type by selecting an available option from the
Incident Type drop down menu.

18.Click the Submit button to save the change to the
system.

19. Well Done!!! Log out of the NC4 Application.
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3 Common Functions

In this section of the module, you will follow a step-by-step walk through of
common functions that appear in many of the forms. These functions appear in
different places depending on the view, the specific report, and your system
configuration.

These functions include:

= Common

e Notification Functions
can be

e Attachments accessed
when a

e Distribution & Sharing report is

CREATED or

¢ Related Reports
e Alert Bulletin(s)
e Target Alerts
e Geo Location

e Maps Layers, Icons, and Overlays
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3.1 Notification

Notification is used to inform other users that they need to view or take action
on a report, as shown in Figure 43. The Notification functionality can be
accessed through the Notification tab, or in an embedded section in the
form.

] &) Hap .
Incident Report

*Red Label: indicates 3 required fie

I Additional Ir fo | Hotification ‘ + ‘eo-Location | Attachments & Overlays | Distribution & Sharing | Related Reports _

HOTIFICATION
Send Hotification?f ) “fes] @ Mo
Message (max. 194 charactef for mobile users)

NS E

o >

Select Recipients ‘ Individualskrougs Hotification List
(elick a link to 3dd to the an list)

(click a link to remowve a user from the notification list)

Other Email addresses
(UUse the standard email format e.q., johndoe@etzam.com. Separate each address with a comma)

Figure 43 Notification Fields in Create Mode

This feature sends messages to an email account, pager, phone or Personal
Digital Assistant (PDA). Email messages can contain either your keyed in
message or the message with the URL link that, when clicked, will bring the
recipient to the application’s login screen to open the report which you sent
them. A short message without the URL link is sent to other devices.

3.1.1 Using Notification

The Notification feature is used if you elect to inform other individuals that
they need to view or take action on a report. Click the Notification Tab or go
to the Notification section within the report to complete the following
sections.

COMMON FUNCTIONS

= Use
Notification
to notify both
users and

non-users
about a
report in the
system.

~ To include
the URL link
in the email,
an (E) must
appear
before the
recipients
email
address.

Without the

(E), the
recipient will
receive the
email
message
without the
link.
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3.1.1.1. SEND NOTIFICATION

To use notification, while in create or edit mode, enable the Yes radio button in
the Send Notification field. The notification will appear in each of the categories
selected in the Personal Profile form notification section.

If you choose NOT to use notification, while in create or edit mode, enable the No
radio button in the Send Notification field. The message entered in the report
will travel with the report and be maintained in the application, but no one will be
specifically notified.

3.1.1.2. MESSAGE

Enter a short message of 140 characters or less in the Message field (for
digital devices). You may copy and paste information from the report into the
Message box.

3.1.1.3. SELECT RECIPIENTS

Next, select the recipients of the message by using the Individuals and/or
Groups links above the Select Recipients field. Populate the Select
Recipient’s field by clicking the Individual or Group Name links next to the
Select Recipients pane. The Select Recipient’s pane will populate with the
users who have completed a Personal Profile form. Select recipients by
clicking their Name link. The individual or group selected will appear in the
Notification List pane. To avoid duplication, the application allows selecting
a user once. You can deselect a user from the Notification List pane by
double clicking the users Name link. The user will be returned to the Select
Recipients pane. To validate message transport, check to ensure that the
selection has tag lines such as a valid email address (E), or other notification
information that resides in their Personal Profile form.

3.1.1.4. OTHER EMAIL ADDRESSES

You can add other addresses that are not already in the system via the Other
Email addresses field. Validate that the email address is in the correct
address format (e.g., “you@youragency.gov”). Recipients who do not have
access to the application will receive your email message, but will not be able
to access the application to view the report.

Click the button in the upper right to save the report. You will be

presented with the report at the Basic Info tab. Click the Notification tab to
view the completed Notification report.

3.1.1.5. COMPLETED NOTIFICATION REPORT

A completed Notification report prior to clicking Submit is shown in Figure
44,

= The email
notification
or targeted
alert will be
sent when

you click the
Submit
button on the

report you
are creating
or updating.
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@ neip .

Attachments & Overlays | Distribution & Sharing | Related Reports | Incident Command -

Incident Report

*Red Label: indicates = required field

Additional Info | Hotification

HOTIFICATION

Send Hotification? () Yes @ No

Message (max. 140 characters for mob r— Distribution

0C is activated Level 1. Call 321222333 immediately upon reciept of this message - g ro u ps a re

A0 apparent terrorist sttack has occured

discussed in
- detail in the

Select Recipients  {1dwid0dE Groups
(elick 3 link to add to the notification list)

Hotification List

Application

(click a link to remowe a user from the notification list)

I fdministration
Acdmin,NCA E Team Support E Team Offline icomer fard, vick- (] rick C nd“"duals or Class'
Aralyst Courseware  Director EOC Offline
#nderson,Malcolm  Logistics Chisf Mass Care Offline
#rnold Amber ESF & [Fublic Emergency Managemert Offline
Warks)
ba Directar Public Information Network — Offline _

©Other Email addresses
[Use the standard email format e g., johndos@eteam com. Separate each sddress with = o

SECCETIT

electable from within the
stem

Figure 44 Completed Notification Report

After clicking the Submit button, recipients will receive email alerts similar to
the one in Figure 45. The email may also contain a link to the report.

From: ETeam. Pop3@ncs.us [mailbo:ETeam. Pop3@ncs.us]
Sent: Tuesday, August 01, 2006 10:39 PM

s HEE S S e e s

Subject: E Team MNotification

T ou have a new Jurisdiction Sitnation Beport

continue Lo monitor this situation

bitpetrEper ncd us S0dstesmbomelogin. jspTurl=. dfreportfjiurisdi ction.do%0

ZHFRtarget=read%Eid=ETREF 714200503470 1-aeteam-
A1S448625320205021 1280 Srepot Type=jurisdiction sitrep

Sent by hessage Center

Figure 45 Sample E-Mail Alert

In addition to the email alert, users will receive “target alerts” when a user is
selected as a notification recipient for a document AND has checked Alerts as
a preferred method of notification on their Personal Profile form. Target Alerts
are discussed in section 3.6 of this module.
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3.1.1.6. NOTIFICATION STATUS

To followup on the status of your Notification, perform the following:

Open the report by clicking on the report’'s Name link as shown in Figure 46.
Click the Notification Tab as shown in Figure 46.

Incident by Status %] Expsnd Al Collapse Al
[_create | [ Delete | [ Print | Auto Refresh @ OF () On This screen st updsted (00:00:02:00)

Incidert Name

u Status

- Major Assistance Required

0 0.0 { ***** Church Street Station**** Terrorist Incident- ChemiD Orlanda oFD
o & eteam: Incident Report - Wl'ndaws’temet Explorer E@g
o ‘@ http:,-’,-‘pre\.-'\ew.nc4.us;‘eteam;‘yom‘incident.do?target:read&id:ETRﬁPV2112DDB1356D9-eteam-125433BS6?4840430814B&rep0rtType=ir‘ §|
| i @ Hep *
= Incident Report [ Update ] [ Delete ] [ Frirt ] [ Close ]
D *Red Label: indicstes a required field.
D - Additional Info Hotification ' Geo-Location | Attachments & Overlays | Distribution & Sharing | Related Reports m
o 4:: HOTIFICATION >
0 | send Hotification? < Targeted Alerts Status >
o Message
M - An apparent terrorist sttack has occured at the Church Street Marketplace concert. EQC is activated Level 1. Call 321222333 immecdistely upon re
= message
|
] Il individuals
D i comerford, rick- (E) rick comerford@hbelsouth.net, (P) 321 239424 3@text stt.net, (00 reomerfordi@belsouth net, Targeted Alerts
Developer, Cortent- (E) sbulleni@ci-Ic.com, (P jverizon@ireless td, (00 blackberry@mokile com, Targeted Llerts
]
Groups
o Full EQC & ctivation
8
D Other Email addresses  SEOC@floridacmergencey gob

Figure 46 Checking the Notification Status

Check to view that a “Y” is in the Send Notification category as shown in
Figure 46. If the Send Notification category displays an “N”, the notification
was not sent to any of the individuals. However, an individual opening the
report will be able to read the notification message in the report.

7 The
Targeted Alerts
Status button
can only be

accessed in
View mode. Do
NOT Click the
Update button.

