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1 Report Navigation

The application is delivered with two report navigation methods. Your
application will display ONLY the method selected for use by your

organization.
The two types of Report Navigation methods are:
e Drop Down

e Accordion

1.1 Main Screens

Either one of these navigation methods is enabled or disabled using the System
Navigation Method located in Data Dictionary-Keywords.

A successful login brings you to the summary screen, as shown in Figure 1. When
you have selected training on the login screen, a training watermark will be

provided as background on reports.

The image in Figure 1 reflects the Report Drop Down navigation menu.

poard | Logout | AboutETeam Ss.n"‘e_at."_

Map | Real Time Msg ! Profile | Checklist ' Help " ARE T EIM | Da:

Report: All Reports v  View by Eventincidentiactiviy -

[
- Situational Response

Auto Refresh @ Off (7) On This screen last Updated (00,00 02:08) Alerts:0  Unread: 0
- - &R remove
Jjact m [———e [T

A

| Reports By Eventlincident/Activity 2| Expand Al Callzpss Al

} Emergency Event
} Planned Evert
Incident

Planned Activity

Not Reported

p Look For
[ [] wariants [ Fuzzy

Search In

All Reports -

Ml

Figure 1 Main Summary Screen-Drop Down Menu

The image in Figure 2 displays the Report Accordion navigation menu. Figure 3
shows the menu hidden.

- ‘ COPYRIGHT © 2008 NC4
— — All Rights Reserved
= N ’/ ~ .y
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The menu is displayed or hidden by clicking the - expansion bar.

All Reports By Event/incident/Activity E Expand #ll  Collapse All _ .
st =NCA ..
o & = This screen |ast updated = dtuational Response
Refresh © of OO oo o00g)

Alerts: 0 Unread: 0

B Remove

. Evert/incids

¥ Emergenecy Event

¥ Planned Evert
¥ Incidert
¥ Flanned Adtivity

b Not Reported

p Look For

[ ]

Variants Fuzzy
Al Search In

All Reports By Eventi/incident/Activity ) Expand Al Collapse Al o .
S NG
This screen last updated - Situational Response

off () oOn

'. E wity 3 M Last Modified
Alerts: 0 Unread: 0

» Emergency Event ®
Remowve

[00:00:00:28)

¥ Flanned Event
-
b Incidert

» Planned Activity

» Not Reported

_'@ Look For

“ariants Fuzzy

Search In

Al All Reports -

Figure 3 Main Summary Screen - Accordion Menu in Hidden mode
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NC4 TRAINING REPORT NAVIGATION

The primary difference between the drop down navigation and the accordion
navigation is that report access is either at the top of the center view frame, or
the left of the center view frame. Within the accordion menu, the user can view
only the report types within one report structure. With the drop down menu, the
user can view all the report structures and types at a glance. The data content
does not change, only the presentation layer which is determined by your access
selection.

We will explore each of these menus in detail in this module.
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2 Drop Down Menus

If your system has been configured to use Drop Down menus you will see
Report and View by in the top navigation frame.

Report Navigation Frame - The frame, shown in Figure 4, consists
of a drop down menu that provides access to all reports available in
the system. When a report type, or report type and sort are selected,
the report list is presented in the Center View Frame.

Report: Al Repoarts * View by Eventincidentfdctivity -

Figure 4 Report Navigation Frame

2.1 Report Navigation-Drop Down

Each report type in the system is available by making a selection from the drop
down report navigation menu as shown in Figure 5. The report type top-level
listings are viewed on a blue background. All the reports under that listing are
available for selection. Listings may differ depending on your system
configuration.

Report: All Reports -
All Reports
My Reports
Eventincidertiactivity
Incicent
Emergency Evert
Planned Everit
Planned Activity
Medical Incident
Suspicious Package
Diseaze Surveillance
Alert Bulletin
Call Cernter
Dizaster Relief
Case Management
Wolurteer
Danations:
Infrastructure
Hospital
Shetter
Public Facility
Hazhat T-Il Facility
Corporate Facility
Road Closure
Transit System
Litilities Outacge
Damage Assessment
Businesz Loss
Housing Loss
Public Entity Loss
‘Windzhield Damage &2

m

Figure 5 Drop Down Report Navigation Menu
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By clicking the View By drop down menu next to a selected report type; the
report sorting options are displayed, as shown in Figure 6. The choices in the
drop down menu are determined by the report type selected. In this example,
Business Loss can be viewed by Event/Incident/Activity, Data Sharing
Status, or History.

