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1 Module: Critical Assets

The Critical Assets form allows you to identify, locate, track and document the

critical assets needed to plan, respond, and recover from incidents. Learning

Objectives:
The Critical Assets form is most effective when the information is preloaded
into the NC4 application before it is needed to support the incident or activity. After completing
This inventory of critical assets can be associated with their assigned location this module,
in a geo locatable format in the system, thus permitting more precise || 'eamners will be
management of the allocation of the closest assets to support the incident or able to:
activity. The form also allows you to assign a priority; identify the requestor Create, view and
and responsible agency; and associate it with a vendor and a resource request. update Critical

Asset forms.

Explain key report
elements.

1.1 What is a Critical Asset?

A critical asset is a type of resource that is important to incident planning, response,
recovery and mitigation. The asset is categorized and typed, and may be used in
operational support or supervisory capacities at an incident or activity.

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.

ICON KEY

=7 Valuable information

& Test your knowledge

K Keyboard exercise

Review

— N c 4 COPYRIGHT © 2008 NC4
- 0 S N All Rights Reserved
—_——



NC4 TRAINING CRITICAL ASSETS

2 General Overview of Critical Assets

In this section of the module you will obtain a brief overview of the Critical Asset form.
You will become familiar with the layout of the form and understand the type of
information that it can contain.

2.1 Viewing Critical Assets Report Forms

Existing Critical Asset Reports are presented to you sorted by category when you
select Critical Assets from the Report navigation drop down menu, as shown in
Figure 1.

Report: Critical Assets -

Damage Azzessment "
Business Loss
Housing Loss
Public Entity Loz
Windzhield Damage
Rapid Damage
Resources

-

Figure 1 Selecting Existing Critical Assets Reports

The Critical Assets summary screen shows all Critical Assets by asset
Category/Type alphabetically unless Not Reported as shown in Figure 2.

*  Wiew by Category/Type -
Critical Assets by CategoryfType #| Expand All Collapse Al
[ Creat ] [ Delet ] [ Print ] Auto & ofF o This screen last updated
reate elete ri Refresh _ = HN (o000 08:03)

43

¥ Mot Reported

b Lawy Enforcement 2
¥ Public Works 12
» PUELIC WORKSILOGISTICS 3

=]

Figure 2 Critical Assets Summary Screen

s N c~4 COPYRIGHT © 2008 NC4
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2.1.1 Sorting Critical Assets

The Critical Assets summary screen can be sorted by Type, Status, Owner,

Assigned to Agency, Asset ID, Quantity, Units, and Last Updated with a ® or by £ Click tfe
selecting sort order in the View by drop down menu as shown in Figure 3. ?nrrcoovlvjngn' )
headings to
View by CategoryType - sort the list
Category Type in ascending
Category TypePriority or
Crvmier descending
Assignment order.
EventAncidentss,clivity
Resource Reguest
Laocation
Private by Type
Private by Location
Private by Owvner
All
Data Sharing Status
History

Figure 3 Critical Assets View by Drop Down Menu

2.1.2 Viewing Critical Assets

Expand a category/type in the Critical Assets summary screen by clicking the *

icon as shown in Figure 4.

To View the details associated with a given critical asset, click the Owner Name
link in the owner column to open the Critical Asset report.

Critical Assets by CategoryiType 2| Expand Al Collzpze Al

[ create | [ Delete | [ Print | Auto Refresh @ OF () On This screen st updsted (00:00:00:15)

W] o

b Mot Reported

Azsigned To A

Quantity

lick the Owner Name
GLEW Enforcerment nk to view the Critical
* Bomb SquadfExplosives Teams - Type II sset Report.
D e . ROSTES™ ROSTFS ac-eQ0-1 1 each 05820039 =t 10:04 EST
Pogailable —
D Y committad ROSTFS ROSTFS QRL-EQD-1 1  each 0502009 =t 15:48 EST

Figure 4 Locating a Critical Asset Report
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NC4 TRAINING CRITICAL ASSETS

This opens the Critical Assets in View mode as shown in Figure 5.

@ Help

[ Split ][Duplicate][ Update ][ Delete ][ Prird ][ Close }

Critical Asset

*Red Label: indicates & required fiald.

