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1 Module: Resource Request Report

The Resource Request form allows you to obtain the critical assets needed to
plan, respond, and recover from incidents.

It is used to request resources to respond to an incident or to report resource
request status to the Emergency Operations Center (EOC). The form also
allows you to assign a priority; identify the requestor and responsible agency;
specify delivery location; and track status and costs.

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

1.1 What is a “Resource”?

Resources are critical assets that are important to incident planning,
response, recovery and mitigation. They can consist of personnel and major
items of equipment, supplies, and facilities available or potentially available
for assignment to incident operations and for which status is maintained.
Resources are described by kind and type and may be used in operational
support or supervisory capacities at an incident or at an EOC.

RESOURCE REQUEST

Learning
Objectives

After completing
this module, you
will be able to:

e Create and
update a Resource
Request Form.

e Explain key
report elements.

e Use common
functions.

ICON KEY

I~ Valuable information

& Test your knowledge

= Keyboard exercise

Review
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— - All Rights Reserved
— b



NC4 TRAINING RESOURCE REQUEST

2 General Overview of Resource Request Reports

This section of the module provides an overview of a Resource Request form.

You will become familiar with the layout of the form and understand the type
of information it can contain.

2.1 Viewing Resource Request Reports

Existing Resource Request Reports are presented to you based on their
priority levels when you select Resource Request in the Report navigation
drop down menu, as shown in Figure 1.

Report: Al REeports -

Damage Azzessment "
Business Loss
Houszing Loss
Public Ertity Los=s
Windzhield Damage
Rapid Damage
Fezay

Wendor N |

Figure 1 Selecting Resource Requests

The Resource Request summary screen shows all Resources by Priority level
as shown in Figure 2.

Report: Rezource Reguest ~ View by Priority -

Resources by Priority 2| Expond 41 Collapse a1

[_create | [ pelete | [ print | Auto Refresh @ OF () On This soreen last updated [00:00:01:38)
u Priarity Respansible Agency | Categery ype Gty Units =t. Cost Ewertincidertifctivity | Requesting Organization E
N . 2000 12 57.14%
» @ hign 250 7 33.3%%
» Y hedium 2000 2 952%
10250 21 100%

Figure 2 Resource Request Summary Screen

COPYRIGHT © 2008 NC4
All Rights Reserved
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2.1.1 Sorting Existing Resource Requests

A\Y ’II

Clicking the triangle icon in the summary screen will expand the Resource
Request for that priority as shown in Figure 3.

7=~ Note the
Report:  Resource Request * Wiewby: Priority - color coded
icon that
Resources by Priority 2| Expand Al collapss Al provides a
quick visual
Create Delete i Auto Refresh @ Off () On This soreen last updated (00:00:08:14) cue to
O T N request
priority.
D ESF 2-Bus — Type %I — Handicap Lift Buses [State number o
| NCY MANAGEMENT Mitigation Managemert Specizlist - Tupe | [Emergency Man
] Hews HR DN, CLOTHING, EQUIPMENT and SUPPLIES  Beverage — Type | [Water)
I:l On-Scens NR ORCEMENT Transport Team
I:l On-Scene Emergency Management FACILITIES/MOBILE FACILITIES AND EQUIPMENT Disaster Staging Area, Multipurpose — Type | [Local Gowverr b CIICkI ng
I:l Sent to State MR LAy EMFORCEMENT IMAT Team the trlangle
I:l Taskedto ESF  EOC ESF3 Generatar - Type VI [25 Kw) ICOF'I In the
header
column of a
, . . summary
Figure 3 Sorting Resource Request in Summary Screen screen allows
you to sort
within the
This view gives you a snapshot of the status of all Resource Requests by Priority. column.

COPYRIGHT © 2008 NC4
All Rights Reserved




NC4 TRAINING RESOURCE REQUEST

Clicking the triangle icon ® in any column in the center view frame will sort
the requests by that column. Resource Requests are sorted by the following
categories:

e Status

e Category

e Type

e Quantity

e Units

e Est. Cost

e Event/Incident/Activity
e Age

You can also sort Resource Requests by selecting a sort order from the View
by drop down menu as shown in Figure 4.

View by | Priority w

4‘ Priority r

Requestar
Responsible Agency
EventAncidentidctivity
Type |
Age

Murmbaer

Cost by Evert

All {includes Clozed)
History

Figure 4 Resource Request View by Drop Down Menu

To View an existing Resource Request, click the Resource Request’'s Name link
as shown in Figure 3. You will be presented with the Resource Request
form, as shown in Figure 5.

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
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@ Help
Split ][Duplica{e}[ Updats ][ Delate ][ Prirt ][ Close ]

Resource Request (

*#Red Label: indicates 3 required field

Priority *Status
Black--Flash Black--Mew:
Tracking Humber - Local Tracking Humber - State
Res-135249-103-051209-2
Tracking Humber - FEMA Tracking Humber - EMAC

WHO IS MAKING THE REQUEST ?

Requesting Organization

*Requestor's Contact Info

Phone: 817 =~ Scroll

Fax down to see
Freqeor | all the fields
Talk Group: in the

Cell:

Other: Resource

Zall Sign: Request
Related Eventincident/Activity Display All resource requests related to form "

L- WMK-NZ Flood. Flazh | - WMK-NZ Flood- Flash | Display

WHAT IS BEING REQUESTED

Resource Category *Quantity

*Resource Type/XKind

E=F 3-Bus — Type %1 — Handicap Lift Buses (State number of
passengers)

Gty Unit Of Measure When Heeded

Mission
Transport People from the Home for the Aged

Resource must come with Other

Fuel, Meals, Cperator(s)

SPECIAL INSTRUCTIOHS (E.G. SAFETY MESSAGE, INGRESS/EGRESS ROUTES, ETC.)