Report: Business Loss *  View byr Evertincidentitctivity -

EventincidentsActivity
Data Sharing Status
History

Figure 6 Drop Down Menu View by Sorting Options

2.1.1 Selecting and Sorting Reports

Both the report navigation frame and center view frame are used to navigate
to locate, view, edit, and create reports.

2.1.1.1 REPORT TYPE SELECTION

Report types are selected from the drop down navigation menu. Each report type
in the system is listed in this report menu. Report Structures are viewed on a
blue background. The individual report types are listed below (indented) the
report structures, as shown in Figure 7.

Map | RealTimeMsg | Profile | Checklist | Help | ARE | EIM | Dashhaard | Logout | AboutETeam

Report: All Reports v VWiew by Eventincident/Activity -
Al Reports
My Reports
Eventincident iactivity
Incident
Emergency Evert
E Planned Evert
Planned Activity
u. Medical Incident
Suspicious Package
4 Disease Surveillance

N4 ::
- Situational Response

Alerts: 0 Unread: 0

8 ramove

All Re

band All - Collapse All

posted (00:00:00:53)

Alert Bulletin

Call Center

» || Disaster Relief

Case Management

-

-

Walurteer

N Donations

Infrastructure
Hospital
Shetter
Public Facilty
HazMat T-Il Facility
Corporate Facilty
Road Closure -
Tranzt System
Liilties Outage p Look For

Damage Assessment
Business Lass l:l
Housing Loss
Public: Ertity Loss [C) varizrts [ Fuzzy
Windshield Damage 7 Search In

[ All Reports -

Emergency Event
Planned Activity

Figure 7 Report Structures and Types

Report lists within the report structure may differ depending on your system
configuration.
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2.1.1.2 REPORT SORTING PREFERENCES

To view the Reports in a different sorting option, click the View by drop down
menu. This action will display the menu listing allowing you to make a sort
selection. The menu choices are governed 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,
Data Sharing Status, and History, as shown in Figure 8.

Report: Incidert * View by: | Status -

Location
Time
Ewvert
Type
Situstion Detail

Sort for
iewing

Last Updated
- @ Major fssistance Required Latest Stuation Detail
All
[ 0 viorsening 2 Church Street StationData Sharing Status
Histary
o © viorzering 2211 Beauchamp St Safety

Figure 8 Sorting Reports (Incident)

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, Data Sharing Status, and History, as shown in Figure 9.

Map | Real Time Msg Checklist AFRE | EIM T Dashboard
Report: Resource Reguest *  Wiew by Priority -
Status [ 5
Resources by Priority Requestar
Responsible Agency |
EvertIncidentsiactivity
[ create | [ Delete | [ Print | Type A
Age
u Friority | Status tesponsible Agency | Category Bl
Cost by Event
P Hot Reported Location
Al
3 @ Flash Data Sharing Status
Hiztory
» 0 High

Figure 9 Sorting Reports (Resource Requests)
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2.1.2 Drop Down Menu Review

To view a list of available reports, click the Reports drop down menu, as
shown in Figure 10. The individual reports are listed under each
corresponding top level report structue. Select the appropriate report.

7=~ The drop

Report: All Reports - down report
All Report - navigation

iy Reports = menu helps

Eventincident./Aotivity you locate
Incident existing
Emergency Evert reports to
Planned Everit view and
Planned Activity update as
Medical Incident necessary.
Suspicious Package
Dizeaze Surveilance
Alert Bulletin B
Call Center
Dizaster Relief

Case Management

m

7= Once the

Yalurteer E:grc])rt has
Donations selected, the
available
viewing
Figure 10 Select Individual Report Type options will

appear in the
report
navigation
view frame.

Notice that the Emergency Event report displays with the default View by
Name in the center view frame, as shown in Figure 11.