Hotification Attachments & Overlays | Distribution & Sharing -

Ba=zic Info

STATUS

*Status On-Call Priority
Green--Syailable

CRITICAL ASSET INFORMATION

*Asset Owner *Assigned To
RDETF 5 RDETF 5
Asset Category
Law Enfarcement Public Azzet
*Asset Type Quantity
Bomb SquadExplosives Teams - Type Il 1
Unit Of Measure Asszet D 7~ Scroll
each OC-E00-1 down to view
Yendor the entire
form.
Related
Related Resource Request EventAncident/Activity
Mot Related to an Event, Incident, or Activity
Comments:
Contact Info
Figure 5 Critical Assets in View Mode
— = COPYRIGHT © 2008 NC4
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The Critical Assets Report form contains the following:

. Status

J Critical Asset Information

In addition, the Critical Assets Report form contains tabs with the system’s
common functions: Notification, Geo-Location, Attachments & Overlays, and

Distribution & Sharing. These functions are described in detail in the Module:
Common Functions.

[ Split ] [ Duplicate ] [ Updzte ] [ Delete ] [ Frirt ] [ Cloze ]

You will see the
buttons in the upper right corner of the Critical Assets screen in View mode
depending on your system access level and the discretion of the System
Administrator. Use the Split button to divide the Critical Asset report for like
assets, the Duplicate button to open an editable copy of this report, the Update
button to edit or add information to the report, the Delete button to delete the
report, the Print button to print a copy of the report, and the Close button to
close the report window.

r~ Deleted
reports are
removed

from active
lists but are
maintained
in history.
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3 Let’s get Familiar with a Critical Asset Report

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

3.1 Creating a Critical Asset Report

To create a new Critical Asset Report, perform the following steps:

1. Select Critical Assets from the Report navigation drop down menu.

2. Click the button from the Critical Assets summary screen.

A new Critical Asset Report opens as shown in Figure 6.

o N c— 4 COPYRIGHT © 2008 NC4
= ), M All Rights Reserved
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- 'QJ Help
Critical Asset  *Red

*Red Label: indicates 3 reguired field

Hotification Attachments & Overlays | Distribution & Sharing _

Label

Basic Info

indicates

a

STATUS .
required
*Status on-Call Priority field.
Select One -

CRITICAL ASSET IHFORMATION

*Asset Owner  Search/Add *Assigned To  Select
Select One -

Asset Category  Search Clear

Select One - () Public Asset (7 Private Asset
*heset Type  Searchifdd Quantity
- |
Unit Of Measure  Sesrchifdd Asset D
Select One - | |

Vendor Select Clear

Related Resource Request Related EventiIncident/Activity

| | [ Select ] [ Clear ] | [ Salact ] [ Clear ]

Comments:

- Expand

Contact Info

- Expand

Documernt Created by: cortert on 10/01/2003 =t 19:33 EST
Copyright © 2009 by NC4 Public Sector LLC, All Rights Reserved

Figure 6 Locating a Critical Asset Report form

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 (*).

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

™

— COPYRIGHT © 2008 NC4
JL A A ) All Rights Reserved
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3.2 Basic Info

3.2.1 Status

The Status section of the form contains the Status and On-Call Priority fields.

3.2.1.1 STATUS

Select from the choices under the Status drop-down menu, as shown in Figure 7,
such as Red-Out of Action, Yellow-Committed, Green-Available, and Gray-Unknown.

*Status
*
Yellow-Committed - LE;beTed
Select One _ indicates
Fed-Out of Action a
Y ellowe-Committed :
required
Green-Lyvailakle fie?d

Gray-Unknowwn

Figure 7 Status drop-down menu

3.2.1.2 ON-CALL PRIORITY
Key in a numeric value to establish the priority of the asset, as shown in Figure 8.

On-Call Priority

Figure 8 On-Call Priority field

o N c— 4 COPYRIGHT © 2008 NC4
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3.2.2 Critical Asset Information

This section of the form contains the detailed information associated with the Asset. We
will address each one of the fields as they appear on the form.

3.2.2.1 ASSET OWNER

Select the asset owner by using the drop down menu or the Search/Add Name link
above the Asset Owner field. Click an Asset Owner Name link to populate the
Asset Owner field, as shown in Figure 9.

