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1 Module: Incident Report

The Incident Report consolidates critical information about an incident and
tracks ongoing updates and additional information about an incident as it
becomes available. This form provides the basis for many of the response
elements found in other system forms.

Upon completion of this module, participants will be able to create and update
Incident Reports, identify and explain key report elements and apply common
functions in creating an Incident Report.

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 About the Incident Report

Incident Reports are used to report and maintain information on important
occurrences within your jurisdiction. Incidents recorded on this system can
range in significance from a terrorist attack to a tree down in the street. The
Incident Report form consolidates critical information associated with an
incident and tracks ongoing updates about an incident as they become
available. This form provides the basis for many of the response elements
that are pervasive in other system forms. In this module, we will work with
the data fields contained in an Incident Report. Not all agencies and
jurisdictions use all the data fields. This is determined by your agency
management or command structure. Managers and command staff will be
able to make the best use of these forms if they are filled out with as much
information as possible. However, the form allows you to enter only minimal
information initially, in order to get data into the system quickly. Additional
fields can then be filled in as the incident unfolds and more information
becomes available. The information needs of an incident are based on your
organization’s requirements. Your organization may have specific rules
regarding the source, format or use of specific information or may choose not
to use certain information fields.

INCIDENT REPORT

Learning
Objectives

After completing
this module, you
will be able to:

e Create and
update an Incident
Report Form.

e Explain key
report elements.

e Use common
functions.

ICON KEY

Valuable information

Test your knowledge

o \ O

Keyboard exercise

Review

COPYRIGHT © 2008 NC4
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1.2 What is an “Incident”

In contrast to an event (earthquake, hurricane, tornado), an incident is an
occurrence which requires an emergency response to protect life or property.
Incidents can include: floods, accidents, public health and medical
emergencies, hazardous material spills and trees and wires down.

1.3 What is an “Event”

Events are major occurrences that often spawn incidents, though incidents
also occur independently of events. Incidents caused by an event can be
easily grouped and sorted under the event.

There are two types of events: Emergency and Planned.

¢ Emergency Events include earthquakes, hurricanes and tornadoes. In
the system, various forms such as Resource Requests and Incident
Reports are associated to events. The proper association is important
because the information is categorized to support the incident
management process and concurrently the FEMA reimbursement
process.

e Planned Events are comprised of multiple planned activities. Examples
are the Super Bowl, presidential inauguration, World Cup Athletic
tournaments, and the Olympics. These events embody a number of
planned activities such as various venue parties, news conferences,
practice sessions and geographically dispersed surveillance.

Nca COPYRIGHT © 2008 NC4
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2 General Overview of Incident Reports

This section of the module provides an overview of an Incident Report’s key
highlights. You will become familiar with the layout of the Incident Report
form and understand the type of information that it can contain.

2.1 Viewing Existing Incident Reports

In the Module: Common Functions, you became familiar with how to login to
the Incident Management System. After going through the login process, and
reviewing your Personal Profile, Duties Checklist and Alert Bulletins, you will
be presented with the main screen showing your default view in the center
view frame, as shown in Figure 1.

Map " Real Time Msg | Profile " Checklist | Help T ARE T ElM ' Dashboard | Logout " About ETeam

Report: All Reports ¥  View by: Eventincidertiactivity -

All Reperts By EventfincidentfActivity
u. Event/incident/Acti vity

» Emergency Event

2| Expand Al Collapse Al

Auto Refresh @ off ()

[ ——

On This screen last updated (00:00:00:22) Alerte: 3

@ Remowve

[[] 10062009 at
14:36 EST
Resource
Request
Send team
immedistely to
SCENE.
Res-045243.382-
040403 -
hitig=tion
Manzgement
Specialist - Type |

Ernergency
Managemert
r Coordinator

Unread: 3

Last Modified

Name/Subject

» Flanned Ewvent

» Hot Reported

Figure 1 All Reports Summary Screen

= “cq Edeam
- Situational Response

INCIDENT REPORT

7~ Incident
Report:
Designed to
provide
critical
information

within the
EOC,
operating
units, and
support
agencies.
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In the example here, the default shows All Reports By
Event/Incident/Activity. Existing Incident Reports are presented to you
alphabetically when you expand the Event/Incident/Activity section in the
report summary screen, as shown in Figure 2.