Report: Emergency Evert *  Viewby: MName A

Status
DatesTime

Situation Detail

Latest Situation Detail
All

Data Sharing Status

Emergency Event by Name

[ create | [ Delete | [ Print |

u Ewent Mame

|:| 2003 Flood

D Explosion st Airport

[ HiN1 Outbresk

Figure 11 Select the Report View
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To change the report sort, make a different selection from the expanded
View by menu. In this example, Situation Detail has been selected as the
view for Emergency Event reports as shown in Figure 12.

Map | Real Time Msg A Crashhboard

Report: Emergency Evert *  View by  Situation Detail -
Plame
Status

Emergency Event Situation Detail Date/Time
Situation Detail
Latest Situstion Deta
[ create | [ Delete | [ Print | Al At

Data Sharing Status

O}

[ 2009 Flood e Assistance Requir

Figure 12 Emergency Event Reports By Situation Detail
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3 Accordion

REPORT NAVIGATION

If your system has been configured to use the Accordion menu, you will see
a listing of available report modules in the left frame of your application.

3.1 Report Navigation-Accordion

Report Navigation Frame - The frame, shown in Figure 13, consists
of a collapsible menu that provides access to all reports available in
the system. When a report type, or report type and sort are selected,
the report list is presented in the Center View Frame.

allfMy Reports
EventfIncidentfActivity
Disaster Relief
Infrastructure
Damage Assessment
Resources

Situation

Tasks

Logs

Models

Personnel
References

Data Dictionary
Administration

Custom Form

Figure 13 Report Navigation-Accordion
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3.1.1 Selecting and Sorting Reports-Accordion

Both the report navigation frame and the center view frame are used to
navigate to, view, edit, print and create reports.

3.1.1.1 REPORT TYPE SELECTION

Report types are selected from the accordion report navigation menu. Each
report type in the system is listed in this report menu. Top-level listings (report
structures) are viewed on a blue background. The individual report types are
listed below the top-level listings, as shown in Figure 14.

AllfMy Reports
EventfIncidentfActivity

Incident  [wiew
Ernergency Ewvent  [wisew

vort Structures:

nt/Incident/Acti
Flanned Ewert [wiew]

dort Types:
Flanred Activity [wiew] nt/Incident/Acti

Medical Incident  [wiew]

Suspicious Package [wiew]

Disease Surveillance [wiews
Alert Bulletin  [wiew
Call Certer [wiew

Disaster Relief

Damage Assessment
Resources

Situation

Tasks

Logs

Models

Personnel

References

Data Dictionary

Administration

Custom Form
Figure 14 Report Structures and Report Types -Accordion

Report lists may differ depending on your system configuration.
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3.1.1.2 REPORT SORTING PREFERENCES

By clicking the (view) link next to a report type, as shown in Figure 14; the
report menu expands even further to show a list of the reports sort types, as
shown in Figure 15, and a (hide) link is displayed. The choices in the
expanded menu are determined by the report type selected. In this example
Incident Reports can be viewed by Status, Agency, Name, Location, Time,
Event, Type, Situation Detail, Last Updated, Latest Situation Detail, All, Data
Sharing Status, or History.

AllfMy Reports

Status

Situstion Detsil
Last Upd=ted
Latest Situation Detail
Al
Datz Sharing Status
History

Ermergency Event  [wiew]

Flanned Evert [wiew]

Flanned Actiwity [wiew]

Medical Incidernt  [wiew]

Suspicious Package [wiew]

Oisease Surveillance  [wiew
Alert Bulletin  [wiew]
Call Center [wiews

Figure 15 Expanded Report Menu-Accordion

Clicking the (hide) link collapses the expanded option returning the report
navigation menu to the report type level, as shown in Figure 14. You will
observe that with the accordion view, only one report structure is visible.

The report content displayed in the center view frame and on the report does not
change using either of these two navigation alternatives. The only change is how
you access the reports.
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4 Changing the Report Orientation

To change the report orientation, you will need to access the Data Dictionary
report structure and scroll to the keyword. These steps are explained in the next
section.

4.1 Locating the Data Dictionary-Accordion

To change the report orientation from Accordion to Drop Down, perform the
following steps:

1  Go to the Report Navigation menu, under Data Dictionary select Keyword,
as shown in Figure 16.

AllfMy Reports

EventfIncidentfActivity

Disaster Relief

Damage Assessment

Resources

Tasks

Logs
Models
Personnel
References

Data Dictionary

A

Color Code  [wiews
Fozition Template  [wiew]
Rapid Irfrastructure Ewvaluation

Default E Team Menu [wiew]

Administration

Figure 16 Selecting Keyword in Data Dictionary-Accordion menu
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4.2 Locating the Data Dictionary-Drop Down

To change the report orientation from Drop Down to Accordion, perform the
following steps:

Click the Reports drop down menu, scroll to Data Dictionary and select
Keyword as shown in Figure 17.