™
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COMMON FUNCTIONS

Click the Targeted Alert Status button as shown in Figure 47 and a “pop up
window” will display the status, as shown in Figure 48.

Incident Report

*Red Label: indicates = required fiald.

@ Help

[ Update ] [ Delate ] [ Prirt ] [ Close ]

Additional Info | Hotification Attachments & Overlays | Distribution & Sharing | Related Reports | Incident Command I
HOTIFICATION

Send Hotification? N
Message

<

Targeted Alerts Status
0B/02/2009 ot 15:18 EST ESA to E Team Interface-NIMC

| >

Traviz Eletnentary School, located on Beauchamp St and W Norma St was cloged after 30 studerts
showwed flu-like symptoms. The school has now reopened. This incident i closed.

Individuals

(@ Targeted Aleffs Status - Windows Internet Explorer E@Iéj ]
Bullen, Ann- (E) abullen@cil-llc.com, Targeted Alerts | ® http:Hpre%w.nc%usﬂeteam]homeftargetedAIert.do?target:readf | = |
i
Groups Targeted Alerts Status
E Team User Status Created Time
Bullen, Ann
Other Email addresses

enr

0948/2009 at 16:25 EST
Document Created by: esastearn on 08/02/2009 at

Copyright @ 2003 by NC4 P
Figure 47 Locating Targeted Alert Status
ra ™y
Targeted Alerts Status
E Team User Status Created Time
Bullen, Ann Peyy 094 8052009 st 16:25 EST

Close

Figure 48 Targeted Alert Status

When the Targeted Alerted has been read, the Status will change from “New”
to "Read”, or when it is deleted the status will change to “"Delete”.

™
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3.2 Attachments & Overlays

Using the Attachments & Overlays tab, you can associate any electronically
formatted information that may be useful in providing more information
regarding a report activity, as shown in Figure 49.

@ Help
[ vpdste ][ melme ][ Print ][ Ciose |

Incident Report

*Red Label: indicates 3 required field.

-
Additional Info | Hotification | Geo-Locat on | Attachments & Overlays | Dis tribution & Sharing | Related Reports | Incident Command I

ATTACHMENTS

[ Add From File ] [ Add From Library ]

+ di tes an attach "

loaded from the common library

Document Hame Optional Description

Personnel Roster Bldg 54 bt

Web Pages
bittp e citvotorl ando.net -

Overlays

Create Owerlay

Available Overlay(s): Church Street Security and Danger Zones

Document Crested by reormerford on O80E2007 at 11:27 EST LastModified by: reomerford on 020062003 =t 20:33 EST

Figure 49 Attachments & Overlays Fields

This information can include maps, plans, video and recorded sounds.

In this section, we will explore Attachments; the section regarding Overlays
is discussed in section 3.8.

™
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3.2.1 Attachments-Files

To add a file to a report such in this example an Incident, click the
Add From File or Add From Library button (in View mode) as shown in
Figure 50.

7~
Attachments
can only be
added in

Incident Report (Copaste | [oomte ) [[rome ) ([oiose

*Red Label: indicates = required field.

View mode. .
Do NOT Click
the Update
button.

ATTACHMENTS

[ Add From File ] [ Add From Library

* denotes an attachment upRgi&g from the common library

Document Hame \

Personnel Roster Bldg 54t

RECOWER'Y doc:

Web Pages
bt ifvevoey citvolorl ando. .net -

OQuerlays

Create Owerlay

Available Overlay(s): Church Street Security and Danger Zones

Oocumert Crested by reormerford on OBOBZ007 =t 11:27 EST LastModified by: roormerford on 02082003 =t 20:33 EST

Figure 50 Attachment Location

Clicking the Add From File button opens the Attachments form, as shown in
Figure 51.

@ Heip

*Red Label: indicates a required field.

ATTACHMENTS

Attachments

Optional Description

*Attachment File

| || Erowese...

Docurent Created by Instructor1 on 073212006 =t 10:51 POT
Copyright ® 2008 by MC4 Public Sector LLC, All Rights Reserwved.

|~
|

Figure 51 Attachments From File form
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Enter an Optional Description then, click the Browse button to open the
standard Choose File dialog box and navigate to the location where the
desired file is stored on your computer or file server, as shown in Figure 52.

%) Help

[ Add Fram File ] [ Add From Library Attachments

*Ried Label: indicates = required field.

* denotes an attachment uploa

Document Hame

@n Ewacuztion Plan draft #16 final doc

ATTACHMENTS

Optional Description
Dovvritosn Evacustion Plan |

*Document Hame

P —
L \Davwntovwvn Evacuation Plan draft #16 final txd {[ Browse... D

N __”®

& Choose File to Upload

Web Pages @UvLJ v Computer » Py Passpi Local PC or

network
‘ Organize v :== Views - ‘ MNev, files

Favorite Links

FE. Documents . . .
"o, - i Downtowen Evacuation Plan draft #16 final

Figure 52 Locating a File for Attachment

The Report Attachment with a description and attached file will appear as
shown in Figure 52. Click the Submit button when finished.

Alternately, clicking the Add From Library button opens the Document Library
window, as shown in Figure 53.

Click the checkbox to select the document you wish to attach and click the
Select/Attach button to add the document, as shown in Figure 53.

Document Library

[=FDacurvent Library Document Listing for Plans
Select/Attach Close

Oocurnert Name =

CEMP.doc reomerford 06/06:2007 at 11:13 EST o

RECOYER'Y doc rcomerford 06/06:2007 at 11:14 EST [}

Copyright ® 2009 by NC4 Public Sector LLC, A1 Rights Reserved.

Figure 53 Document Library window

™
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The Document Library window will immediately close and return you to
the Basic Info tab in View mode. Click on the Attachments tab to
view the document Name link for the Reference.

3.2.2 View Attachments

To view an attached file, click its Name link (in View or Update mode) to open
the attachment in the software in which the document was published, as
shown in Figure 54.

I Additional Info | Hotification Attachments & Overlays

ATTACHMENTS

Ditributon & Shoring | Relatod eports | wedent Command | |

[ £dd From File ] [ Add From Library ]

* denotes an attachment uploaded from the common library

Document Hame: Optional Description
Parscrinel Roster Bldg 5454
———

AN H9-0): RECOVERY[L] [Compatibility Made] - Micros oft Word = | B ot
5

Web Pages Home  Insert  Pagelayout  References  Mailings  Rewiew | Miew | Deweloper (7]
It #arvsrve it 53 web Layout ¥ Ruler Document Map I\% ¢ ) one Page £33 Mews Window | 1] =
= outtine Gridlines Thumbnails | * = D0 00 Two Pages | = Amange &1l i =z
n Zoom  100% ) _ Switch | Macros
=] Dratt Message Bar =] Page Width | = Split A4 | wWindows = S
ShowHide Zoom Windo Macros
Overlays =
3 "‘g"'"“"'"'2"""'3"""“"""‘5"""'C\"""'7' |
s CITY OF ORLANDO

COMPREHENSIVE EMERGENCY
: MANAGEMENT PLAN
- RECOVERY ANNEX

Figure 54 Opening an Attachment

To remove an attachment, click the Delete button next to the Name link as
shown in Figure 54.

r~ Deleted
attachments
no longer
appear in the

form but are
still available
in history.

™
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3.2.3 Add Web Links

Links to Web-based resources are added via the Web Pages field (in create or
update mode) as shown _in _the phased images in_Figure 55.

Incident Report Submit Cancel

“Red Label: indicates a required field.

ATTACHMENTS
Web Pages
-
Overlays
Available Overlay(s): Mo Overlays on File
Document Created by: esaeteam on 11/06/2009 at 10:27 EST L. ified by on 1 at13:24 EST

v
Copyright © 2009 by NC4 Public Sector LLC, All Rights Reserved.

CHl| I ;ILI

Dane @ Internet | Protected Mode: On ‘a > ®160% ~

Key in the URL entry, separating multiple entries with a comma or line break
in the Web Pages field.

/7 County System: Incident Report - Intemet Explorer provided by Dell
® http://preview.nel. port/incident.do )

b |!-)) Help

Incident Report m)

“Red Label: indicates a required field.
Additional Info | Notification Attachments & Overlays | Distribution & Sharing | Related Reports | Incident Command .

ATTACHMENTS

hitp://www _cityoforlando.net A
v

Overlays

Available Overlay(s): No Overlays on File

Document Created by: esaeteam on 11/05/2009 at 10:27 EST LastModified by: esaeteam on 11/05/2009 at 13:24 EST
Copyright © 2009 by NC4 Public Secter LLC, All Rights Reserved.