Special Instructions

Set up bus at staging area for transit
FORWARD REQUEST TO:

Uncheck to =end Targeted Alert OHLY to the indivi When a Targeted Alert is sent to all users whose Person;
the Org/Locati and Positi lect

Organization/Location:

Individual:
Position: Agency:

Yendor

Summary of actions taken

Estimated Resource Cost

Request History

084 2/2009 5t 18:00 EST - Howard Schechter st EOC == Director changed status to Black--Mew

Docurment Crested by: hschechter on 08/ 242008 =t 15:00 EST LastModitied by: aarnold on 03/15/2003 3t 14:08 EST
Copyright ® 2008 by NC4 Public Sector LLC, All Rights Reserved.
“ n | b

Figure 5 Resource Request in View Mode

™
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In addition to information about the Resource Request’s priority, status, and
tracking numbers, there are special fields for the following:

Approval (optional system functionality)
Who is Making the Request?

What is Being Requested?

Special Instructions

Forward Request To:

Vendor

Summary of Actions taken

Estimated Resource Cost

Request History

2.1.2 Tracking Number

Tracking Number fields have been provided for Local, State, FEMA and EMAC
entities. The application assigns a system generated number in the Local field. You
can use the other fields for any internal tracking processes that are included in your
work flow.

2.1.3 Display All Resource Requests Related To

This field is located to the right of the Related Event/Incident/Activity
field and contains the selection made in the Related
Event/Incident/Activity field along with other report associations. Clicking
the Display button, will open a list of all Resource Requests related to the
Incident/Event/Activity in a pop-up window as shown in Figure 6.

Display All resource requests related to
|- WMKE-NZ Flood- Flad w)
= f

"_'é Select One - Windows Intf\et Explorer ==

| ® http:,-*,-’preview.nc4.usf%aam;‘ui,’popup.do?rep0rtType=resource_request&listingType:select_relatedresource&baseWinName:eteam_gl | a

All resource requests related to:

Type Resource No, Requesting Organization
ESF 3-Bus — Type %l — Handicap Lift Buses [Stste number of pessengers] @ 1 Res-155249-103-081203-2  NR MR
L U R TR S S VU SU U S SO a Moo AEEAAA AmA ARAAAR 4 BIR v -

Figure 6 All Resource Requests Related To Window

Click the button to close the Related Resource Requests window.

.- COPYRIGHT © 2008 NC4
— = All Rights Reserved
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2.1.4 Request History

The Request History category displayed at the end of the report summarizes
the activity that has occurred with that resource request, as shown in Figure 7
below.

Request History

03252009 5t 18:01 EST - Howard Schechter st EQC 2= Director changed status to elow--Enroute
08122009 &t 1759 EST - Howard Schechter st EQC 3= Director changed status to Black--MNew

Figure 7 Request History

2.1.5 Common Functions

The Resource Request form also contains tabs for the system’s common
functions: Notification, Geo-Location, Attachments & Overlays and
Distribution & Sharing. These functions are described in detail in the Module:
Common Functions.

After you have submitted a new resource request form, you will observe in
the upper right the following controls:

Split button - Click the button to divide this Resource Request form
for like assets. The new Resource Request form that is generated from the
Split action will display a system generated dash numbered (-1) suffix.

Duplicate button - Click the button to create a duplicate request
of the like assets. The new Resource Request form that is generated from the
Duplicate action will display a new system generated number.

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

Print button - Click the m button to send this Resource Request
Report to the printer.

Close button - Click the button to close the Resource Request form
and return to the summary screen.

N . cl
When you have completed reviewing a Resource Request, click the
button to return to the summary screen.

e COPYRIGHT © 2008 NC4
— - All Rights Reserved
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3 Let’s get Practical with Resource Request Reports

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

All class participants should log on to the NC4 Application and follow
along step-by-step with the workbook.

3.1 Creating Resource Requests

To create a new Resource Request, perform the following steps:

1 Select Resource Request from the Report navigation drop down

menu.
2 Click the button from the Resource Request summary
screen.
3 A Resource Request Report opens in a new window as shown in
Figure 8.

= *Red
Label
indicates a

required
field.

—_— COPYRIGHT © 2008 NC4
— - All Rights Reserved
— _/ - F
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@ neip

Resource Request

*Red Label: indicates = requirad field.

[ [ Basicinfa | Hotiication Attachments & Overlays

Priority  Priority Hey *Status
Select One - Select One -
Tracking Humber - Local Tracking Humber - State

|RES-1 T3527-7E6-100503 | | |

Tracking Humber - FEMA Tracking Humber - EMAC

WHO IS MAKING THE REQUEST ?

Requesting Organization Select

*Requestor's Contact Info

Phone: 123-456-7830 P 7~ Scroll

Fax: 1234567592 (=1

pager: (o) down to see

Frequency: - Expand f

Related Eventincident/Activity Display All resource requests related to all the fields
| [ Ealest ] [ Clesn ] No other resource requests relsted n the

WHAT IS BEING REQUESTED ? Resou rce

Resource Category  Search Clear “Quantity Req uest

Select One o - l:l form'

*Resource Type/Xind

Oty Unit Of Measure When Heeded Set
Mis=ion

-

- Expand
Resource must come with Other

[C] Fuel [£] Meals [0 Ei)s;;eralnr []wister [ Maint  [] Lodging [ ] Power l:l

SPECIAL IHSTRUCTIOHS (E.G. SAFETY MESSAGE, INGRESS/EGRESS ROUTES, ETC.)