Report: Al Reports -

Reference Document -
Directory

Tazk Template

Matification Group

Staffing Plan

Organization Chart

Special Meeds

Document Likrary

Data Diﬁ'igari

Position Template
Rapid Infrastructure Evaluation
Default E Team Menu
Administration
=zer
Group
Rale
Distribution Group
Configuration
Diata=haring Configuration
Matification Queue
Document Locking
DataSharing Queus
GIS Configuration
DRS Configuration
Farm Builder
Logs
Custom Form
Custam Form 3

m

Figure 17 Selecting Keyword in Data Dictionary-Drop Down menu
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Existing Keywords are presented to you in alphabetical order (i.e., by
Name) in the center view frame as shown in Figure 18.

DD Keywords by Name

Auto Refresh @ 0F ()

2| Expand Al colzpss Al

On This soreen last updated (00:0000:05)

[ actionReportProgress Jction Request Al walues in this list appear inthe Progress
pickist on the Action Request Repart

[l astionfequest Sub-Task Task When set to "*Enable™"the E Team Action T
Request Feature is functionsl. All cther values
will result in the feature being hidden

[ astivitiioe Planned Activity All values in this list sppear inthe Activity Type
pickiist on the Planned fctivity Report

] arestfoperstion Intel Blagraphy,Irtel Entity, ntel Lacation All values in this list sppear inthe Ares of
Operation picklist onthe Looation Intelligence
Report and in the Known Areas of Operation mult
pickiist on the Entity intelligence and Biography
Intelligence Reports

[7] assetcategor Critical Assets eport(s) Al values in this list appear inthe Critioal Asset
Category picklist on the Crifical Asset Repart. 00

sed. NEOT USE SPECIAL CHARACTERS WHEN

ENTERING CATEGORY KE'YWORDS.

[0 puildingbamage Inidert Al values in this list sppesr inthe Building
Damage pickiist on the Incidet Report.

[0l callcsrterpricrit call Carter Al valuss contained in this list sppaar inthe
Priority picklist on the Call Garter repert

7] cactena General System Operation

Wbz set to "Enable” the E Team Login includes =
Taptoha i mage challenge code to prevert
potertial Bots spams and sttacks, To suppress
this Captoha Image, select "*Disable™" here

Vaucher Al valuss in this list sppesr inthe PurposeTyps
picklist on the Case Managemert - Cash Voucher
‘oucher eywo rd Al values in this list sppesr inthe Clothing
= o Provider picklict on the Case Manage mert -
Description Clething Voucher. -

1z (Pagedof2}

Figure 18 Keywords by Name List
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4.3 Locating the System Navigation Keyword

Scroll until you find the System Navigation Method keyword; click its
Name link, as shown in Figure 19.

DD Keywords by Name 2| Expand Al Collapse Al

Auto Refresh @ OFf (7) On This scresn last updsted (00:00:01:30)

General System Operation This value controls the system navigation method. -
K this value is enabled the default drop down
menu will be replaced by an ascordian menu

=)

readfid=12345-SYSTEM-8000&reportType=keyword | &

@ Help  *
[Update ][ Frint ][ Close ]

*Red Label: indicstes a required field
[T Threstorigin

[T fiernchemtyg [} Keyword: Reports:

Systemiavigationksthod General System Cperation
[[] Terncontsing | Description:
This vallie cartrals the system navigation methad If this value s snabled the

default drop doven menu will be replaced by an accordian menu.
[ Tertinventor

EHTER KEYWORD WALUES:

7] Ternando i
Disable

[ DeriPrvshza

[ TieriPressur Keyword History

Modified by content on 10/11/2008 =t 17:16 EST
Modified by contert on 10/11/2008 =t 168:54 EST

7] TernTempers

I:‘ TransitCause Document Created by: null on 05/M4/2007 =t 13:56 EST LastModified by: content on 1001152003 =t 17:16 EST
—— Copyright & 2003 by NC4 Public Sector LLC, Al Rights Reserved.