, | o

—~ The Web
link must be

start with
*http: //'.

I~ Separate
web URL
entries with a

comma or a
line break.

@ Intemet | Protected Mode: On fa v ®160% ~
. Subrnit . .
Click the button to save the information.
- ‘ COPYRIGHT © 2008 NC4
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The report will be presented to you with info in the Basic Info tab. Click the
Attachment tab and the URL that was entered in the Web Pages field should
be in similar format as the picture in the next image.

by D
©/hitp: nch.us/steam/report/in TROPYZ1120051 12575134 28ueportType-incident

N ez

|@ Help

Incident Report [ Update ][ Delete ][ Print ][ Close ]

Distribution & Sharing | Related Reports | Incident Command .

“Red Label: indicates a required field.

Additional Info | Notification Attachments & Overlays
L

ATTACHMENTS

[ Add From File ] [ Add From Library ]

Web Pages

http:/fwww.cityoforlando.net

Overlays
Create Overlay

Available Overlay(s): Mo Overlays on File

Document Created by: esaeteam on 11/05/2009 at 10:27 EST LastMeodified by: Instructor on 11/06/2009 at 08:17 EST
Copyright © 2009 by NC4 Public Secter LLC, All Rights Reserved.

] v

“ i
& Intemet | Protected Mode: On $h v B160% v

Figure 55 Web Links
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3.3 Distribution & Sharing

The Distribution fields (shown in Figure 56) are the access control points for
reports. When distribution is used, only those individuals you select can view
the document. These groups are usually used by leadership, determined
locally, and maintained by your System Administrator. You have the ability to
control to whom this form is distributed and with whom it is shared. By
entering specific group and/or individual names here, you also exclude
everyone not listed from viewing this form. Therefore, you need to include
your information in order for you to view the reports.

&) Help .

Incident Report

*Red Label: indicates = required fisld.

Additional Info | Hotification

DISTRIBUTION

Attachments & Overlays ( Jistribution & Sharing | Related Reports

[Unle=ss wou limit distribution 25 specified below, this documert i wiewsble by all E Team users.)

Group

-

- Select
Individual

-

- Select
DATA SHARIHNG
Share Document ? () Yes (@ No
Select Recipients

-

- Selact

Az=ign Control to Allow forwarding

[allow =pecified recipient to modify) [controlling system may share with other systems)

Retain Control Mo -

Comment

- Expand

Docurent Crested by: cortert on 09023/2009 st 14:15 EST
Copyright @& 2003 by NC4 Public Sector LLC, All Rights Reserved.

Figure 56 Distribution & Sharing Tab

COMMON FUNCTIONS

= To allow
all system
users to View
the form,

leave the
Distribution
section
blank.

= Scroll
down to see
all the

Distribution
& Data
Sharing
fields.

™
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3.3.1 Distribution by Group

Distribution groups are pre-designated at the administrator level, and may
include entries such as Intel, Law Enforcement, Executive Policy Group. These
groups are usually used by leadership, determined locally, and maintained by
your System Administrator. These pre-designated groups can be added to the
Group field by using the Select button to open the Select Group dialog box,
as shown in Figure 57.

( SELECT FROM OPTIONS BELOW ]

If wou do NOT select any groups, of if no selections are
available, thiz report will be acceszible by all members of
wour E Team System. Checking boxes LIMITS
DISTRIBUTICON of this report to the selected groups(s).

Group

Executive Policy Group
Intel

Law Enforcement

[ ox ) (coren )

Figure 57 Select Group Dialog Box

To select a group or groups, click to enable the checkboxes next to their
names, and then click the OK button.

7 Your
System
Administrator

maintains
groups.

_ COPYRIGHT © 2008 NC4
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3.3.2 Distribution by Individual

This field is usually used by leadership, determined locally, and maintained by
your System Administrator. People can be added to the Individual field by
using the Select button to open the Select Individual dialog box, as shown
in Figure 58.

-ﬁ" E TEAM Select Check - Internet Explorer provided by Dell &

(©)_hitp://preview. i €Y ttp://preview nck.us/eteam/popups/

DISTRIBUTII|

i_select_checkboxjsp7fit

SELECT FROM OPTIONS BELOW
ls

Name

(Unless you lj|

Group

admin, cpog
Admin, NC4

n

Analyst, Courseware

v Select

Individual Anderson, Malcolm

Arnold, Amber
b,a

Barcroft, Jaclyn

v Select

Barlow, Diana
Bates, Jason

Bowen, Dave

Bowles, John
Bullen, Ann

Bullen, Ann

Bynum, Marc

Caceres, Kris

w Select

(controlling system may share with other systems)

Carr, Scott

L i i Y Y Y i Y i i O o |

Carter, John T Allow forwarding

€ Internet | Protected Mode: On

Retain Control -~ No -

o) I _>l;I

@ Intemet | Protected Mode: On

Figure 58 Select Individual Dialog Box

To select individuals, click to enable the checkboxes next to their names, and
then click the OK button. A good practice is to select your name so that you
will be able to view the report.

COMMON FUNCTIONS

7= If you
make any
selections
from the
Distribution
by Individual
list and do

not include
yourself, you
will no longer
be able to
view the
form.

™
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3.3.3 Data Sharing

Data Sharing allows you to send system forms to other systems and users, if this
feature has been pre-set on your server. It is enabled using the fields shown in
Figure 59.

DATA SHARING

—~ The ability
Share Document ? ) Mo to use the data
Select Recipients shari ng ) .

functionality is

determined

[ select | Iocglly f':md
" ] maintained by

Assign Control to Allow forwarding Syst
(allawy specified recipient to madify) [cortrolling systern may share with other systems) your_ _ys em
Retain Contral Mo v Administrator.
Comment

Expand

Figure 59 Data Sharing Fields

To share the document, click the Yes radio button to enable it in the Share
Document field.

Next, click the Select button shown in Figure 59 to open the Select
Recipients dialog box, as shown in Figure 60. Click the system user in the
dialog box.

<A http:/fpreview.nc4.us - E TEAM... E]|§\E|

SELECT FROM OPTIONS BELOW

Hame

BPR6

&]p & Internet

Figure 60 Select Recipients Dialog Box
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Click the OK button when finished. Should you decide not to select a recipient
at this time, click the Cancel button.

Use the Assign Control to drop down menu to determine whether you retain
control and only allow the recipients to View and/or Update the form, as
shown in Figure 61.

Assign Control to
[allows specified recipient to modify)]

Retain Contral »

Figure 61 Assign Control to Field

Select “Yes” or “"No” in the Allow forwarding drop down menu, shown in
Figure 62 to determine whether the controlling system can share this form
with other systems.

Allow forwarding
[contralling system may share with other systems)
Mo IR

Figure 62 Allow Forwarding Field

Lastly, key in any comments that may be applicable in the Comment field, as
shown in Figure 63. Click the Expand button to open a larger window if you
need more room to key in the information.

Comment

Expand

Figure 63 Comment Field

_ COPYRIGHT © 2008 NC4
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3.4 Related Reports

The reports listed by type in the Related Reports tab assist the user to
obtain situational awareness within a singular report. To achieve that goal,
users would have associated other report types when creating or updating the
report. Clicking the Related Reports tab, as shown in Figure 64, you can
view a list of all reports related to the report with which you are working.

@ Help

[ Upd=te ][ Delete ][ Prirt ][ Close ]

Attachments & Overlays | Distribution & Shai ng | Related Reports | Ip .ident Command .

Last Modified

Incident Report

*Red Label: indicates = required field.

Additional Info | Hotification
ct

c Date

Responsibility

Sub-Task Approval Fending  Secure Ferimeter-l-  03/28/2003 =t 16:07 EST 0OFD 03/25/2003 &t 1607 EST
3311 Beauchamp
St Safety

Sub-Task Approval Pending  Fire Response - 09/28/2009 =t 16:07 EST OFD 09/28/2009 =t 1607 EST

Ewvacuation--3311
Beauchamp St

SGafiety

Sub-Task Approval Fending  Deliver TMRRT-I- 03/25/2003 =t 16:07 EST  Orlando Traffic 03/25/2003 &t 1607 EST
3311 Beauchamp Manage ment
St Safety

Sub-Task Approwal Pending  Provide 039/28/2003 =t 16:07 EST  LYNKX 09/22/2003 =t 16:07 EST
Ewvacuation

Transportation-1-
3311 Beauchamp

St Safety

Sub-Task Approval Pending  Activate EOC-I- 09/26/2009 =t 16:07 EST  NR 09/28/2009 =t 16:07 EST
2211 Beauchamp
St Safety

Task Approval Pending  Dowrtown 09/28/2009 =t 16:07 EST  EOC 09/28/2008 =t 16:07 EST

Ewvacuation Lewvel |-
|-3311 Beauchamp
St Safety

Document Crested by: esaeteam on 05/02/2009 =t 15:15 EST LastMadified by: ehkart on 09/28/2009 =t 15:07 EST
Copyright ® 2009 by NC4 Public Sacter LLC, All Rights Resarved.