Report: Al Reports v Viewby: Eventincidentisctivity -
. P el
All Reports By Eventlincident/Activity =| Expand All  Collapse All
Auto Refresh @ OF () On This screen last updated (00:00:00:14]
u. Event/Incident
¥ Emergency Evert

} 2009 Flood

} Explosion at Airport

» H1N1 Outbreak

» Hurricane Fay
D Business Loss o Dawves Sponge Company
[} Call Certer o Amber Arnold
0o Case Management v Smith, Bubba i
] Deployment NR Jones, Darryl
[} Donations o] 2007-5E05E1
D Disease Surveillance Report  Corfirmed com-1122332
D Emergency Everit Y Hurricane Xerxes
D Housing Loss o
L] Incidert 5 ‘Weatherford Lakes Severe Weather- Tornado
[} Incidert o Wister main break —
[ Incidert ﬂ Bumby and South Dowmed Power Line

—

Figure 2 All Reports By Event/Incident/Activity (Expanded)
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2.1.1 Locating an Incident Report

Select Incident from the Report navigation drop down menu as shown in
Figure 3.

Report: Al Reports -
Al Reports "
My Repartz —

EventAncident/activit

Emergency Eve
Planned Event
Planned A.ctivity
Medical Incident
Suspicious Package
Dizeaze Surveilance
Alert Bulletin B
Call Center

m

Figure 3 Report Navigation Drop Down Menu

This action displays the Incident Report summary screen which can be
sorted by selecting a display order from the View by drop down menu as
shown in Figure 4.

View by | Status -
Slatus

Agency

Marme

Location

Time

Ewent

Type

Situation Detail

Last Updated

Latest Situation Detail
Al

Data Sharing Status
History

Figure 4 Incident Report View by Drop Down Menu
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2.2 Viewing an Existing Incident Report

The default Incident summary screen is sorted by Status.

To View an existing Incident Report, click the Incident’s Name link as shown
in Figure 5. In this case, the underlined Name link is the Incident Name.

Report: Incident ~  View by Status -
Incident by Status 2| Evpand Al Collapse Al
[ create | [ pelete | [ Print | Auto Refresh @ off () On This screen last updsted [00:00:33:18]

Incident Narme ity I o

- e Major Assistance Required
D o orser Ii”J *a2Church Street Station®*** Terrorist Incident- Chemical Orlando
[ 0. . 2211 Beguchamp 5t Safety Housten
orsening
D e Warsening Lewiston 0
D o N International Bridge - Aroostook County Bridge DamagesCollapse Fort Kert
‘Waorsening
O 0  Mesico City 7.0 Earthquake Orlando
orsening

Figure 5 Incident Name Link

COPYRIGHT © 2008 NC4
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This opens the report in a new window and brings you to the Basic Info tab
on the Incident Report as shown in Figure 6.

&) Help

Incident Report

[ Update ][ Delete ][ Frirt ][ Close ]

*Red Label: indicates 3 required field.

sic Info | dditional Info Attachments & Overlays | Distribution & Sharing | Related Reports | Incident Command I

*Location Hame

Terrarist Incidert- Chemical #atChurch Street Station®***
*Incident Hame *Incident Status

##aChurch Street Station®*** Terrorist Incident- Chemical Black--Major Assistance Required
*Incident Prognosis *Lead Agency

Red--vorzening OFD

*Date & Time Severity:

OB/0E/2007 at 11:24 EST Red--Major

Related Event

E - Orlando Terrorist Threat

Incident Ho.