If the agency or incident that you require is not listed as one of the options, you can
type in the name in the Other field, click the Add button, and your selection will
populate the Asset Owner field.

*Asset Owner : ~ *Red
Wolurteers and Donatiopfz - ’ Label
indicates
- a
& E Team Sea?éialog - Windows Internet Explorer == required
P ; . field.
® http:H%lew.n|:4.us,-‘eteam;‘pupups;‘search_add.Jsp?target:assetl:lwner&header:*.ﬂx
S
( *Asset Owner
Search: ||
Yolunteers and Donations i

Law Enforcement
Animal Caontral
Business and Industry
Damage Assessment
Litilities (Mon-Energy)
Fire FOLC

Sheriff FOC

Public Warks FOC
FEI

ATF

Jac

CPD

FOLE <

o ———

Figure 9 Asset Owner Selection menu

m

e e
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3.2.2.2 ASSIGNED TO

The agency or command post selected in the Assigned To field assumes
responsibility for that critical asset. Open a selection window by using the Select
Name link above the Assigned To field. From the options lists in the selection
window, click on an Agency Name link to populate the Assigned To field, as shown
in Figure 10.

If the agency or incident command post that you require is not listed as one of the
options, you can type in the name in the Other field, click the Add button, and your
selection will populate the Assigned To field.

*Azzigned To
|Hesu:uur|:es / |
@ £ TEAM &ilect Agency - Windows... e {= I3

® http:;‘fpreview.n|:4.usfeteamfpnpupsfpnp_sele| E

Resources

Fublic Heslth

H=z m=t

Urban Search and Rescus
Water and loe

Litilities [Energy

Military Support
Fublic Information

Wolurnteers and Donstions

L= Erforcement

o - eet

Figure 10 Assigned To Field

— N c 4 COPYRIGHT © 2008 NC4
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3.2.2.3 ASSET CATEGORY

Click the Search Name link as shown in Figure 11, or the drop down menu to
access the information to complete the Asset Category field. If you use the
Search feature, a window displaying the options for Asset Category will
“pop-up” in a new window.

Asset Category @ Clear

GEMERAL -

& ETeam Sgarch Dialog - Windows Internet Explorer =Ll

® httpeffprevien ncdusfetearnf/popupsfsearch_picklistjsprtarget=assetCategory&thead:

( Aszet Category

Search: || |

EMERGENCY SUPPORT FUNCTION (EZF) i
SEMERAL

CRITICAL INFRASTRUCTURE

FACILITIES/MOBILE FACILITIES AND EQUIPMEMNT
MUTRITION, CLOTHING, EQUIPMENT and SUFPPLIES
SEARCH AND RESCUE

PUBLIC WORKS/LOGISTICS

LAWY ENFORCEMEMNT

HEALTH and MEDICAL

FIREHAZMAT

Em=

EMERGEMCY MAMNAGEMEMNT

AMIMAL HEALTH

ESF 1 -

Cancel

Figure 11 Critical Asset Category Selection

m

Click a Category link from the options listed. The option will display in the Asset
Category field.

3.2.2.4 PUBLIC VERSUS PRIVATE ASSET

Click the appropriate radio button whether the asset is Public or Private, as shown in
Figure 12.

@ Public Asset 1 Private Asset

Figure 12 Public or Private Asset Selection

y— N c 4 COPYRIGHT © 2008 NC4
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3.2.2.5 ASSET KIND/TYPE

Based on the selected Asset Category, the corresponding Asset Category
information will be populated in the Asset Type drop down menu, as shown in
Figure 13.

*Agzet Type  Searchiddd

|

m

PUBLIC WWORKSLOGISTICS-Dam

ESF 1 7-Animal Blood — Type | —YWhole Blood

E=F 17-Animal Blood — Type || - Platelets

E=F 17-Animal Blood — Type Il — Plasma

ESF 17-Animal Blood — Type % — Serum

ESF 17-Animal Blood — Type Y — Red Blood Cells

E=F 17-Animal Blood — Type W —White Blood Cellz

ESF 17-Animal Food — Type | —Dog

ESF 17-Animal Food — Type | — Dog, Special Diet (Reguestor must specify)

ESF 17-Animal Food — Type Il — Cat

E=F 17-Animal Food — Type IV — Cat, Special Diet (Reqguestor must specify)