Figure 64 Related Reports Tab

Clicking on a report on this screen would not allow you to branch to a report.
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3.5 Alert Bulletin(s)

The Alert Bulletin is used to send system wide messages to everyone using
the system. It is not an Instant Messaging (IM) system, and you cannot limit
distribution of these messages.

3.5.1 Viewing Alert Bulletins

Alert Bulletins are presented to users when they log on to the system, and on
a ‘when sent’ basis. Alert Bulletins appear in the Alert Bulletin(s) window, as
shown in Figure 65.

"_E Alert Bulletin(s) for Director - Windows Internet Explorer =RACN X
| (3] httpeffpreviews nedusfetearm/popupspop_alert_bulletins jsp | L |
ra ™ e

Alert Bulletin(=)
Subject: Credible Terrorist Threst
Date/Time: 0B092007 &t 2341 EST
Bulletin: . . .

Orlando Metro Area has recieved credible threat of terrorist attacks.

EOC iz activated to level 2 activation immediately
Sent By: reorerford

€ Internet | Protected Maode: On g v 0% -

Figure 65 Alert Bulletin(s) Window

= Alert
Bulletins are
sent to
everyone
using

the system.

You cannot
limit
distribution
of these
messages.
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To see the profile of the person who created the Alert Bulletin, click the Sent By
Name link to open the Personal Profile window, as shown in Figure 66.

'Q.] Help

Sent By:

Alert Bulletin(s)

Subject: Credible Terrorist
Date/Time: OEMD92007 st 23
Bulletin:

Personal Profile

[ Pririt ][ Close ]

*Red Label: indicates = required field.

Distribution | Account Information _

Basic Info
Crlando Metro Are

EQC iz activated
PROVIDE YOUR PERSOHAL IHFORMATIOH:
*First Hame: MI: *Last: 1D Ho.
rick comnerford

Organization/Location:

Call Center Shift:

B First 0700-1500
Position:
Call Taker Region/Office:

Agency: Pritmary ECQC
ECC

Title
El Jeffe
Skill Sets:

CEM

CPR

French Spesaking
Helicopter Pilat

Horse (Mounted) Rescue
Megotistar

Pilct (observation)
SCUBA Cedified Rescue
Sharpshoater

Figure 66 Personal Profile Window

Click the Close button to exit the Personal Profile and/or Alert Message

window.
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3.5.2 Locating the Alert Bulletin

You can View Alert Bulletins at any time after your initial login by selecting
Alert Bulletin from the drop down menu in the Report navigation frame, as
shown in Figure 67.

Report: Al REeports -

Aty Reports
Al Reparts B
My Reparts

EventAncidert /& clivity
Incidert
Etmergency Event
Planned Evert
Planned A.ctivity
Medical Incident
Suspicious Package

j rveilance

»

m

Figure 67 Selecting Alert Bulletin from the Report List

By default, the Alert Bulletin list is sorted by Date/Time, as shown in
Figure 68.

Report: Alert Bulletin *  View by: Date/Time -
Alert Bulletin bv Date/Time :. Expand All Collapse All
[ Creat ] [ Delet ] [ Print ] Auto @ of 0 This screen last updated
Leate 2lene il Refresh ° - U a000:00005)

] T

D QEADS2007F =t 23:41 EST  Credible Terrorist Threat  Orlando Metro Area has reciewed credible threat
of terrorist attacks. EQOC is activated to lewvel 2 = Alert
activation i mmedistely Bulletins are

sorted by

AlertfBulletin

Date/Time by
default.

Figure 68 Alert Bulletin(s) Viewed by Date/Time
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You can change the order by which the Alert Bulletins are displayed in the
center view frame by selecting a different sort from the View by drop down
menu, as shown in Figure 69.

Report: Alert Bulletin *  View by DatefTime -
DatefTime

Everntincidenrt/& clivity
Hiztary
Dh-Cpen Alett Messages

Figure 69 Alert Bulletin View Sort

The Alert Bulletins are now shown in the center view frame sorted by
Event/Incident/Activity, as shown in Figure 70.

Report: Alert Bulletin * Wiew by Eventincidentif.ctivity -
Alert Bulletin b]F z. Expand All  Collapse All
Event/incident/Activity

[ Creat ] [ Delet ] [ Print ] Auto @ ofF ) on Thi= screen |ast updated
Leaie glene L Refresh ° - (0000 0002 ]

- Orlando Terrorist Threat
El QEMSZ007 at 22:41 EST  Credible Terrorist Threat Orlando Metro Area has reciewed credible threa
of terrorist attacks. EQC is activated to lewel 2
activation i mmediately

Figure 70 Alert Bulletins Viewed by Event/Incident /Activity

To view the details of a specific alert click its Name link to open the Alert
Bulletin, as shown in Figure 71.

Alert Bulletin by Event/incident/Activity 2| Expand Al Collzpse Al —
[ create | [ pelete | [ Print | Auto Refresh @ Off () On This soreen last updated (00 0001:23]

Aler
B

u. [
~ E- Orlando T: =t Threat
—— @ cteam: Alert Bulletin - Windows Internet Explorer = [
0 - -
[® hepsi/previensncaus/eteam reportslenBulletin doarget=readisid=ehk6 25q/15142001115543-162derno- LLA143875556412605043repon | B |
) @ Help  *
Alert Bulletin S S =R

*Red Label: indicates a required field

*Subject: Date.Time:
Creible Terrarist Threat DB/09/2007 &t 23:41 EST

Basic Info

*Text of Alert Bulletin:
Oriando Metro Area has recieved credible threst of terrorist attacks. EOC iz activated to level 2 activation immediately

Related Eventincident/Activity:
E- Orlando Terrorist Threat

Figure 71 Viewing Alert Bulletin Details

—*Red
Label
indicates a

required
field.
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3.5.3 Creating Alert Bulletins

To create a new alert, perform the following steps:

1 Select Alert Bulletin from the drop down menu in the Report
navigation frame, as shown in Figure 72.

Report: | Alert Bulletin v | view by: | DatefTime v |

Planned A.ctivity A
Medical Incident

Infrastructure
Hospital
Sheter
Public: Facility
Foad Clozure

Transit System
| Hilitir= Cntaneq

Figure 72 Selecting Alert Bulletin

2 Click the Create button in the center view frame, as shown in Figure
73.

Alert Bulletin by Eventlincident/Activity

[ create | D Delete | [ Print |

O T

* E - Orlandao Terrorist Threat

D OEMA92007 =t 23:41 EST  Credible Terrorist Threat

Figure 73 Creating a New Alert Bulletin

This will open a new Alert Bulletin form window, as shown in Figure 74.
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'g] Help

*Red Label: indicates = required fizld.

*Subject: Date/Time:
| [p9i23/2002 ot 14:41 EST | [ s=t ]

Alert Bulletin

*Text of Alert Bulletin:

Related Eventincident/Activity:

| | s Eaams

RESPOHSIBLE EHTITY:

Clear Responsibility

Uncheck to send Targeted Alert OHLY to the individual selected. When checked a Targeted Alert is sent to all users whose
Personal Profile matches the Org/Location and Position selected.

Individual: Organization/Location:

| | [ Select ] | | [ Select ]
Position: Agency:

| | e | | .

Document Created by cortent on 09023/2008 =t 14:41 EST
Copyright ® 20089 by NC4 Public Sector LLC, Al Rights Reserved.

Figure 74 New Alert Bulletin Form

The form contains many fields, some of which you must click the
Notification tab to view. We will address the form’s specialized fields first,
followed by the common function fields.

3.5.3.1. SUBJECT

Key in the subject of the system-wide alert in the Subject field shown in
Figure 75.

*Subject:

Loency SitReps due today

Figure 75 Alert Bulletin Subject Field

™
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3.5.3.2. DATE/TIME

The Date/Time field is automatically filled in when you create the Alert Bulletin.
To select a different time, click the Set button to open the Date and Time dialog
box, as shown in Figure 76.