Special Instructions

- Expand

FORWARD REQUEST TO:

Clear Responsibility

7| Uncheck to semn argete: e o the en a Targete ert is se o all users whose Persomn:
[ Uncheck t d T: eted Alert OHLY to the indivi Wi T: eted Alert i nt to all h P
the Org/ ocation and Position selected.

Individual: OrganizationLocation:

| | (oot ] | |

Position: Agency:
| | (nssicct] | |

Vendor Select Clear

Summary of actions taken

- Update

Estimated Resource Cost

I

Figure 8 New Resource Request Report

The form contains many fields, some of which you must scroll down in the
window to view. Required fields are noted by a red asterisk (*).

e COPYRIGHT © 2008 NC4
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3.2 Resource Request Report Fields

We will address each of the fields as they appear on the form.

3.2.1 Priority/Status/Tracking Numbers
3.2.1.1 PRIORITY

The Priority field contains a description of the Priority in the Priority Key link
to assist in your selection from the Priority drop down menu.

To view information about the meaning of these priority levels, click the
Priority Key link to open the Priority Key window. After you have read the
information, click the Cancel button to close the pop up window. Priority Keys
are locally defined and maintained by the System Administrator.

Select from the choices under the Priority drop down menu, as shown in
Figure 9, such as “Black-Flash,” “Red-High,” “Green-Low,” etc.

Priority  Priority Key
Red-High -

Select One
Black-Flazh

Y ellowny-Medium
Gresn-Low

Figure 9 Resource Request Priority Codes

.- COPYRIGHT © 2008 NC4
— = All Rights Reserved
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3.2.1.2 STATUS

Select from the choices (such as “Black-New”, or "Red-Tasked to ESF"”) under
the Status drop down menu, as shown in Figure 10. These status levels
correspond to the color-coding system seen in the Resources summary
screen.

*Status

Select One -

Select One
Black-Mew
Purple-Ops DeskMizzion Tasker

ed to ESF
Crange-Sent to State
Yellow-Enroute
Green-0on-Scens
Teal-Releazed
Gray-Cancelled
Blue-Closed

Figure 10 Resource Request Status Selection

3.2.1.3 TRACKING NUMBERS

The Resource Request form contains four fields to place information to assist
with the tracking of the resource request at different levels. The four fields
are Tracking Number-Local, State, FEMA and EMAC as shown in Figure 11.
The system generated number is displayed in the Tracking Number-Local
field.

Tracking Humber - Local Tracking Humber - State

[Res-074217-433-100603 | | |

Tracking Humber - FEMA Tracking Humber - EMAC

Figure 11 Tracking Number Fields

- COPYRIGHT © 2008 NC4
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3.2.2 Who is Making the Request?

In this section of the form there are fields relating to the organization that is
in need of specific resources, as shown in Figure 12.

WHO IS MAKING THE REQUEST ?

Requesting Organization  Select

*Requestor's Contact Info

Phone: 123-456-7890
Faw 123-456-7882
Pager:

Freqguency:

m s

- Expand

Display All resource requests related to

|[ Select ][ Clear ] Mo cther resource requests relsted | Display

Figure 12 Who Is Making the Request Fields

Related Eventincident/Activity

3.2.2.1 REQUESTING ORGANIZATION

Identify the requesting organization by clicking the Select link to open the
Requesting Organization dialog box, as shown in Figure 13.

7 The list of
C agencies is
Requesting Organization( Select sgecifilc tcl)
|EOC | your
- . jurisdiction
@ E TEAM Select Ageficy - Windows... L = [ and is
maintained by
|iﬁ' http:ffpr%ncai.usfeteamfpu:upupsfpu:up_sele| L3 | your System
ra Administrator.
ra S
SELECT FROM OPTIONS BELOWY
Agency: E|
Policy Group B
EQC

Public Infor riation Metwaor k

REOSTES

ESF 1-Transportstion

ESF 2-CormrmunicationsMechnology Manage mernt

ESF 3-Public Works=

ESF 4-Fire

Figure 13 Select Requesting Organization

e COPYRIGHT © 2008 NC4
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Click the Name link in the dialog box to populate the field with an agency or
an incident with a command post established.

3.2.2.2 REQUESTOR’S CONTACT INFO

Indicate how the organization making the request is to be contacted in this
required field, such as by phone, fax, pager, radio or other means. The
requestor’s contact information provided in the Personal Profile form will
automatically be populated in this field. You may delete or edit the system-
generated information and key in incident specific information, as well as
provide additional detail as shown in Figure 14.

*Requestor's Contact Info

Phaone: 123-456-7590
Fax: 123-436-75592

m »

1

RESOURCE REQUEST

Paget:
Frequency: Expand

Figure 14 Requestor's Contact Info Field

Clicking the \ &' button will open an expanded window for keying in
detailed information as shown in Figure 15. Click the OK button to save the
expanded information.

Expanded Text Window

Phone: 123-456-7890
Fax: 123-456-7892
Pager:

Frequency:

Talk Group:

Cell: 123-456-7891
Other:

Call Sign:

Figure 15 Expanded Text Window

I~ Expand is
a common
function
available in
many

NC4 forms.
When you
click the
Expand
button a new
window
opens in
which you
can key
additional
information.