E=F 17-Animal Food — Type % — Bird

ESF 17-Animal Food — Type %l — Bird, Special Diet (Requestar must specify)

E=F 17-Animal Food — Type Wil — Cther Pet or Service Animal (Reguestor must specify)
E=F 17-Animal Food — Type ¥l — Cther Pet ar Service Animal, Special Diet (Reguestor mu
ESF 17-Animal Food — Type [X — Cther Large Animal (Reguestor must specify)

ESF 1 7-Animal Food — Type ¥ — Other Large Animal, Special Diet (Requestar must specify
ESF 17-Animal Protection: Large Animal Shettering Team - Type | (22 Staff, WinehicleEog
E=F 17-Animal Protection: Large Animal Sheltering Team - Type 1| (S Staff, WivehiclesEgui
ESF 17-Animal Protection: Large Animal Sheltering Team - Type Il (2 Staff, vWivehicle/Egu
ESF 1 7-Animal Protection: Large Animal Transport Team - Type |05 Staff, Wh'ehicleEguip
ESF 17-Animal Protection: Small Animal Rescue Strike Team - Type | (B Staff, Wit/ ehicleE
E=F 17-Animal Protection: Small Animal Sheftering Team - Type | (22 Staff, WiehicleEqui
ESF 17-Animal Pratection: Small Animal Sheftering Team - Type | (S Staff, WihvehicleEguig
ESF 17-Animal Protection: Small Animal Sheltering Team - Type Il (5 Statff, Wh'ehicleEoui)
E=F 17-Animal Supplies — Type | — Groaming

ESF 17-Animal Supplies - Type | = Flea, Tick, Worming & Parasite Treatments

ESF 17-Food Dizpenzer Unit — Type | — Manual

ESF 17-Food Dispenser Unit — Type | — Gravity &7

Figure 13 Critical Asset Kind/Type Selection

Using the drop down menu or the Search/Add link, click an Asset Type
Name link to populate the Asset Type field. If the Type that you require is
not provided in the list, type in your preferred Asset Type in the Other field
and click the Add button. Click OK to close the dialog box and populate the
information in this report.

y— N c 4 COPYRIGHT © 2008 NC4
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3.2.2.6 QUANTITY

The Quantity field is populated with the value of 1 as shown in Figure 14 when the
Critical Assets window opens. This value can be changed to reflect the number of critical

assets.

Quantity
1

Figure 14 Quantity Field

3.2.2.7 UNIT OF MEASURE

Identify the asset’s unit of measure in this field by choosing from the options in the
drop down menu or click the Search/Add Name link to open the Select Unit of
Measure dialog box, as shown in Figure 15.

Unit Of Measure
Select One -

@ E Team Search Dialcy - Windows Internet Explarer

— =

® http:,-‘,-‘preuiew.nc4.u}‘eteam;‘pnpupshearch_add.jsp?target:unitOfMeasure&‘.header:

( Unit OFf Measure

Zearch: ||

hottles
boxes
each
gallans
pallets

/
< Crther: | )
\

Figure 15 Select Unit Of Measure Dialog Box

— N c 4 COPYRIGHT © 2008 NC4
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If a unit is not listed, key in a unit of measure into the Other field, then click the Add
button. The unit of measure you enter here will appear in the Unit of Measure field but
will not be added to the drop down menu or search lists for other report forms.

3.2.2.8 ASSET ID

An Asset ID is used to identify the asset in the inventory. It is an excellent tool for
tracking the exact asset, therefore, minimizing asset duplication, as shown in Figure 16.
Key in an alpha numeric value in this field.

Az=zet D

Figure 16 Asset ID Field

3.2.2.9 VENDOR

If the critical asset is being supplied by a vendor, click the Select Name link to open
the Select Vendor dialog box shown in Figure 17.

Vend Select 1 - .

en Dr@>ﬁ & Select Vendor - Windows Internet Explorer Iililé = The list of

| \ | : vendors is
|® http:ff’prewew.nc4.usfeteamfcor'nmom‘Cor‘nmon.do?tar| b |

specific to
your
jurisdiction

\4k

SELECT FROM OPTIOHS BEL OWY

“Wendor Name

and is

» Bill's Generstors maintained by
your system
administrator.