Date/ Time:
|IIIT-'.l‘31 f2006 gt 14:00 PDT

Please Choose a Date and Time
Tl D™ ™ HH Bt
[p7z12006 | [ calendar | [14 [+ |08 |~
[ Ok ] [ Cancel ] [ Clear ]
I:E[ Lone & Internet

Figure 76 Date/Time Dialog Box

You can manually enter a new date, or click the Calendar button to open a
calendar in which to click on the appropriate date, as shown in Figure 77.

2 http:/ipreview.nc4.us ... |Z||E|rz|

Select Date from Below

| July w | |2IIIIIIE‘- |

Tu We Th Fr

Cancel

‘ Internet

Figure 77 Calendar Dialog Box

Use the drop down menus to set the time. Click the OK button when finished.
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3.5.3.3. TEXT OF ALERT BULLETIN

Use this required scrolling text field shown in Figure 78 to key in the details of
the alert.

*Text of Alert Bulletin:

Al Agency SitReps are due today MLT 1700

Figure 78 Text of Alert Bulletin Field

3.5.3.4. RELATED EVENT/INCIDENT/ACTIVITY

Related reports supply additional information surrounding the alert, such as
Incident Reports and Event Reports. To /ink one of these reports to the Alert
Bulletin, click the Select button to open the Select Related Reports
window, as shown in Figure 79. Click the Name link to add the report to the
Related Event/Incident/Activity field.

) E TEAM Select Relevant Event - Microsof... E_“§|

( SELECT FROM OPTIONS BELOW

¥ A-bdotorcads 1 Ol Drive
b A-Partyfor POTUS =t Galssx

*Related EventAncident/Activity
-***Church Strest Station**** Terrarist Incident- Chemical (l [ Salact ]

¥ A-Rosen Plaza POTUS Press Conference

Clear ¥ E-Hurricane Felda

’ E-Orlando Metropolitan Terrorist Threat
|2 Church Street Stetion®*** Terrorist Incident- Chemical

» 11200 Semoran Ave Bridge Damane/Collapse

» -Bumby and South Streets UWilities Incidernt- Electrical
System DamageiFailure

T | ¥ LCity Hall Terrorist Incidert- Bombing

J| | ¥ lLske Eola Park Civil Disturbance

LTerminal A Orlando Internstionsl Airport Terrorist
Incidert. Bombing

o

Cancel
Fl

Figure 79 Select Related Reports Window
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3.5.3.5. RESPONSIBLE ENTITY

In this section of the form are fields relating to the party that is responsible
for the Alert Bulletin, as shown in Figure 80.

RESPOHSIBLE EHTITY:

= Scrol
7| Uncheck to send Targeted Alert OHLY to the individual selected. When checked a Targeted Alert is sent to all users whose down to see
Personal Profile matches the Org/Location and Position selected. the
Individual: Organization/Location: Responsible
|comerf0rd, rick | [ select | |Ca|| Center | [ Selact ] Entity fields
Position: Agency: of the_ Alert
feall Taker | [ select | Eoc | gz Bulletin form.

Figure 80 Responsible Entity Fields

You may identify the responsible party by clicking the Select button next to
the Individual, Organization/Location, Position or Agency fields. This
will open a selection dialog box, such as the Select Individual dialog box
shown in Figure 81. The individual selected will receive a system Targeted
Alert.

( Select From Options Below 1

Hame

comerford, rick

Cancel

Figure 81 Select Individual Dialog Box

When you choose an Individual, Organization/Location, Position or
Agency with a Select button, any available data in your Personal Profile will
be used to automatically fill in and complete the other responsibility fields.
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3.5.3.6. NOTIFICATION

Notification is a common function of many system forms. The Notification function
and fields are described in section 3.1 Notification.

Click Submit to save the Alert Bulletin. Remember that the Alert Bulletin is one
of the few forms that do not contain an Update button; therefore, the form
cannot be updated after it is created. It is important to delete the Alert Bulletin
after it has served its useful purpose. This action will cancel it from view when a
user logs in to the system.
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3.6 Targeted Alerts

Targeted Alerts notify users that they have been assigned responsibility for a
report or that a report contains information they should read. System users will
receive “targeted alerts” when a user is selected as a notification recipient for a
document or has been assigned responsibility, AND has checked Targeted Alerts
as a preferred method of notification on their Personal Profile document.

To participate in Targeted Alerts, you must enable the system Alerts checkbox in
the Preferred Method of system Report Notification section of your Personal
Profile, as shown in Figure 82.

Hotification Method:

E Team Alerts

E-mail (addre=ss entered above)

E-mail Enabled Pager: hverizun@wirelessix‘t |

E-mail Enabled Mobile Device: |blackberry@mnhile.cnm |

Figure 82 Alerts Checkbox
Notification that you have a Targeted Alert appears in the Top Tools

Frame with a flashing ALERT icon and a number. The number
indicates the number of unread Alerts that you have received.

ALERTON

Figure 83 Target Alert Notification
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3.6.1 Creating Targeted Alerts

Targeted Alerts are created in two ways:

1 When a user is selected as a notification recipient, as described in section
3.1 of this module and shown in Figure 84.

Hotification List Individual
(elick a link to remave a user from the notification list) will receive

a Targeted
LIEvEI0REer, LONtent-
|Develu:| er, Content Alert.

—

Figure 84 Notifications

2 When a user is selected as the Responsible Entity for a report, as
described in section 3.5.3 of this module and shown in Figure 85. Targeted

Alerts are created following the same guidance as Alert Bulletins (see
section 3.5).

RESPOHSIBLE EHTITY:

— : Individual
[ Clear Respon=ibility ] J wi" receive

Uncheck to send Targeted Alert OHLY to the individus a Targeted
Personal Profile matches the Org/location and Pouss Alert.
Individual: ‘
|Deve|0per, Content fl
Position: |
|Directnr I,.I'

Figure 85 Responsible Entity

A user can deselect the individual by clicking the Clear Responsibility button as

shown in Figure 86. A warning message will appear. Click the OK button to clear
the individual from the responsibility block.

RESPONSIBLE ENTITY:

Clear Responsibility
e Uncheck to send Laser®

ed Alert OHLY to the individual selected. When checked a Targeted Alert is sent to all users whose

'‘ersonalwgofile matches the Orglocation and Position selected.
Individual: Organization/Location:
# .
|Develuper, content \ | Message from webpage Ié]
Position:

|Director |

_'"-.I Wfarning! If wou continue, you will have to set the Responsibility Block
B again,

[ oK | [ cancel

Figure 86 Clear Responsibility Entity

™
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3.6.2 Viewing Target Alerts

When you receive a new Targeted Alert Message, it will appear in the Alert
frame with a Red Name link, as shown in Figure 87.

=NCA ==
- Situatsanal Response

Alerts: 1
@ Remowe

[ 09302009 =t
12:24 EST
Incident
An apparent
terrorist attack
has occured at
the Church Street
Mlarketplace
concert. EOC is
activated Lewvel 1.
Call 321222333
immediately upon
reciept of this

Unread: 1

xExE: Church Strest
Station®***

Terrorist Incident-
Chie mical

Figure 87 Alerts Frame

Click the report’s Name link to open the report, as shown in Figure 88.
Notice the Red Name link changes to a standard Blue Name link when clicked,
and the Unread number is reduced.

a1 R

=NC4:

= s
o O N

Alerts: 1 \

& Remove .

] 083072008 at & etearm: Incident Report - Windows Internet Explorer T
:ri?;;a'r |(E) http:f/pr’evlew‘nc4.usfeteamfrepnrt/mcldemt.dD?tar’get:r’ead&ld:ETREPVE112EI[IE1356I]Q-eteam-1254331492ﬁl]QEIlldlBEl]&repnrtType:n| EX
An apparent e

terrorist attack

has oooured st Incident Report [ upaste | [ paste | [ Prire
the Church Strest
Marketplace

concert. EOC iz

) [Coem )
*Red Label: indicates a required field.