Inc-092426-606-060607

ITUATION SUMMARY

Add Mew Situstion Surnmary
OE/OE/2007 =t 11:27 EST reomerford-Call Certer s

There has been reports of an explosion and resulting gas cloud at the Church Street Station.
There was a concert to free Al Gore from prizon occurring &t the time of the incident. Currently
there are no reports of casulties or what the gas cloud is.

m

OEADE2007 =t 11:27 EST reomerford-Call Center

First Unit on scene reports numerous casuaties and fatalties. Cloud appears to be chiorine - Expand

Figure 6 Incident Report - Basic Info Tab

The Basic Info tab contains the Critical Information fields pertaining to the
incident as well as the Situation Summary. As the name implies, these
fields provide the most important information relating to the incident, such as
type, location, time, lead responding agency and related event. The Basic
Info, Additional Info, Notification and Attachments tabs will be detailed
in this module when we create and update Incident Reports. The Geo-
Location, Overlays, Distribution & Sharing and Related Reports tabs are
covered in the Module: Common Functions. The Incident Command tab is
covered in Section 5 of this module.

= The Basic
Info tab
contains the
Critical

Information
fields and the
Situation
Summary.

™
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2.2.1 Related Event Link

Click the Related Event link to expand and view any Event Report associated
with this incident, as shown in Figure 7.

CRITICAL IHFORMATIOH

*Incident Type

Terrorist Incident- Chemical

*Incident Hame

=EEEChurch Street Station®** Terrorist Incident- Chemical

*Incident Prognosis
Red-Warsening

*Date & Time
050652007 &t 11:24 EST
Related Event

E - Orlando Terrorist Threst
Incide o.

Inc-092425-606-0G0607

Figure 7 Related Event Link

The related event report opens in a new window as shown in Figure 8.

@ Help

[ Updszte ][ Delate ][ Pririt ][ Close ]

Emergency Event Report

*Red Label: indicates = required field.

Hotification Attachments & Overlays | Distribution & Sharing _

WHAT I5 THE CURREHT STATUS OF THIS EVENT ?

Basic Info

m

*Status:
Red--Assistance Reguired

*Prognosis:

Red--Wiorzening
WHAT INFORMATIOH CAH YOU PROVIDE ABOUT THIS EVENT ?

Report Type: *Event Type:
Emergency: Terrarist Threat- Cther
*Event Hame: Severity:

Orlando Terrorizt Threst High

Timeline

Start Date:

Completion Date:

040372009 at 14:20 EST

- 1

Figure 8 Related Event Report
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2.2.2 Situation Summary

The Basic Info tab also contains the Situation Summary section. These
Situation Summary updates provide a timeline of events associated with the ~Multiple
incident (see Figure 6). To add a situation summary entry, click the Add New simultaneous
Situation Summary link in the Situation Summary section. This opens a users can

Situation Summary window, as shown in Figure 9. v
situation

summary,
but only one

SITUATIOH SUMMARY dd New Situation

ummary Name link
| —

user can use
the update
button to
update the
entire form
at the same
time.

Edd Hewr Situation Surnmary! — —_——

OEMESL007 ot 1127 EST rcomerhrd-CaII Center

There has been reports of an eXplasion and resulting gas cloud at the Church Street Station.
There weaz & concert to free Al Rore from prizon ocourring st the time of the incidert. Currertly
there are no reports of casutties & what the gas cloud is.

DEMEZ007 2t | ] @ Help

Frstnton| SitUALION Summary

*Red Label: indicstes = required fisld.

|

SITUATION SUMMARY DETAILS

*‘Date/Time  Set *Entered by
|1 0/07/2009 &t 10:32 EST | |content |

*Organization/Location
ECC |

*Situation Summary

Figure 9 Add New Situation Summary form

Subrnit
Click the button to save the Situation Summary.

w COPYRIGHT © 2008 NC4
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3 Let’s Get Familiar with an Incident Report

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

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

3.1 Creating Incident Reports
To create a new Incident Report, perform the following steps:

1 Select Incident from the Report navigation drop down menu.

2 Click the button on the summary screen to open an
Incident Report in a new window, as shown in Figure 10.

@ Help
. r~ *Red
incident Report Label

indicates a

*Red Label: indicates a required field.