COPYRIGHT © 2008 NC4
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3.2.2.3 RELATED EVENT/INCIDENT/ACTIVITY REPORTS

The Related Event/Incident/Activity field allows you to associate your
resource request to an existing incident, planned activity or event. To link one
of these reports to this Resource Request form, click the Select button to
open the Related Event/Incident/Activity window, as shown in Figure 16.
The Report Type is prefaced with an A, E, I or P, which is the abbreviation
for:

e A-Planned Activity report

e E-Emergency Event report

e I-Incident report

e P-Planned Event report
Click the Incident Name Ilink to add the report to the Related
Event/Incident/Activity field; or the Clear button to change your

selection.

Related EventiIncident/Activity
|E-Orlandu:- Terrorist Threat |[ Selact ][ Clear ]

& ETEAM seleck%leuant Event - Windows L. (el e

|m htkpe A previen nc s;’etearn,-’cu:ummc-n,-’CDmmu:-n.dc-?tar| k2 |

-,

N
-
SELECT FROM OPTIONS N‘W’

errorist Incident-

F 1-00CS Automobile Accident

m

b 1-1st Savings and Loan Robbery

b 1-3 miles from Transport

b 1-3311 Beauchamp 5t Safety

P 1-419 H Pierce St Security

r |- 600 Miles SE of Met

|- 600 miles SE of Met

F |- ¥F65 Southland Blvd Security 5
k|- Area Wide Met

. LT, Ty VO P gt S

Cancel

Figure 16 Select Related Reports
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3.2.2.4 DISPLAY ALL RESOURCE REQUESTS RELATED TO

Click the Display button to review all Resource Requests related to the
Related Event/Incident/Activity field selection as shown in Figure 17.

Click the Resource Request Name link in the dialog box to automatically
populate information throughout the rest of the Resource Request window.

Note: Clicking the Resource Request Name link will automatically submit
these changes to the system. The Resource Request window will be closed
and automatically reopened in View mode.

Digplay All regsource requests relatedin

b ——
1 Display '

Mo other resource requests relstel

(& Select One - Windows Internet Explarffr E@Iﬂ
|(E) http:f’fpreview.ncd.us!eteamfuif’po[ilp.do?reportT},-'pe:resource_request&listingT}fpe:select_reIatedresource&baseWinName:eteam_gl| I |

All resource requests related to:

3

Crirme Scens Technician o Res-08326827-433-061207  EOC

Crime Scene Technician o 3 Res-093627-433-061207  EOC

2 Res-045243-282-040405  EOC

IMitigation Management Specislist - Tvpe | [Emergency Mansgement Coordinstor] I Y

Fmmmdimmbeay e A

B ki b ek P i Tom e 1 mmm s B ek
al

Figure 17 Display All Resource Requests Related To Field
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3.2.3 What is Being Requested?

In this section of the form there are fields that describe the category,
type/kind, quantity, and other information relating to the resource that is
needed, as shown in Figure 18.

WHAT I5 BEING REQUESTED #

Resource Category  Search Clear *Quantity

Select One . [ ]
*Resource TypeKind
.

Oty Unit Of Measure When Heeded  Set
Select One w |Searchiadd |
Mission

- E:xpand

Resource must come with Other

Fuel leals Wygter LET Lodging Povver
g;eratnr

Figure 18 What is Being Requested Fields
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3.2.3.1 RESOURCE CATEGORY

Resource Category governs the selections that are available in the
Resource Type/Kind field. Select the resource category of the resource that
you are requesting from the drop down menu as shown in Figure 19. You can
also click the Search link, to review the resource category selections. To
change your selection, you can clear the field by clicking the Clear link.

Reszource Category CGearcClear Resource
EMERGEMNCY MAMNAGEMENT pategory
Drop Down
Men .
"E E Team Search Diaﬁ - Windows Internet Explorer - = | E S
|'fﬂ http:ffpreviewfiusfeteamfpcnpupsfsearch_pickIist.jsp?target:resuurceCategnr}f&head| 3 |
|( Rezource Category 1
Search || |
EMERGEMCY SUPPORT FUMCTION (ESF) i
GEMERAL

CRITICAL INFRASTRLUCTURE

FACILITIESMOBILE FACILITIES AND EQUIPMENT
MUTRITION, CLOTHING, EQUIFMENT and SUPPLIES
SEARCH AND RESCUE

PUBLIC WORKS/LOGISTICS —
LAWY EMFORCEMENT

HEALTH and MEDICAL

FIRE/HAZMAT

Ems

EMERGEMNCY MANAGEMEMT

AMIMAL HEALTH

ESF 1 -

Cancel

m

@ Internet | Protected Mode: On oo EI0%  w i

Figure 19 Resource Category Fields

3.2.3.2 RESOURCE TYPE/KIND

The selection that you view in this field is governed by the selection that is
made in Resource Category. Identify the Type/Kind of resource needed in
this required field by choosing from the options in the drop down menu, or by
clicking the Search/Add button to open the Select Resource Type dialog box,
as shown in Figure 20. Remember that items added using the Search/Add
feature will not be reflected in the drop down menu.

e COPYRIGHT © 2008 NC4
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*Resource TypeKind
Mitigation Management Specialist - Type | (Emergency Management Coordinator)

i & E Team Search Dialog - Windows Internet Explorer ==
(3] http:ffpreview.nc4.usr‘etearm‘paque&headerz*Re:| b |
(*Resuurce TypeKind / 1
Search: | |