Additional Info | Hotification Attachments & Overlays | Distribution & Sharing | Related Reports m

CRITICAL INFORMATIOH

I
activated Level 1. Basic Info
Call 321222333 d

immediately upon
i d

N ncident Type *Location Hame
orama errorist Incidert- Chemical e Church Strest Station®**
trorist inoidentd hcident Hame “Incident Status
— o’ e Church Street Station™* Terrorist Incidert- Chemical Black--Major Assistance Required

m

*Incident Prognosis
Red-Worsening

*Date & Time
080672007 st 11:24 EST

*Lead Agency
OFD

Severity:
Red--Major

Related Event

E - Orlzndo Terrorist Threst

Incident Ho.
Inc-092426-606-060807

Figure 88 Targeted Alert Bulletin
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3.6.3 Deleting Targeted Alerts

Enable the checkbox before the alert you want to remove, then click the
button to remove a Targeted Alert, as shown in Figure 89.

- Sifuatsonal Response

Alerts: 1 Unread: 0

1 Remowe

[] 09/30:2009 st 1
1224 EST
Incident
An apparent
terrorist attack
has occured at
the Church Street
Marketolace

Figure 89 Deleting a Target Alert

3.6.4 Checking Targeted Alert Status

To check the status of an alert you created using Notification to determine
whether or not it has been read by the intended recipients, click the Target Alert
Status button in the Notification field of the report for which you generated the
alert, as shown in Figure 90.

@ Hel
Incident Report a

[ Update ][ Delate ][ Prirt ][ Close ]

*Red Label indicates a required field.
Additional Info | Hotification Attachments & Overlays | Distribution & Sharing | Related Reports | Incident Command _

HOTIFICATION

Send Hotification? ¥ [ Targeted Alerts Status )
Message

An apparent terrorist attack has occured at the Church Street Marketplace concert. EOC is activated Level 1. Call 321222333 immedistely upon reciept of this message

Individuals (& Targeted Alerts Status - Windows Internet Ex.. @E‘éj
comerfard, rick- (E) rick comerfordg@helizovth net, (F) 3212384243 @text alt net, (0) roomerford@@helizouth net, Targeted Alertd | (B) http//preview.ncdus/eteam/home fargeted et dotarge ‘ |
Dewvelopet, Contert- (E) abullen@cil-llc.com, (P) jverizon@wireless b, (00 blackberry@mobile com, Targeted Slerts
-

Groups ( Targeted Alerts Status 1
FUIlEOC Activation E Teamn User Status Created Time

Deweloper Contert Read 093002009 ot 12224 EST
Other Email addresses  SEOC@floridzemergencey gob comerford rick ey 0330°2009 at 1224 EST

comerford rick Deleted 0F09/2007 at 07:45 EST

Document Created by: reomerford on 0B/ME/2007 =t 11:27 EST LastModified by: cod o
Copyright & 2008 by HC4 Public Sector LLE, All Rights Re
0 Internet | Protected Mode: On 3~ H10% -

Figure 90 Targeted Alert Status
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3.6.5 Switching Between the NC4 Application and the Desktop

To toggle from the Web browser window which displays the NC4 Application
system to another application, click the minimize button in the upper right of
the browser’s title bar, as shown in Figure 91. You may want to keep the
system login screen minimized and readily available for fast access to the
application.

i imize the
C4 Application and
eturn to desktop
pplications.

GEOAZ008 W 1103 EST  GROAZO0S W 1117 EST ] I

03112005 W 1153 EST 0152009 1450 EST

GEOAZ008 W 016 EST  OROAZ008 1102 EST ] ¢

el |

0BH122008 W 1TAT EST  GR/16E008 3 14:18 EST a0 ¢

, = To
o — o minimize
e — o the NC4
e : Application to
e ] see your
desktop, click

st e 0o ] ) the browser’s

P — minimize
s el button.

1 aaetern Incidene -
@ Interet | Protected Mods; On 1% -

@ C A e

Figure 91 Browser’'s Minimize Button

To return to the NC4 Application window, click its link in the lower Windows

Taskbar, as shown in Figure 92. 7 To

maximize

the NC4
Application
from your
desktop, click
its link in the
Windows
Taskbar.

|

Y Common Functions... "~ eteam: Inci

lick to return to the
C4 Application.

Figure 92 Browser’'s Maximize Button
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3.7 Geo Location

Using a form’s Geo-Location tab, as shown in Figure 93, you can place an
incident on the GIS map that resides within the system.

& Help
Incident Report _
submit || Cancel

*Red Label: indicales 3 requined field e,
Bagic Info  Additional Info  Nolification: | Geo-Location | .\Machmenis & Owverliys | Distribution & Sharing  Related Reports

GEQ LOTATION & MAPPING

Sie Hame  Select Sie Clear Site Site Type  Ssarchiadd

I ] Sdact O w

Strest Address City State  Tip

I | [rampa | [rL ] frr2ee]

Interaection - Street 1 Intersection - Sreet 2

I ] I |

County Geographic Area (Regicn, District, Campus, sto)
Select One w Select Qe b

Adectional Location Infor meation

GeoLocate: () by Address () byinbersection () byLal &long () by Mop
Show on Map? Geo Located By Latitude Longitucde

O N [ | [prossaosaraszer] [e2453705742602 crem Lntituceongitude rdcrmation

Figure 93 Geo Location & Mapping Fields

You can geo locate a position using any of the following methods:

e Manually enter an address

e Look up a preset address

¢ Manually enter a street intersection

e Manually enter latitude and longitude

e Look up the position on a map

—~ As soon

as you
Geo Locate,
the system
automatically

enables the
Show on Map
Yes radio
button.
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3.7.1 Add a Location Manually

COMMON FUNCTIONS

You may add a new location by keying in the relevant information in the Site
Name, Site Type, Street Address, City, State and Zip fields, as shown in

Figure 94.

GEOQ LOCATION & MAPPING

Site Hame  Select Site Clear Site

|C'rty Hall

Street Address

|4DD South Crange Ave

City

|Or|andc|

Intersection - Street 1

County
Flotida Courty -

Site Type Searchifdd
Governmert Facility -

Apt or Lot Ho.:

State Zip
FL = 32820

Intersection - Street 2

Geographic Area [Region, District, Campus, etc).

Figure 94 Manually Entering a Location

Use the two Intersection Street fields to geo locate by street intersections.
There may be instances where this is the only information available.

Once you have keyed in the address, click the

to the right of the Site

Type field to open the Site Type drop down menu, as shown in Figure 95.

Site Type Searchiadd

Government Facility

Select One

Ajrport

Corporate Campus
Distribution Center
ExecLtive Home
Factory
Headqguarters
Office Building

Paort

R & D Facility
Railhead
Tranzsportation
Wiarehouse
Government Headguarters
Public: Safety Facility

ernmernt Facility

Figure 95 Site Type Drop Down Menu

—~ Maps
provide a
graphic

summary of
the reports in
the system.

=NCG4
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Click a site type from the Site Type dialog box to designate the kind of
location being mapped, if applicable.

If the site type is not listed, click the Search/Add link above the Site Type
field to open the Site Type dialog box, as shown in Figure 96. Key in the
name of the site type into the Other field, then click the Add button. The site

type you enter here will appear in the Site Type field but will not be added to
the dialog box or search lists.

Site Type
Governtmnent Facilty -

i€ E Team Search Dialog - Windows Internet Explorer =NACHL X

5

|{E' httpe/fpreview ncduseteamfpopupsfsearch_add, jspitarget=site Type&header="5ite T'_-,fpe| @|

( Site Type 1

Search: |

Alrport i
Corporate Campus
Distribution Center
Executive Home
Factary
Headguarters
Cffice Building
Fort

R & D Facility
Railhead
Transportation
Warehouse
Government Headguarters |
Public Safety Facility -

m

ri

Cther:

Add Cancel

@ Internet | Protected Mode: On Fnov A% v

Figure 96 Site Type Dialog Box
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-

To select a county name, click the to the right of the County field, shown
in Figure 97, to open the County drop down menu.

County
Florida Courty -

Figure 97 County Field

Similarly, the Geographic Area field is also accompanied by a drop down
menu of areas in your jurisdiction. This list of areas is determined locally and

maintained by your System Administrator. Click the 7 to select a

Geographic Area, as shown in Figure 98.

Geographic Area [Region, District, Carmpus, etc].

Dovweritowen -

Zelect One
State

Dot o
East Side
[Wiest Side
Morth Side
South Side
Marth America

Figure 98 Geographic Area Drop Down Menu

Lastly, the Additional Location Information text box allows you to key in
details such as staging area, ingress/egress checkpoints and terrain
characteristics, as shown in Figure 99.

Additional Location information
Densty populated ares with hesvy traffic.