Cancel

d

Figure 17 Select Vendor Dialog Box

Click the vendor’s Name link or triangular icon “#” in the list to add it to the Vendor field.

— N c 4 COPYRIGHT © 2008 NC4
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3.2.2.10 RELATED RESOURCE REQUEST

Click the Select button to the right of the Related Resource Request field to
access other resource requests that have been associated with this critical asset, as
shown in Figure 18. Click the triangular icon “F” or the resource request number
Name link to add the Resource Request number to the Related Resource Request
field.

To unlink a report displayed in the Related Resource Request field, click the Clear
button.

Related Resource Request

| ( Select i Clear |

@ E TEAM Select Relevant Ew.y/ Windows L. =] (=] [
|{E‘J http:;‘fpreview.nc%amftummnnﬁ:ummnn.dn?tar| ks

-,

-
SELECT FROM OPTIONS BELOW
fome 1 :

r  Res-045243-362-040409

r  Res-051326-713-040409

b Res-064224 600-040409

m

- b Pag PRITI.0 081107 L

Figure 18 Related Resource Requests window

o N c— 4 COPYRIGHT © 2008 NC4
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NC4 TRAINING CRITICAL ASSETS

3.2.2.11 RELATED EVENT/INCIDENT/ACTIVITY

The Related Event/Incident/Activity field allows you to link your critical asset to
an existing event, incident or planned activity. To /ink one of these reports to this
Critical  Asset, click the Select button to open the Related
Event/Incident/Activity options window, as shown in Figure 19. Click the Name
link to add the report to the Related Event/Incident/Activity field.

To unlink a report displayed in the Related Event/Incident/Activity field, click the
Clear button.

Related Eventincident/Activity
| [ Select ] [ Clear ]

@ E TEAM Select Relevant Event w; L. (=] i
|{E‘J http:;‘;’preview.ncWmmmnnﬂ:ummnn.dn?tar| kgt |

- V
SELECT FROM OPTIONS BEL OWY

_A

b A - AW Subject Humber 1 ‘:

-,

b A - AW Subject Humber 2

F A - IAEM Press Conference

b A - POTUS Motorcade

b A -Taste

JIg Emmapoed (o a y ..

Figure 19 Select Related Event/Incident/Activity reports window

o N c— 4 COPYRIGHT © 2008 NC4
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3.2.2.12 COMMENTS

In the Comments field, provide any necessary additional information, as shown in Figure
20.

Comments:

- Expand

Figure 20 Comments window

If you need more space, you can click the Expand button to open the Expanded
Text Window, as shown in Figure 21.

[ Expanded Text Window

Figure 21 Expanded Text Window
Click the OK button to save information in the proper field.

3.2.2.13 CONTACT INFO

Key in the contact information, such as name, mobile phone number, or PDA accessory,
as shown in Figure 22, in order to communicate with the contact at the activity location.

Contact Info

- Expand

Figure 22 Contact Info field

If you need more space, you can click the Expand button to open the Expanded
Text Window, as shown in Figure 21.
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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 23. The Notification functionality can be
accessed through the Notification tab, or in an embedded section in the form.

= Use
@ o Notification to
Critical Asset notify both

ez indicates 3 raquired field users and

D T || non-users
HOTIFICATION about a report
in the system.

Send Hotification? () Yes @ Mo

Message (max 140 characters for mobile users)

Select Recipients  |ndividuz|s Groups Hotification List

Colick 2 linkto add to the notification list) Colick a link to remowe a user from the notification list)

=7 To include
the URL link
in the email,
an (E) must
Other Email addresses a p pea r befo re
(Uze the standard email format .9., johndoe@eteam.com. Separate each addresswith 2 comma) . .

the recipients

email
Document Created by: contert on 10/2/2003 at 12:10 EST
Copyright © 2009 by NC4 Public Sector LLC, All Rights Reserved a d d ress.

Figure 23 Notification Fields in Create Mode g\éi)thOhUt the
, the

recipient will

. . receive the
This feature sends messages to an email account, pager, phone or Personal email

Digital Assistant (PDA). Email messages can contain either your keyed in message
message or the message with the URL link that, when clicked, will bring the without the
recipient to the application’s login screen and open the report which you sent link.

them. A short message without the URL link is sent to other devices.