Airborne Accessory (Requestor must specify)

Airborne Communications Relay Tearn (Fixed-Wing) - Type | (See FEMA Resi
Airborne Communications Relay Tearn (Fixed-YWing) - Type |l (See FEMA Res
Airborne Communications Relay Team (Fixed-Wing) - Type Il (See FEMA Res
Alrborne Cammunications Relay Team (Fixed-Wing) - Type v (See FEMA Re
Airborne Communications Relay (Fixed-Wing) (CAP) - Type | (See FEMA Res
Airborne Communications Relay (Fixed-WWing) (CAP) - Type | (See FEMA He:
Airborne Communications Relay (Fixed-Wing) (CAP) - Type Il (See FEMA Re
Airborne Communications Relay (Fixed-Wing) (CAP) - Type IV (See FEMA Re
Airborne Transport Team (Fixed-Wing) - Type | (See FEMA Resource Definitio
Airborne Transport Team (Fixed-Wing) - Type | (See FEMA Resource Definitic
Airborne Transport Team (Fixed-Wing) - Type lll (See FEMA Resaurce Definiti
Airborne Transport Team (Fixed-Wing) - Type IV [See FEMA Fesource Definit =

4 LI I

m

[ =~

Cther: |

e Y —

€D Internet | Protected Maode: On fa v W10 -

Figure 20 Resource Type/Kind Dialog Box

Search/fdd

J

Resource
Type/Kind
Drop Down
Menu

If the request is being made for a resource that is not listed, key in the name
of the resource type into the Other field, then click the Add button. The
resource you enter here will appear in the Resource Type/Kind field but will
not be added to the drop down menu or search lists for other resource

request forms.

Note: When adding a Resource Type/Kind, a proper format must be used.
The Resource Category and the new Resource Type/Kind must be

entered in the Other field separated by a hyphen with no spaces.

e COPYRIGHT © 2008 NC4
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3.2.3.3 QUANTITY
Key the number of resources being requested in the required Quantity field,
as shown in Figure 21.

*Quantity

I

Figure 21 Quantity Field

3.2.3.4 QTY UNIT OF MEASURE

Identify the amount of resources needed in this field by choosing from the
options in the drop down menu, as shown in Figure 22 or by clicking the
Search/Add button to open the Unit of Measure dialog box.

Oty Unit Of Measure

each - [Search."ﬁ-.dd]

Zelect One
hottles
hoxes

gallons
pallets

Figure 22 Qty Unit of Measure Field

If the request is being made for a resource measurement that is not listed,
click the Search/Add button and key a unit of measure into the Other field,
then click the Add button as shown in Figure 23. The unit of measure you
enter here will appear in the Qty Unit Of Measure field but will not be added
to the drop down menu or search lists for other resource request forms.

—_— COPYRIGHT © 2008 NC4
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( Oty Unit Of Measure ]

Search: |

hottles
hoxes
each
gallons
pallets

Add Cancel ]

Figure 23 Adding a Qty Unit of Measure

3.2.3.5 WHEN NEEDED

Indicate the time the resource is needed by clicking the Set link to open the
Date and Time dialog box, as shown in Figure 24.

When Heeded € E Team Date Dialog - Windows Internet Ex... I.Elﬂlﬂ_iJ

06M 152007 at 11: 37 EST
\‘\;E} http:;‘;‘prwiEW.nc4.usfeteamfpu:npups;‘date_time_diall:ug.j| B |

' R
Please Choose a Date and Time
[ [ T HH hethd
[tomeona | [ calendar | 10« 2B v

[ Ok ] [ Cancel ] [ Clear ]
0 Internet | Protected Mode: On g - o100 -

b

Figure 24 Date and Time Dialog Box
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The default is the current date and time. To accept the current date and time
click the OK button. To enter a different date or time click the Clear button
and key in a new date, or use the Calendar button to open a calendar and
click on the appropriate date, as shown in Figure 25.

-
Select Date from Below

Octokber - [2009

Cancel

Figure 25 Calendar Dialog Box

3.2.3.6 MISSION

Describe the mission parameters under which the resource will be used, as
shown in Figure 26. If there is a lot of detail to enter, click the Expand button
to open the Expanded Text Window. The information keyed in here will be
saved to the Mission field after clicking the OK button.

Mission
ECQC Support

- Expand

Figure 26 Mission Field
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3.2.3.7 RESOURCE MUST COME WITH

If ancillary resources are required, select those by clicking the checkboxes
provided, such as “Fuel,” “Lodging” or “Power.” If a need is not addressed by
the checkboxes, key a new resource requirement in the Other field, as shown
in Figure 27 (e.g., ‘laptop’).

Resource must come with Other

[ Fuel Meals ] (Osp:leratl:nr Water [ Maint [ Lodging [ Power Lewel 1 PPE

Figure 27 Resource Must Come With Field

3.2.4 Special Instructions

Any special instructions describing additional information that would be
necessary to achieve or expedite delivery should be keyed into the Special
Instructions field, as shown in Figure 28. This would include information
such as special skills, safety messages, meeting points, ingress/egress routes,
and roadblocks.

SPECIAL IHNSTRUCTIOHNS (E.G. SAFETY MESSAGE, INGRESS/EGRESS ROUTES, ETC.)

Special Instructions

Thiz is & contaminsted crime scene -

- Expand

Figure 28 Special Instructions Field
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3.2.5 Forward Request To:

In this section of the form there are fields relating to the individual or
organization to which the resource request is being sent for processing or
fulfillment, as shown in Figure 29.