I Basic Info | Additional Info | Hotification Attachments & Overlays | Distribution & Sharing

rawearerers | NASR
leld.

CRITICAL IHFORMATIOHN

*Incident Type Searchifdd *Location Hame
Mot et Designated -
*Incident Hame *Incident Status

| Select One -

*Incident Prognosis

Select One -
*Date & Time  Set *Lead Agency

100072003 &t 11:19 EST | Select One -
Related Event  Sslect Clear Severity

| | Select One -

Incident Ho.
||nc.c|91 935.712-100709 |

IHITIAL SITUATION SUMMARY

Figure 10 New Incident Report
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3.2 Incident Report Tabs — Basic Info

3.2.1 Basic Info - Critical Information

The Basic Info tab contains Critical Information fields, including the
Incident Report’s required fields noted by a red asterisk (*), as shown in
Figure 10. As the name implies, these fields provide the most important
information relating to the incident, such as status, type, location, time and
lead responding agency.

3.2.1.1. INCIDENT TYPE

Select from the choices under the Incident Type drop down menu shown in
Figure 11 such as “Airplane Crash,” “Earthquake,” “Fire,” “Flood,” “Terrorist
Incident,” etc or*"Not Yet Designated.”

*Incident Type Searchifdd
Evacustion -
Civil Dizturbance -

Computer Syatemn DamagesFailure
Dam FailureDamage

Diovwened Paweer Line

Drug Seizure

Earthigquake

Epidemic

Evacuation
Explozion

Fire

Fire- Storm
Fire- Structure
Fire- Wild Land
Flood

Flood- Flazh .
Freeway DamageiClosure

Harrazzment

Hazardous Material Incidert- Biological

Hazardous Material Incident- Chemical

Hazardous Material Incident- QilPetroleum
Hazardous Material Incidert- Radiological
Hazardous Material Incident- Unknowwn

Inzect Infestation

Lakor Action- Yital Public Service

Land Slide

Levee DamageBreak

Miszing Perzon

hud Slicle

|Mat Yet Designated

| Muclesr Facilty AccidertAncident bl

m

Figure 11 Incident Type Drop Down Menu

77 Incident
Report Tabs

e Basic Info

e Additional
Info

e Notification
e Geo Location

e Attachments
& Overlays

e Distribution
& Sharing

e Related
Reports
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Alternately, you can click the Search/Add link to open the Incident Type
window, as shown in Figure 12.

Here you can select an appropriate type by keying a word into the Search
field. Click the Select button to populate the Incident Type field with your
selection or create an incident type by keying the information in the Other
field and clicking the Add button. If you do not use the Add function, click
the Cancel button to exit this screen.

“Incident Type Searchifdd

Ewacuation -

{€ E Team Search Dialog - Wingéws Internet Explorer E@éj

|\'E) http:f[preview.ncfl.%m!pnpups!search_add.jsp?target:incidentType&header:“’[ncidentType&pickListType:Incideni| b |

*Incident Type/ [ Select ] [ Cancel ]’

Search; ||

Keyword Value Description

Airplane Crash
Assassination/Attempt
Autormobile Accident

Avalanche

Boating/Shipping Accident

Bridge Damage/Collapse

Building Collapse

Civil Disturbance

Computer System Darmage/Failure
Dam Failure/Damage

Downed Power Line - -

Other: |

mi w

Figure 12 Adding an Incident Type

3.2.1.2. LOCATION NAME

In the Location Name field, shown in Figure 13, key in the location of the
incident.

*Location Hame
Bonita Arizan Park

Figure 13 Incident Location Name Field

- Nca COPYRIGHT © 2008 NC4
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3.2.1.3. INCIDENT NAME

The Incident Name field shown in Figure 14 auto populates based on the
location name and incident type or you can key in a short, concise description
of the incident, such as “"Bonita Artisan Park Evacuation.”