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.
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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 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 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.

3.3.1.5 COMPLETED NOTIFICATION REPORT

A completed Notification report prior to clicking Submit is shown in Figure 24.
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(R
*Red Label: indicates 3 required field.

HOTIFICATION

Critical Asset

Hotification

Send Hotification? @ “Yes () Mo

Message (max. 190 characters for mobile users)

Wolurteers available immediately|

Select Recipients
{click a link to add to the notification list)

Hotification List
(click a link to remms

Individuzls Groups

ndividuals or

. . . . . Ja] - B
Caceres Kris Operations Operations Chist Offlire | |Developer Contert- (E) 200
Carter, John Watch Officer  Global Security Services Offlire |
[=i
Chao, Chih-Pu E Team AdmindFinance Chief Offline
Support
comerford rick Call Taker EOC Offline
Dhalwani, Zahira FM Public Health Offline
[T [T cor [t T S
4 1 | +

Other Email addresses
(Use the standard email format e.g., johndoe@eteam.com. Separate each address with a co

ail addresses not
alectable from within the
stem

Document Created by: cortent on 10/02/2003 at 18:15 EST

Pt Ak @ OOD b KA Dy bdis, Cecdee 110 A DiAbde Do nes o

Figure 24 Completed Notification Report

After clicking the Submit button, recipients will receive email alerts similar to the one
in Figure 25. The email may also contain a link to the report.

From: ETeam.Pop2@nc4.us [mailto:ETeam.Pop3d@nc<t.us]
Sent: Tuesday, August 01, 2005 10:329 PR

LT HBE S S e S

Subject: E Team Motification

T ou have a new Junsdiction Situation Eeport

Continue to mohnitor this Situation

bitpcsetrEpee . ncd s B0fetesmhomed onin. jspPurl=. Sreportdjurisdiction.do%h

ZHarget=resd¥2Eid=ETREP» 7142005034 701 -stesim-
A15445525220305951 120 Srepod Type=jurisdiction sitrep

Sent by hessage Center

Figure 25 Sample E-Mail Alert
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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.

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

Open the Critical Assets report by clicking the Critical Assets Name link as shown in
Figure 26.
Click the Notification Tab as shown in Figure 26.

Report: Critical Azsets ¥  View by CategoryiType -
Critical Assets by CategoryType 2| Expand Al Collzpse Al
[ create | [ pelete | [ Primt | AutoRefresh ©) Of () On This scresn st updsted (00:00:00:23)
] e | [rece 0 ity e | s e
¥ Hot Reported 43
¥ GEMERAL 1

¥ Personnel — Cther - [User g 1

I:‘ ¥ . “olurteers and Donstions _Daefhurces MR 1 HNR A0JO02/2009 =t 12:27 EST
Carnrnit o —————

ed

. & eteam: Critical Asset - Window%emet Explorer @Eﬂ
b

|® http:f’f’preview.nc4.usfeteyeportr’asset.do?target:read&id:ETREPV2112008135609-eteam—12545260?2468046?8059&rep0rtType:critic| =]
L

@ Help  *

[ Split ] [ Duplicate ] [ Update ] [ Delete ] [ Prirt ] [ Clo=e ]

Attachments & Overlays | Distribution & Sharing _

Critical Asset

*Red Label: indicates = required fizld.
Basic Ini 2 | Hotification | G :o-Location

HOTIFICATIOH

send Hotification? v [ Targeted Alarts Status ]
Message

“olurteers available immedistely

Individuals

Developer, Contert- (E) abullen@cil-Ic.com, (P) jverizoni@wireless txd, (O) blackberryi@mabile com, Targeted Alerts

Groups

Gther Email addresses

Figure 26 Checking the Notification Status

Check to view a “Y” that is in the Send Notification category a shown in Figure 26.
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 Alerts Status button and a pop up window will display the
status as shown in Figure 27 and Figure 28.

@ Help

[ Split ][Duplicate ][ Update ][ Delete ][ Frint ][ Close ]

Critical Asset

*Red Label: indicates = required field.