FORWARD REQUEST TO:

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/lLocation and Position selected.

Individual: Organization/Location:
| | [ select | | | [ selest |

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

Vendor Select Clear

Summary of actions taken

Update

]

Estimated Resource Cost

I

Figure 29 Forward Requests To Fields

3.2.5.1 RESPONSIBILITY ASSIGNMENT

When you choose an Individual, Organization/Location, Position or
Agency from the system lists, all available system personal profile data will
be used to automatically populate the other responsibility fields. To change
the responsibility, click the Clear Responsibility button to clear all the fields.
To forward the resource request to a selected Individual ONLY, uncheck the
checkbox under the Clear Responsibility button.

When an individual’s name is selected, that individual becomes “responsible”
for processing or filling the request. The individual receives a Targeted Alert in
the Alert Frame and the report shows in that person’s My Reports list in the
All Reports drop down menu.

Select an agency from the Agency field to identify the responsible agency.
That agency, for example: Emergency Management is shown as responsible
for processing the request or providing the resource in the Agency field, as
shown in Figure 30.

e COPYRIGHT © 2008 NC4
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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 OrglLocation and Position selected.

Individual: Organization/Location:
|Deve|0per, Content | [ Select ] |EOC | [ Select ]
Position: Agency:
[pirestar | [ seleet | [Emeraency Managemert (D)
Vendor Select Clear & E TEAM Select Agency - Windoyef = | = LX)
| | |® http:f‘fpreview.nc-’l.ustopups;‘pop_sele| = |
Summary of actions taken Emergency Management

Mass Care

Resources

Public Health
T T T e S e —L_‘——"‘\\ il RS e

Figure 30 Reports Viewed by Responsible Agency

3.2.5.2 VENDOR

The Vendor list that appears on this resource request form originates from the
vendor form in the Resources report structure. Click the Select link to view
the Vendor dialog box. Click the Name link in the Vendor field to select a
vendor that is associated with the resource that you are requesting as shown
in Figure 31. You can click the Clear link to clear the fields and make another
selection.

Vendor Clear r . |
| \ | @ Select Vendor - Windows Internet Explorer I.Elilﬂ_hj

\ |{i} http:f;‘preview.nu:4.us;‘eteam;‘cummum‘€ummun.du:u?tar| k3 |

\fSELECT FROM OPTIONS BELOW

Ho Vendor Available

Figure 31 Vendor Field
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3.2.5.3 SUMMARY OF ACTIONS TAKEN

This field is used by staff processing or filling the request. It is not intended to
but, can be used by the Requestor. Click the Update button, shown in Figure
32 to enable this time and date stamped scrolling field to be edited, then key
in a description of the steps that were followed in obtaining, using, and
mobilizing the resource. Click the OK button when complete.

Summary of actions taken

Figure 32 Summary of Actions Taken Field

3.2.5.4 ESTIMATED RESOURCE COST

Key in the anticipated cost of the resource, if available and necessary, as
shown in Figure 33. This field cannot contain currency signs and must be in
whole dollar amounts.

Estimated Resource Cost
30000

Figure 33 Estimated Resource Cost Field

3.2.6 Request History

The Request History field is displayed at the end of the report summarizing
the activity that has occurred with that resource request, as shown in Figure
34 below.

Request History

04042009 &t 05,54 EZT - Eric Kant =t Call Center 35 Call Taker changed status to Yelow--Enroute

Figure 34 Request History Field
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3.3 Notification

Notification is used to inform other users that they need to view or take action on a
report, as shown in Figure 35. The Notification functionality can be accessed through
the Notification tab, or in an embedded section in the form.

I~ Use
@ rer Notification
Resource Request to notify both

users and

*Red Label: indicates 3 required fiaks

- Hotification ( Geo-Location | P tachments & Ouerlays

HOTIFICATION

non-users
about a
report in the
system.

= To include
the URL link

in the email,
Select Recipients \ Individusls gloups Hotification List E t
fclick a link to add te the no on lisf) felick a link to remove a user from the notification list) an ( ) mus

appear
before the
recipients
email
address.
Without the
(E), the

Other Email addresses recipient W|||
(Uze the standard email format e.g., johndoe@eteam.com. Separate each addreszwith a comma) receive the
email
message
without the
link.

Figure 35 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 and open the report which you sent them. A short message
without the URL link is sent to other devices.
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3.3.1 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.

3.3.1.1 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.

3.3.1.2 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.

3.3.1.3 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/and Group Name links next to the Select Recipients
pane. The Select Recipient’s pane will populate with the application 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 on 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.

3.3.1.4 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.
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3.3.1.5 COMPLETED NOTIFICATION REPORT
—
A completed Notification report prior to clicking Submit is shown in Figure 36. Distribution
groups are
HOTIFICATION discussed in
detail in the
Send Hotification? @ Yes () Mo

Power User
class.

Message (max. 140 characters for mobile usars

Select Recipients ndividuals Groups, Hotification List
(click a link to remove a user fram the notification list)

idmin MC4- Targeted Slerts

(click a link to add to the notification list)

Analyst,.Coursevare Directar EOC Offline

Anderson Malcolm  Logistios Mass Care Ofline
Chief
Arnold Amber ESF3[Public Emergency Management  OFfline
Works]
ba Director Public Information Network  Offline 2

N m | G

Other Email addresses
Use the standard email format e.9.. johndoe@eteam.com. Separate each address with a com a|| addresses not

alectable from within the
stem

|1redJones@=ns Gl

Figure 36 Completed Notification Report

After clicking the Submit button, recipients will receive email alerts similar to the one
in Figure 37. The email may also contain a link to the report.