CRITICAL INFORMATIOH

*Incident Type Searchiidd *Location Hame
Ewscustion - |El|:un'rta Artizan Park

*Incident Mm /

Bonts Artizan Park Evacustion €= |

Figure 14 Incident Name Field

3.2.1.4. INCIDENT STATUS

Select from the choices under the Incident Status drop down menu, such as
“Black — Major Assistance Required” or “Green - Resolved”, as shown in
Figure 15. These status levels correspond to the color coding system seen in
the Incidents list in the center view frame.

*Incident Status

Zelect One -

Select One
Black-Major Azsiztance Required

ance Reguired
Yellowe-Under Contral
Green-Fesolved
Gray-Unknown
Blue-Clozed

Figure 15 Incident Status Drop Down Menu

3.2.1.5. INCIDENT PROGNOSIS

Select from the choices under the Incident Prognosis drop down menu,
such as “Red - Worsening” or “"Green - Improving.”

*Incident Progno=sis

Select One -
Select One

Red-Wiorsening

Y ellowe-Stakle

Grean-lmproving
Gray-Unknown

Figure 16 Incident Prognosis Drop Down Menu
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3.2.1.6. DATE & TIME

If the date that has been populated in the Date & Time field is appropriate,
continue. If the date needs to be changed, click the Set link to open the Date
and Time dialog box, as shown in Figure 17.

*Date & Time  S=t @ E Team Date Dialog - Windows Internet Ex.. I&Iﬂlﬂ—hj

100720089 &t 11:19 EST

|® http:f'f'preview.nc4.uSf'etear'nrrpopupsr'date_time_dialog.j| ka1 |

Please Choose a Date and Time
[ E BT o ' HH b
[fomrzoos | [ catendar | 1M o~ 41 -
[ oK ] [ Cancel } [ Claar ]
L a Internet | Protected Mode: On Fgow EL00% -

Figure 17 Setting Incident Date and Time

3.2.1.7. LEAD AGENCY

Select from the choices under the Lead Agency drop down menu, shown in
Figure 18, to identify the organization responsible for responding to the
incident.

*Lead Agency @The
Select One - SYStem
Select One - Administrator
CHBC 3 i i
e r_namtams the
Fleet Maintenance list of
FPolicy Group agenciesl
ECiZ
Public Imnformation Metwork
RDETF 5

E=F 1-Transportation

ESF 2-Communications Technology b
ESF 3-Pubklic wWorks

ESF 4-Fire

ESF S-Planning
Emergency Management
Mass Care

Fesources

Public Health

Hazmat

Urkban Search and Rescue
Wimter and loe

Lkilitie= (Energy)

Military Support

Public Information
wWaolunteers and Donations
Laws Enforcement

Animal Control

Business and Industry
Damage Assessment
Lkilitie=s (Mon-Energy)

Fire FOC 57

m

Figure 18 Lead Agency Drop Down Menu

™
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3.2.1.8. RELATED EVENT

To relate an event already in the system to the incident you are creating, (e.g.
linking Bonita Artisan Park Evacuation (the new incident) to Hurricane Fay (an
existing event)); click the Select link above the Related Event field. The Event
dialog box will open, as shown in Figure 19. Select the event that is associated with
the incident by clicking the event Name link.

Relating events will augment situational awareness and assist management in
deciding whether these incidents are part of an event.

Related Event Caelect Ioiear
E - Hurricane Fay |

y 4

& ETEAM 5e|ﬁ/ Relevant Event - Windows L. ===l e

|{"E} http:;‘f‘:'%iEW.nc#.us!eteachDmmun;‘CDmmDn.dD?tar| L |

o
SELECT FROM OPTIOHS BELOMW ]

+ E- 2009 Flood

¢ E - Explogion at Airport

b P - Governor’s Press Conference

¥ E - H1H1 Outbreak

} E - Hurricane Fay

}  E - Hurricane Xerxes

b E - Jet Port Bomb Threat
b E - Orlando Terrorist Threat

+ P-POTUS Visit

E - Provincial Blood Contingency - CBS facility issue
Oct 2009

Cancel

Figure 19 Selecting a Related Event
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3.2.1.9. SEVERITY

Select from the choices under the Incident Severity drop down menu, shown
in Figure 20, such as “"Red - Major” or “Gray - Unknown.”