Figure 99 Additional Location Information Text Box

COMMON FUNCTIONS

—~ The
geographic
area and
county lists
are specific to
your

jurisdiction
and are
maintained by
your System
Administrator.
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3.7.2 Look Up a Preset Location

Depending upon your system configuration you can geo locate using pre-
defined sites accessed via the Select Site link above the Site Name field. This
opens the Select Site dialog box, as shown in Figure 100.

GEQ LOCATION & MAFPPING
Site Hami Select Site Jolear Site Site Type  Searchifdd
City Hall Government Facility -
! X '
e . - - e A =
e Select\e - Windows Internet Explarer =HECIL X
|® http:ffp\iew.nc4.us,-‘eteam,-‘ui,-‘popup.do | ] |
\ (o)
SELECT FROM OPTIONS BELOW Expand Al Collapse All
- City Geographic Area | Additional Location Details
¥ Airpaort
» Distribution Certer
» Executive Home
¥ Gowernmert Facility
City Hall 400 South Orange Awe  Orlando  Florida Courty Mot Reported Mot Reported

» Public Safety Facility

Figure 100 Select Site Dialog Box

Examples of previously established sites and areas include critical
infrastructure facilities, government sites, areas where crowds assemble, and
public buildings. This list is determined locally and maintained by your System
Administrator in References-Site. Expand the menu item listing the
appropriate site type by clicking the triangle icon, and then click the location
Name link you want to identify in the form. The system populates the
addressing fields and places the site on the map.

7 Your
System
Administrator
maintains

site name
lists in
References-
Site.

™
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3.7.3 Geo Locate By Address

To geo locate by the address you provided, click the radio button before by
Address, as shown in Figure 101.

Geo Locate: (3 by Address () by Intersection () bylat&long () by Map

Figure 101 Geo Locate by Fields (by Address)

Then click the button as shown in Figure 101. A pop-up window,
confirming the location, will appear on the screen, as shown in Figure 102.

Select from the following address(es) returned. [ Shows On Map ] [ Accept ] [ Cancel ]

You entered

1 Airport Road

We found

(%) 1-79 ARPORT BLYD 32827 CRLANDO

Figure 102 Select By Address Dialog Box

If more than one address is returned, select the radio button next to the most
Show On Map

appropriate choice. Next, click the [ ] button to verify the
location graphically, as shown in Figure 103. If the location is accurate, click

the button.
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Figure 103 Showing Address Location on Map

-~
i .| Downtown Orlando Refresh Maj Print | Accept | | Close
Available Maps : [ d ][ ) ] @
3]
' Layers
; ; % g = isible Artive
com In ;
g Mare Praiie Lake - @a g s e Nationa! O Hospitals
Zoom Out =3 §§ HazTe @ Hospitals
o] gg . i ©) Hospitals
ake Lom
Fu\ﬁenl g B, Pond O Hospitals
)]
ctive Layer A '%% © schosls
kS e 2 & O sehools
Last Extent Bear Bee Line Expy Boe Line Bxpy = Siale Hey.528 Mecoy Sta () Sehools
/| %, 8 ety 525, .| —
Pan  (Orando Int &
2 Icons
= 5 7~ Scroll
Measure 3 o o
~ { Call Cent
& Ramp  DextonHaul e Call Conter down to see
Set Units = = [ean center
Cargo Rd & more
R 43% Basave g Hospital . )
[setEcT] < e z Wl sz information
& 4 g in th
(OCATE | @6& 9,;%:82 Cargo Incident n e
«5‘7%‘ [incident LayerS,
g,m %, Icons, and
R OVERLAYS
o Odanda Intl Overl ays
Terminat Access Road Incident frames.
[ chureh Street incident Hot,
2
Actasg e&b Planned Activity
1A oy, [ Motorcade 081406-1 Route
g
8
@
Perimeter 2
< >

The available navigation tools shown on the map in Figure 103 are described
in more detail later in this module.

The Geo Located By field now contains “Street Address” and the location’s
associated latitude and longitude display, as shown in Figure 104.

Show on Map# Geo Located By Latitude Longitude
@ ves O Mo |9treetAddress | |2s.4420cu:| | |-s1 307400 | Clear Latitude/Longitude Infor mation
Figure 104 Geo Located By Street Address Field
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3.7.4 Geo Locate By Intersection

To geo locate by the intersection, city, and state you entered in the location
address fields, click the radio button before by Intersection, as shown in
Figure 105.

Intersection - Street 1 Intersection - Street 2

|robinsu:|n | |rosalind |

Geo Locate: () by Address () by Intersection () bylat &long () by Map

Figure 105 Geo Locate By Fields (by Intersection)

Click the button to open the Select Intersection dialog box in the

pop-up window, as shown in Figure 106. If more than one location is listed,
select the radio button next to the most appropriate choice.

Select from the following addressi{es) returned. [ Shev On kap ] [ Accept ] [ Cancel ]

You entered

robinzan & rozalind

‘We found

(%) N ROBIMSON AVE & E ROSALIND ST 32501 ORLANDO

Figure 106 Select by Intersection Dialog Box
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Once selected, click the Show on Map button to verify the location
graphically. If the location is accurate, click the Accept button.

The Geo Located By field now contains “Intersection” and the location’s
associated latitude and longitude display, as shown in Figure 107.

Show on Map? Geo Located By Latitude Longitude

@ Yes () Mo |""t3r33'3'fi°"' | |4U-?43427" | |-7"3-98*'-15‘°12 | Clesr Latitude/Longitude Infor mation

Figure 107 Geo Located By Intersection Field

3.7.5 Geo locate By Latitude/Longitude

If the location information has been provided by someone with access to GPS
equipment, click the radio button before by Lat & Long. Key the coordinates
into the Latitude and Longitude boxes displayed in Figure 108 or click the
Locate button to open the dialog box, as shown in Figure 109. Click the
Accept button to map the location.

Geo Locate: () by Address () bylntersecton  (3) bylat&Long () by Map

Show on Map? Geo Located By Latitude Longitude
O Ves @ [ | | | | | | Clear Latitude/Longitude Infor rmstion
Figure 108 Geo locate by Fields (by Lat & Long) 7~ A quick way

to identify
lat/long without
GPS equipment
is to go to

WWW.Noaa.gov
and enter an

<2 http:Hetrépv.nc4.us - E Team Lat/Long. .. g|§|g|

area’s zip code
or name. The
NOAA weather

ey m—————

Latitude: |4D.?4842? | forecast for the
. location will
Longitude: |'?3-5'34542 | show lat/long.

iéj Done 4 Internet

Figure 109 Latitude and Longitude Dialog Box
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The Geo Located By field now contains “Manual Entry” and the location’s
associated latitude and longitude displays, as shown in Figure 110.

Show on Map ? Geo Located By Latitude Longitude
@ ves (O Mo  |ManualErtry | |a0.74ma2r | [73984542 | Clear Latitudestongitude Information

Figure 110 Geo Located By Manual Entry Field

If you click the Clear Latitude/Longitude Information link, you are prompted
to re-locate the position.

3.7.6 Geo locate By Map

The last option is to geo locate via the bi Map selection. Click the radio

button before by Map and click the button, as shown in Figure 111.
Geo Locate: () by Address () by Intersection () bylat&Long  (5) by Map

Figure 111 Geo Locate by Fields (by Map)
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This will open the map window in which you can use th
browse to the desired area, as shown in Figure 112.

COMMON FUNCTIONS

e navigation controls to

D Mtp:ifetrspy.ncA.us - L Team Map Viewer - Microsaft Internet Explorer - e
~
Avallable Maps : USA ¥ Refrush Map || Pere || Sebesst || Close | -
u - S, —— b o L A
ayers
Lo Ot 7'-/ (4 O« "3«
N . e oF Lo
o] » ) &
retn Lanw 7
»
.:‘l’4~l % ~
o % : ”
vﬂ' Qe | Teons
E Call Conter
ot e " o Cavter
K N Emaergency Event
il ) Gmarporsy Brant
st B
o
OVERLAYS
Incldem
I rie ana
D et
ABATEly 898 %1 e Binate
Coah S0 Dubon foie
4ot and Wam
< >
&) Dore © veerrmt
Figure 112 Geo Locating Using the Map Controls

Refresh Map ][F'rint ][ Accept ] [ CIDSE] butt
uttons

The

will show in the upper

right of the geo location map. The Refresh Map button will refresh the map view.
This needs to be done after selecting any of the checkboxes on the right of the
map. The Print button is used to print the map view. The Accept button is used

to save the map view in a particular report. The Close
view.