7 The email
From: ETeam.Pop2@nc4.us [mailto:ETeam.Pop3d@nct.us] notification
Sent: Tuesday, August 01, 2006 10:39 PR

Tor OO or targeted

Subject: E Team Motification alert will be
sent when
Tou have a new Junsdiction Sitnation Eeport you click the

Submit
button on the

Continue to mohnitor this Situation

report you
are creating
or updating.

bt retrEpew ncd us20dstesmhomed ogin. jsprurl=. fSeportsfjurisdiction.do%
SZHRarget=resd¥ P Eid=ETREP W P 142008094 701 -stas -
A1S544SE2532020832 1120 &repod Type=jurisdiction _sitrep

Sent by hessage Center

Figure 37 Sample E-Mail Alert
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In addition to the email alert, users will receive “targeted 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. Targeted Alerts are
discussed in Module: Common Functions.

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

Open the Resource Request report by clicking on the Resource Request Name link
in the center view frame, as shown in Figure 38.

Click the Notification Tab as shown in Figure 38.

Resources by Event/incident/Activity #| Expand a1l collapse Al
[ create | [ pelete | [ Pprint | Auto Refresh @ Off (7) On This screen last updated (00:00:01:00] i

¥ E - 2003 Flood

¥ E - Hurricane Xerxes

b E - Jet Port Bornb Threat

¥ E - Orlando Terrorist Threat
D < EMERGEMCY MANAGEMENT Miti§>ion Manzagemert Specialist - Type | [Emergency Managemert Coordinator] e Flash fellows Enroute

| (& eteam: Resource Request —%dows Internet Explorer . @El&]
b 1. ##Church |® http/fpreview nod,us/et m;‘rep0r’t."resource.d0?target:read&id=ETRﬁPV2112DD81356D9-eteam-125485?80309306661010&reportType:r| 2] |
b |- Calle de O ‘ @HI A
elp
k|- Mexico Cit
e Resource RequeSt [ Split ] [ Duplicate ] [ Update ] [ Delete ] [ Prirt ] [ Close ]
b |- Terminal A
*Red Label: indicates 3 required field.
k|- WMK-NZ FI

Basic Info Hotification® Geo-Location | Attachments & Overlays | Distribution & Sharing _

» Mot Reported

HOTIFICATION

Send Hotification? 7 [ Targeted Alerts Status ]

Message

Send team immedistely to scene.

Individuals

Developer, Contert- (E) abulleni@cil-llc.com, (P) jverizon@wireless txt, (00 blackberry@mobile com, Targeted Alerts

Groups

Other Email addresses

Figure 38 Checking the Notification Status

Check to view that a "Y” is in the Send Notification category a shown in Figure 38.
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.
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Click the Targeted Alert Status button and a pop up window will display the status
as shown in Figure 39 and Figure 40.

@ Help
Resource ReqUESt [ Split ][Duplica‘te ][ Update ][ Delete ][ Prirt ][ Close ]

*Red Label: indicates a reguired field.

Hotification Attachments & Overlays | Distribution & Sharing

HOTIFICATION
Send Hotification? < Targeted Alerts Status P
Message

Send team immedistely to s=cene.

Individuals (€ Targeted Alerts Status - Windows Intemeﬁxplorer [Elﬂlﬂ]

Developer, Content- (E) abull |® http:[{preview.nc4.usleteamlhome[tar#ted.&lert.do?target:read:| b |

-
Groups
P Targeted Alerts Status
E Team User Status  Created Time
Developer Contert ey 100652009 &t 1436 EST
Other Email addresses
Docurmer at 14:36 EST

Figure 39 Locating Targeted Alerts Status

-
Targeted Alerts Status

E Team User Status Created Time
Developer Contert My T00E2009 5t 14:36 EST

Close

Figure 40 Targeted Alerts Status
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4 Completing a Resource Request Report

The other tabs, Geo-Location, Attachments & Overlays and Distribution &
Sharing in the Resource Request form are covered in the Module: Common
Functions:

When you have completed the Resource Request with the information you

have available, click the button in the upper right to save it. The
report is then available from the View/Update mode.

The Update, Delete, Print and Close 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:

et | _ Click the Update button to open the report in Edit mode to

update and edit the data fields.

Delste ] - Click the Delete button to remove the report from the active

view.

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

Hos2 | _ Click the Close button to exit the report without saving your

changes.

In addition, on the Resource Request report, you will see the following buttons after
you have saved your report.

R - Click the Split button to split the report for action by multiple

responsible parties. You will observe that the Tracking Number has a suffix.

fuelic=t2 | _ Click the Duplicate button to create a duplicate of the report to

be saved as a new document. You will observe that the report has been
assigned a new Tracking number.
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Review Exercise 1 - Putting it Together

~~ This exercise allows class participants to login and create a Resource
Request.

In this Resource Request form exercise you will login to the NC4 Application,
and navigate to create a new Resource Request Report.

Remember, all * red label fields are required. To complete the Resource
Request Report form, please follow the steps below:

1. Login to NC4 Application. After you login to the system, your Personal
Profile form appears.

2. Make any necessary changes to your profile then click the Submit
button in the upper right of the Personal Profile form to access
the system.