Hotification Attachments & Overlays | Distribution & Sharing

HOTIFICATION

Send Hotification?
Mes=sage

“olurteers available immedistely

|'fi) http:h‘preview.nc4.usfeteam/hc-me/largeted.ﬂ.ler‘t.dc-?target:readf| b |

Individuals ,
-
Diervel Cortert- (E) abull il-11g
Bveloper, Contert- () abullened Targeted Alerts Status J
E Team User Status  Created Time
Groups
Derveloper Content ey 10/02/2009 at 18:27 EST

Close

Other Email addresses

Document Create Er EST

Figure 27 Locating Targeted Alerts Status

-
Targeted Alerts Status

E Team User Status Created Time
Developer Contert ey 10022009 &t 18:27 EST

Close

Figure 28 Targeted Alerts Status
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4 Completing a Critical Asset Report

The other tabs Geo-Location, Attachments & Overlays and Distribution &
Sharing in the Critical Asset Report are covered in the Module: Common
Functions:

When you have completed the Critical Asset Report with the information you
have available, click the button in the upper right to save it. The
report is then available in View/Update mode.

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

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

- Click the Duplicate button to create a duplicate of the report to be
saved as a hew document.
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= Review Exercise

# This exercise allows learners to login and create a Critical Asset report.

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

Remember, all red label fields are required. To complete the Critical Asset Report
form, please follow the steps below:

1.

10.

11.

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

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

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

Read the Alert Bulletin to become familiar with the situation awareness.
Click the Close button in the lower right to close the Alert Bulletin.

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

Click the Close button in the lower right to close the Duties Checklist form.
Select Critical Assets from the Report navigation drop down menu.
Click the Create button from the Critical Assets summary screen.

Go to the Status fields, which are in the first section of the Critical Asset
form:

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

b. Key in a numeric value in the On-Call Priority field.

Go to the Critical Asset Information section located below the Status
section.

a. Click the Search/Add link above the Asset Owner field to open the
Asset Owner selection window.
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12.

13.

14,

15.

16.

17.

b. Click the Name link of the agency that is the asset owner.

Remember that you can include information in the Other field and add it to
the Asset Owner field by clicking the Add button.

Go to the Assigned To field located next to the Asset Owner field.

a. Click the Select link above the Assigned To field to open the Agency
window.

b. Click the Name link of the agency that is being assigned the critical
asset.

Remember that you can include information in the Other field and add it to
the Assigned To field by clicking the Add button.

Go to the Asset Category field located under the Asset Owner field.

a. Click the Search link above the Asset Category field to open the
Category dialog box.

b. Click the Name link of the category to post it in the Asset Category
field.

Go to the Public Asset and Private Asset radio buttons and click the one
most applicable.

Go to the Asset Type field located under the Asset Category field:

a. Click the Search/Add link located above the Asset Type field to open
the Asset Type selection window.

b. Click the Name link of the type that is being assigned the critical asset.

Remember that you can include information in the Other field and add it to
the Asset Type field by clicking the Add button.

Go to the Quantity field located below the Public Asset and Private Asset
radio buttons:

a. Key in the number of critical assets being requested.
Go to the Unit of Measure field located under the Asset Type field.

a. Click the Search/Add link located above the Unit of Measure field to
open the Unit of Measure selection window.

b. Click the unit of measure that is being assigned the critical asset.
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18.

19.

20.

21.

22,

23.

24,

25.

26.

27

Well d

Remember that you can include information in the Other field and add it to
the Unit of Measure field by clicking the Add button.

Go to the Asset ID field located below the Quantity field.
a. Key in the Asset ID information

Go to the Vendor field located below the Unit of Measure field.
a. Click Select link to obtain a list of vendors.
b. Click the Name link of the selected vendor.

Go to the Related Resource Request field:

a. Click the Select button to the right of the Related Resource
Request field

b. Select a Name link from the Related Resource Request selection
window.

Go to the Related Event/Incident/Activity field to the right of the Related
Resource Request field:

a. Click the Select button to the right of the Related
Event/Incident/Activity field.

b. Select a Related Event/Incident/Activity by clicking the Name link.
Go to the Comments field and supply additional useful information.
Go to the Contact Info field located below the Comments field:

a. Key in your name, phone number, etc.
Click the Submit button in the upper right to save the report in the system.
Click the Update button in the upper right to transition to the other tabs
Go to the Notification tab.

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

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

one! Remember to log off the NC4 Application using the Logout button.
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