You can geo locate by map by applying the map contr

button will close the map

ols described on the next

page. Use the Locate button to mark the desired location, then click the Submit

button to map the location. The Geo Located By fiel
Entry” and the location’s associated latitude and longitu

d now contains “Manual
de displays.
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3.7.6.1. MAP CONTROLS

The map controls include:

Available Maps : | USA ¥ _ _
o - Select the appropriate area map using the

Available Maps drop down menu. Your default map and extent (view)
are set by the System Administrator. The Available Maps drop down
menu contains all available maps configured for your system.

o Refresh Map | _ The Refresh Map button is used to redraw the map

and MUST be selected after you have made any changes in the
Available Maps drop down menu or changed the settings in the Icons
or Layers checkboxes.

. B _ Click the Thumbnail button to toggle the map overview frame
on and off.

Q!

. zm.mln - To zoom in, click on the Zoom In button that has a
magnifying glass with a plus sign; then go to the outer edge of the
area on which you wish to zoom in. Depress and hold down the left
mouse button and drag the cursor to the corner diagonally opposite
where you started. Dragging the cursor will cause a red box to appear;
make sure your area of interest is contained within this box. When you
release the mouse button, the map will zoom in to include just the
area under the red box you drew. You may alternately click the Zoom
In button and then move your mouse to the area you want to enlarge.

Q!

e fcomiuw — To zoom out, select the Zoom Out button that has a
magnifying glass with the minus sign; then click on the map
(repeatedly if necessary) until the map view you want is displayed.
The location of the cursor on the map will become the new center of
the zoomed out map.

o Full Extert — Click the Full Extent button to return to the map’s starting
view or default view.

o Aative Laver — Click the Active Layer button to view the active layer as
defined under the Layers selection window. A check mark for a layer
indicates that the detail will display on your map. Deselecting the box
will remove those layers from your map display. For example,
selecting Major Cities will show major cities as the active map layer.
When layers are selected or de-selected, you must click the
Refresh Map button to refresh the map view.
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e La=t Emtert — Each time you use a map tool (e.g., pan, zoom in, or zoom
out) or click on the Refresh Map button to change the map display,
the system updates the map view. For example, when you pan from
one area on a map to another, the map view is updated to display the
new area. When you click the Last Extent button the display updates
one step back to the prior map view.

W

e Pan — To pan (move the image to the right, left, up, or down), select
the Pan button with the hand. Next, move your cursor onto the map,
depress and hold the left mouse button, and drag the cursor. Release
the mouse button when you have the desired view.

e Meazure — Click the Measure button to measure the distance between
any two points on the map. Click the Measure button then click a
start point and drag the mouse between the two points you want to
measure. The distance value will be placed in the Total and Segment
boxes.

e e Unitz= — Click the Set Units button to open a dialog box to set the
units of measure for the map display. Click the drop down menu to the
right of display units to select the preferred measurement (miles or
kilometers).

. - To view the report represented by one of the icons on the

map, click on the Select button with the arrow, then click on the icon
on the map. The report associated with that icon will appear.

o m — If you launch the map in the process of geo locating from the
Geo Location section within a report, a cross-hairs Locate button will
replace the Select button. Click the Locate button and then click on
the map location you wish to select. That location will then be marked
by a red “X".

e  HEWP - (Click the Help button to find more information on using maps.
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3.8 Map Layers, Icons and Overlays

Click the Show On Map button in a report to open the map and add Icons,
Map Layers, Overlays, and Resources, as shown in Figure 113.
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Figure 113 Effects of Enabling the State Highways

Checkbox: in the Layers pane

To enhance your understanding of the scene and gain better situational
awareness, you may want to add these features to your map. Enable the
checkbox before the feature you would like to add to the map. These features

can include the location of hospitals, road-blocks, landmarks, geographical
features, public utilities, etc.

Refresh Map

Click the button to view your changes.
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3.8.1 Use Overlays

The hand drawn overlay is similar to what one would use with a printed map,
acetate and a grease pencil. This digital method provides everyone on the
system access to the information along with a full drawing tool set.

To view an available overlay, open a report in View mode. Click the
Attachments & Overlays tab, then click the Available Overlay(s) link, as
shown in Figure 114.

OVERLAYS

[ Creste Owerlay ]
Available Overlay(s): Church Street incident Hot, Warm and Security

Figure 114 Available Overlay(s) Link

To draw on an overlay, click the Create Overlay button to open the Map
window, as shown in Figure 115.

<A http://preview.nc4. us/eteamTraining/commons/pop_overlay.jsp?oviDesc=&ModKey=true&UniqueK...
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Figure 115 Creating a Map Overlay

Name the overlay using the Description field.

COMMON FUNCTIONS

7=~ Overlays
can only be

used in View
mode.

7=~ Overlays
can be added
to any map

associated
with a report.
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Next, select the base map from the Available Maps drop down menu.

Use the map controls to zoom to the exact position desired. Turn the map
layers on and off as required to decrease clutter or present more data. The
available Map Layers are presented in the frame on the right and shown on
the map by enabling/disabling the checkboxes.

Lastly, select the appropriate drawing tool from the left column on the screen
to mark up the map. For example, you may use the Draw an Oval tool to
enclose an area of the map within an oval, as shown in Figure 116. You can
use the Draw a Label tool to add text, such as “Hot Zone.”
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Figure 116 Identifying an Area on the Map Overlay
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The available tools include the following:

P& e =0 8

ot | el | BRI B2 | E.

[

5|

Click the Submit button in the upper right when finished.

Zoom In

Zoom Out

Pan

Initial Extent
Last Extent
Measure Distance

Select

Draw a Line

Draw a Freehand Line
Draw an Oval

Draw a Polygon

Draw a Rectangle

COMMON FUNCTIONS

Draw a Label (provides font size, face, style and color

drop down menus)

Delete a Label

=NCG4
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# In this Common Functions exercise you will login to the NC4 Application,
submit your Personal Profile, and practice the system’s common functions.

All class participants should login to the NC4 Application.

After you login to the system, the Personal Profile window appears. Do not fill
out or complete your Personal Profile until instructed to do so.

1. Login to the NC4 Application. After you login to the NC4 Application,

your Personal Profile form opens. 7 An
exercise
] completing
2. If you have not already completed your Personal Profile do so; scroll and updating

down the form to the Provide Your Preferred Method of the Personal
E Team Report Notification section. Profile form
is located in
Module:
Personal
Profile.

3. In the Notification Method field, review that the
Alerts checkbox is defaulted as checked in order to enable receiving
Targeted Alert messages.

4. Go back to the top of the Personal Profile form. Click the Submit
button in the upper right to access to the system. Your Duties
Checklist and Alert Bulletin appear.

5. Review your Duties Checklist to gain a better understanding of the
duties assigned to your role.

6. Click the Close button in the lower right to close the Duties Checklist
form.

7. Read the Alert Bulletin to become familiar with the situational
awareness.

8. Click the Close button in the lower right to close the Alert Bulletin.
9. Go to the Center View Frame.

10. Select Incident from the Report navigation drop down menu. The
Incident default view by Status is displayed.

11.Click an incident Name link to View the incident.

12. Click the Notification tab to View the Notification tab information.
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13.

14,

15.

16.

17.

18.

19.

20.

21,

22.

23.

24,

25,

26.

27.

28.

29.

Click the Update button in the upper right to open an editable version
of the incident report form.

Click the Notification tab and notice the difference between the View
mode and the edit/update mode.

Go to the Notification section of the incident report form.
Enable the Send Notification Yes radio button.

Key a short message into the Message field in the Notification section,
such as “All available resources are now on 48 hour standby”.

Go to the Select Recipients field in the Notification section to select
recipients to notify.

Click the Individuals link to populate the Select Recipients box.

Click the Name link from the available list to select the recipients. The
selected names will appear in the Notification List window on the
right.

Make sure to include your own user ID/name for the notification list.

Click the Submit button in the upper right to save your edit and enter
your updated notifications into the system.

Go to the Alerts Frame on the left in the main view screen. Notice the
alerts with the Red Name link.

Click the report_ Red Name link to View and read your Targeted Alerts.
Click the Close button to close the Targeted Alert window.

Click the checkbox before the Targeted Alert to enable it.

Click the Remove button to delete the Targeted Alert.

Go to the top navigation frame and select Incident from the Report
navigation drop down menu. The Incident default view by Status is
displayed in the center view frame.

Log out of the NC4 Application.
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