Severity:
Select One -
Zelect One

Yellowe-Moderate
Green-hinor

Gray-Unknovwn

Figure 20 Severity Drop Down Menu

3.2.1.10. INCIDENT #

The number in the Incident No. field, shown in Figure 21 is system
generated. You can modify it by deleting the system generated number and
keying in a more appropriate number for your jurisdiction, if necessary. For

example, your agency may use other systems that provide case, dispatch or
incident numbers.

Incident Ho.
Imc-1254053-240-100709

Figure 21 Incident Number Field

3.2.1.11. INITIAL SITUATION SUMMARY

Use the Initial Situation Summary field to accurately, but briefly describe
the incident as it has evolved thus far, as shown in Figure 22.

IHITIAL SITUATIOH SUMMARY

High river and run off levets in Bonita Artizan Park. Hurricane Fay will increase river and run off levels by 5 -10 feet, e

Figure 22 Initial Situation Summary Field

- Nca COPYRIGHT © 2008 NC4
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3.2.2 Completing the Basic Info Tab
r~7When
creating an

the button in the upper right to enter the form into the system, thus Incident

saving your created incident. You may also choose to enter additional Report, keep

information by clicking one of the other section tabs, as shown in Figure 23. the

After any additional information has been entered, you must click the
Sub it

When you are finished entering the information in the Basic Info tab, click

information

as accurate

button to save changes into the system. and as brief
as possible.

Click on the button to make changes to the report at any time.

'@ Help
Incident Report e
Submit Cancel
S

*Red Label: indicates = required field.

Additional Info | Hotification Attachments & Overlays | Distribution & Sharing

CRITICAL INFORMATION

Basic Info

Related Reports .

‘Incident Type Search/fdd *Location Hame
Evacuation - Bionita Artizan Park
*Incident Hame *Incident Status
Bonita Artizan Park Evacustion | Select One -

*Incident Prognosis

Select One -
*Date & Time  Set *Lead Agency

1000772009 =t 11:13 EST | Select One -
Related Event  Sslect Cler EETELITE

|E - Hurricane Favy | Zelect One -

Incident Ho.
|Inc:-091 935-712-100709 |

IHITIAL SITUATIOH SUMMARY

High river and run off levets in Bonita Artizan Park.  Hurricane Fay willincrease river and run off levels by 5 -10 feet. =

Figure 23 Completing the Basic Info Tab
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3.3 Additional Info

Under the Additional Information tab, you can add supplemental data
about Casualties and Infrastructure as well as Other information that may
be important, as shown in Figure 24.

@ Help |
Incident Report

*Red Label: indicates a required field.

Hotification Attachments & Overlays | Distribution & Sharing | Related Reports -

CASUALTIES AHD INFRASTRUCTURE

Additional Info

Ho. of Fatalities: Building Damage:

P ] Select e v
Ho. of Injuries: Uilities Damage:

Ho. of Evacuations: Road Damage:

P ] Sefect One -
OTHER

Action Plan

Weather Information

Supporting Agencies Select

Contact Info [Name, Phone, ete.]

ICP Established? () Yes () Mo

Figure 24 Additional Info Tab
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3.3.1 Casualties and Infrastructure

Under the Casualties and Infrastructure section, shown in Figure 25, the
following fields are listed:

No. of Fatalities
No. of Injuries

No. of Evacuations
Building Damage
Utilities Damage
Road Damage

CASUALTIES AHD INFRASTRUCTURE

Ho. of Fatalities: Building Damage:

I:l Heawy -

Ho. of Injuries: IKilities Damage:
Ho. of Evacuations: Road Damage:

Figure 25 Casualties and Infrastructure Fields

3.3.2 Other

The Other section, shown in Figure 26, allows you to include more
information that may be needed depending on the circumstances of the
incident. Action Plans, Weather Information, Supporting Agencies, or contact
information can be added here.