Figure 19 Viewing System Navigation Method Data Form

This will open the Data Dictionary Keywords form as shown in Figure
20.

™
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4.4 Changing the System Navigation Method Value

Click the button, as shown in Figure 20.

@ Help

Keywords < Update D Prirt Clo=e

*Red Label: indicates 2 required field.

Keyword: Reports:
Sy atermniavigationbethod General System Operation
Description:

This value contrals the systemn navigation method. If this value is enabled the
default drop dowen menu will be replaced by an accordian menu.

ENTER KEYWORD VALUES:

Dizakle

Keyword History

Modified by: contert on 10/ 142009 =t 17:16 EST
Modified by: contert on 10/11/2009 =t 1654 EST

Docurnent Created by null on 0501452007 =t 13:568 EST LastModified by: content on 10/11/2008 =t 17:16 EST
Copyright & 2003 by HC4 Public Sector LLC, All Rights Reserwved.

Figure 20 Updating the Keyword
The Keyword form now opens in edit mode as shown in Figure 21.

@ Help

Keywords

#Red Label: indicates a required field.

Keyword: Reports:
SystemMavigationhethod General System Operation
Description:

Thiz wvalue contrals the system navigation method. If this value is enabled the
default drop doven menu will be replaced by an accordian menu.

EHNTER KEYWORD VALUES:

Digable -

Enable

Disable ent Created by: null on 05142007 =t 13:58 EST LastModified by content on 100112009 =t 17:168 EST
Copyright & 2003 by HC4 Public Sector LLC, All Rights Reserved.

Figure 21 Keywords Form in Update Mode
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Read the information in the Keyword Description field and click the
drop down menu to support your selection.

Click the button to save the updated Keyword value list. The
new Keyword value is immediately saved and accessible in the system.

If your system administrator has not suppressed the Duties Checklist
screen, it may overlay the Keywords form, as shown in Figure 22.

(® http://preview.ncd.us/eteamreport/keyword.do? 12345-5YSTEM-8000 Type=keyword B

|@ Help

b
Keywords

“Red Label: indicates a required field. /& Checkiist for Director - Internet Explorer provided by Dell
[ ® nitp://previennct.us/eteam/popups/pop_jasjsp
® Maintain accurate records concerning the following areas,

which will be required for State and Federal reimbursement

Keyword: should a Federal disaster be declared
SystemNavigationhfethod 1. Agency/Department vehicle mileage™s (starting and |
Description: ending).

This value controls the system navigation methlf| | 2- Costs and receipts for agency/department purchases.
drop down menu will be replaced by an accor
3. Records of agency/department equipment and/or
ENTER KEYWORD VALUES: supplies

- utilized, lost or damaged during the event.

I

Disable 4. Lists of injuries and medical expenses to
agency/department personnel.

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

6. Other expenditures related to the event.
Keyword History

G,

Done @ Intemet | Protected Mode: On 5 v H160% <~

Modified by: Instructor on 11/11/2009 at 10:57 E!
Modified by: Instructer on 11/11/2008 at 10:53 E!
Modified by: aarnold on 11/10/2009 at 11:23 EST

o == i »

Done € Intemnet | Protected Mode: On %a v RI10% ~

Figure 22 Keywords Form Completed
Click the ﬁ] button to exit the Duties Checklist report.

Click the [ﬂ] button to close the Keyword report form in View
mode.

The new view will appear on your screen. If the selected view does not
appear, then click the Refresh icon on Internet Explorer to refresh the
application.

Data Dictionary Keywords are different than most forms. The Keywords
list shows the Keyword, the Reports with which it is associated, and a
Description or definition of the keyword. Most existing keywords can be
edited.
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NC4 TRAINING REPORT NAVIGATION

In the upper right of the Keywords form are the following controls:

e Update button - Click the button to open the

Keywords form in edit mode to add new keywords,
update/edit existing keywords.

e Print button - Click the button to send this

Keyword report to the printer.

Close

e Close button - Click the [—] button to close this
Keyword report form.

You will observe that the bottom of the Keyword form (Figure 20)
reflects an audit trail of the activity that has occurred with the
keyword.
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