3. Your Alert Bulletin(s) (if any Alert Bulletins exist in the system)
appears along with your Duties Checklist.

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

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

5. Read the Alert Bulletin(s) to become familiar with situation
aeaareness.

a. Click the Close button in the lower right to close the Alert
Bulletin.

6. Select Resource Request from the Report navigation drop down
menu.

7. Click the Create button on the Resource Request summary screen.

8. Go to the Priority fields, which are in the first section of the Resource
Request form:

a. For Priority, select one of the available choices from the
Priority drop down menu.

Remember you can refer to the Priority Key by clicking on the Priority Key
link above the right of the Priority field.
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b. For Status, select one of the available choices from the Status
drop down menu.

c. Note the system generated Tracking Number - Local.

9. Go to the Who is Making the Request? section located just below
the Priority fields.

10. Go to the Requesting Organization field in the Who is Making the
Request section:

a. Click the Select link above the Requesting Organization field to
open the Select Requesting Organization dialog box.

b. Click the Name link of a listed organization to enter it in the
Requesting Organization field.

11.Go to the Requestor’'s Contact Info field located below the
Requesting Organization field:

a. This field will be automatically completed with available system
information. You may delete the system-generated text and
key in a different phone number or pager number.

Remember that you can key in additional information by clicking the Expand
button to open an expanded text window.

12.Go to the Related Event/Incident/Activity field located below the
Requestor’s Contact Info field:

a. Click the Select button to the right of this field to open the
Select Related Reports window.

b. Click the Name link of a report to associate with the Resource
Request.

Note: The Display All resource requests related to field may be empty if there
are no related resource requests currently in the system.

c. Click the Display button under Display All Resource Requests
Related to, to view the list of related resource requests.

d. Click the Cancel button to close the Related Resource Requests
window.

13.Go to the What is Being Requested? section of the Resource
Request form.
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14. Go to the Resource Category field in the What is Being Requested
section.

a. Select a Resource Category from the Resource Category drop
down menu.

Remember that you can also use the Search link to select a Resource
Category.

15. Go to the Quantity field located to the right of the Resource Category
field:

a. Key in the number of resources being requested.

16.Go to the Resource Type/Kind field located under the Resource
Category field.

a. Select a Resource Type/Kind from the Resource Type/Kind
drop down menu.

Remember that you can use the Search/Add button or key a Resource
Type/Kind into the Other field and add it to the Resource Request by clicking
the Add button.

17.Go to the Qty Unit of Measure field located under the Resource
Type/Kind field:

a. Select the unit of measure from the Unit of Measure drop down
menu.

Remember that you can use the Search/Add button or key a Qty of Measure
into the Other field and add it to the Resource Request by clicking the Add
button.

18. Go to the When Needed field to the right of the Qty Unit of Measure
field:

a. Click the Set link above the When Needed field to open the
Date dialog box.

b. Use the drop down menu to set the time to 4 hours from the
current time.

c. Click the OK button to populate the time and date into the
When Needed field.

19. Go to the Mission field below the Qty of Measure field:
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a. Key in the mission parameters for the resource.

Remember that you can key in additional information by clicking the Expand
button to open an expanded text window.

20. Go to the Resource Must Come With field below the Mission field:
a. Click all appropriate boxes.

b. Key an additional request in the Other field such as
‘respirators’ or ‘hard hats’.

21.Go to the Special Instructions field in the Special Instructions
section and key in appropriate instructions for the resource such as
“Security escort required at all times”.

22.Go to the Forward Request To section below the Special Instructions
section.

a. Go to the Individual field:

i. Click the Select button to the right of the Individual
field to open the Select Name dialog box.

ii. Click a Name link to populate the Individual field.

23. Continue in the Forward Request To section of the Resource Request
form:

a. Notice that the Organization/Location, Position, and
Agency fields have been automatically populated by the
system.

24. Go to the Vendor field located below the Position field.

a. Click the Select link located above the Vendor field to open the
Select Vendor dialog box.

b. Click a Name link to populate the Vendor field.

25. Go to the Summary of actions taken field located below the Vendor
field.

a. Key in the actions taken for the request.

Remember that you can use the date and time stamped scrolling field by
clicking the Update button to open an expanded text window.
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26. Go to the Estimated Resource Cost field located below the Summary
of actions taken field.

a. Key in the appropriate dollar amount.

Remember that the entry must be a whole dollar amount and cannot contain
any currency signs.

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

28.Click the Update button in the upper right to transition to the other
tabs

29. Go to the Notification tab

30. Complete the information and select yourself in addition to other
learners.

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

32.Click the Update button in the upper right to transition to the other
tabs.

33.Click the Submit button in the upper right of the Resource Request
form to enter the request into the system.

Well done! Remember to log off the NC4 Application using the Logout button.
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Review Exercise 2

" This exercise allows class participants to login and create a Resource
Request based on information you provide.

The following information will be developed by the class participants with
guidance from the Instructor. Once the variables are decided upon, all class
participants should login to the NC4 Application and navigate to create a new
Resource Request based on this information.

Determine the:

Priority

Status

Tracking Number - Local
Requesting Organization
Requestor’s Contact Info
Related Event/Incident/Activity
Resource Category

Resource Type/Kind

Quantity

10. Qty Unit of Measure

11. When Needed

12. Mission

13. Resource Must Come With

14. Special Instructions

15. Forward request To Individual
16. Organization/Location

17. Position

18. Agency

ONOUNRAWN =

Remember to Submit the Resource Request form and to log off!
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