OTHER

Action Plan

Dorventovyn Evacuation Level |

Weather Information

Short Term Forcast: Mational Weather Service -
Severe winds at 90 mph

Supporting Agencies Sclect

ECiC -

Contact Info [Name, Phone, et ]
St Bill Miller 222-444.-555 -

ICP Established? Yes 1 Mo

Figure 26 Other Fields
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3.3.2.1. ACTION PLAN

Attach an Action Plan by clicking the Select button to open the dialog box, as
shown in Figure 27.

i Select i 1
action plon ((_esest_J @ E TEAM Select Action Plan - Wind... L= o= i

Dovevrtoseen Evacuation Lewvel | \
| \| |ﬁ) http:ﬂpreuiew.nc4.usleteam!common[actionlﬁ| b |

| SELECT FROM OPTIOHS BELOWY |

»  Downtown Ewscustion Lewvel |

* Hurricane Plan 72 br

¥ Hazhdat Spill

Figure 27 Selecting an Action Plan

Click the Name link to attach a specific plan or plans to the incident. The
selection in this menu is created in References-Task Template. The
documentation to create a task template is located in the Configuration
module. Click the Cancel button to exit this screen.

3.3.2.2. WEATHER INFORMATION

If weather is a factor in operations, you can copy and paste in the latest
weather information here (shown in Figure 28). You can also include an
Internet URL such as:

http://www.erh.noaa.gov/ifps/MapClick.php?CityName=Washington&state=D
C&site=LWX.

This address will provide the NOAA weather forecast for Washington, DC.

Weather Information

Shott Term Forcast: Mational Weather Service -
Severe winds at 90 mph

Figure 28 Weather Information Field

- Nca COPYRIGHT © 2008 NC4
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NC4 TRAINING INCIDENT REPORT

3.3.2.3. SUPPORTING AGENCIES

To identify additional agencies that are responding to the incident, click the
Select link to open the Select Agencies dialog box, as shown in Figure 29.

Supporting “9“'“““"‘3 @ E TEAM Select Check - Windows L. L= | =) [l

Bz
\ |{f]' http:,-‘fpreuiew.ncd.us!eteam;‘pDpups;‘multi_sel| L |
\J ra R
SELECT FROM OPTIONS BEL OV
\ A
\ Hame
[] CHBC
[] Tcom

m

[7] Fleet Maintenance

[] Policy Group
EOC —
[] Public Information Hetwork

[] ROSTF 5

Figure 29 Selecting Supporting Agencies

Click the checkbox(s) to select the appropriate agency or agencies, scroll
down to the bottom of the window and click the OK button. Those agencies
selected will appear in the Supporting Agencies field.

3.3.2.4. CONTACT INFORMATION

Contact Info, shown in Figure 30, is used to record the Contact Information
for relevant personnel, such as those on the scene. To add names, phone
numbers, pager numbers, etc., use the common functions of keying in or
copying and pasting.

Contact Info [Mame, Phone, etc.)
ot Bill Miller 222-444-555

Figure 30 Contact Info Field

- Nca COPYRIGHT © 2008 NC4
— b

26



NC4 TRAINING INCIDENT REPORT

3.3.2.5. ICP ESTABLISHED

You can click the Yes or No radio button to make note of whether or not an
Incident Command Post (ICP) has been established by using the ICP
Established radio buttons. If you click Yes, then the ICP for this incident will

be reflected as an Organization/Location choice when users log into the
system.

ICP Established? @ Yes (7 Mo

Figure 31 ICP Established Field
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3.4 Notification

Notification is used to inform other users that they need to view or take action on a
report, as shown in Figure 32. The Notification functionality can be accessed through
the Notification tab, or in an embedded section in the form.

YN I~ Use

Incident Report Notification
:
to notify both
*Red Label: indicates = required fig

users and
HOTIFICATION about a
Send Hotification? 7 Yes | @ Mo report in the
Message (max. 190\gharactergifor mobile users) system.

non-users
NS -

P - 77 To include
Select Recipients Y individusigfGroups Hotification List the URL |Ink
(click a link to add to the Ton list) (click a link to remowe a user from the notification list) in the email,
an (E) must
appear
before the
recipients
email
address.

Other Email addresses W|thout the

(Use the standard email format e.q., johndoe@etzam.com. Separate each address with a comma) (E) the
’

recipient will
receive the
email

message
Figure 32 Notification Fields in Create Mode without the

link.

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.

— COPYRIGHT © 2008 NC4
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3.4.1 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.

3.4.1.1. 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.

3.4.1.2. 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.

3.4.1.3. 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.

3.4.1.4. 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.

e N c 4 COPYRIGHT © 2008 NC4
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3.4.1.5. COMPLETED NOTIFICATION REPORT

A completed Notification report prior to clicking Submit is shown in Figure 33.

] @ Hep .
Incident Report

*Red Label: indicates 2 required fiald
Additional Info | Hotification Attachments & Overlays | Distribution & Sharing | Related Reports | Incident Command -

HOTIFICATION

Send Hotification? () Yez @ No E

Mesgage (max. 140 characters for mobile us . . .

N apparent terrorist sttack has occured at 4 P iz activated Level 1. Call 321222333 immediately upon reciept of this message & D I Strl bUtIO n
groups are
discussed in

- detail in the

Hotification List

[elick a link to remowe a user from the notification lisf)

Select Recipients  individuais Groups
(click a link to add to the notification lisf

Application
Administrati

Developer, Contert- (E) agllengcil

group] Full EGC & ctivation

Adrmin,HC4 E Team Support E Team Offline comerfard, tick- (E) rick .comel , () room. on C|aSS .
Aralyst, Courseware  Director EOC Offline

fnderson.Mslcolm  Logistics Chisf Mass Care Cffline

Arnold Amber ESF 3 (Public Emergency Management Cffline
Warks)

ba Directar Fublic Information Netvork  Offline

Other Email addresses -
[Use the standard email format =.g., johndosi@eteam.com. Separste each address i ail addresses not

lectable from within the
stem.

Figure 33 Completed Notification Report

After clicking the Submit button, recipients will receive email alerts similar to the
one in Figure 34. The email may also contain a link to the report.

= The email
From: ETeam. Pop3@ncs.us [mailbo:ETeam. Pop3@ncs.us]

Sent: Tuesday, August 01, 2006 10:39 PR notification
To: XX KKK or targeted
Subject: E Tearm Motification alert will be

sent when
T ou have a new Jurisdiction Sitnation Beport you click the

Submit
button on the
report you
are creating

continue Lo monitor this situation

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

ZHFRtarget=read%Eid=ETREF 714200503470 1-aeteam-

A1S448625320205021 1280 Srepot Type=jurisdiction sitrep

Sent by hessage Center

Figure 34 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 Targeted Alerts
as a preferred method of notification on their Personal Profile document. Targeted
Alerts are discussed in the Module:Common Functions.

3.4.1.6. NOTIFICATION STATUS

To followup on the status of your Notification, perform the following:
Open the Incident report by clicking the Incident Name link as shown in Figure 35.

Click the Notification Tab as shown in Figure 35.

Incident by Status % Expard Al Collapse Al
[_create | [ Delete | [ Print | Auto Refresh @) OF (1) On This sereen st updsted (00:00:02:00)

u Status

- Major Assistance Required

Incident Hame City Lead

D oWorsqe ***** Church Street Station**** Terrorist Incident- Chemical > Orlando oFD
o & eteam: Incident Repaort - Winflows Internet Explorer E@ﬁ
o |® http:,-’,-‘preview.nc4.us.-‘eym.-‘repDrtf‘incident.do?target:read&id:ETRISP\u’2112DDB1356D9-eteam-125433856?48404308148&rep0rtType:ir| I |
o B p{ @ Hap -
= Incident Report [ Updzte ] [ Delete ] [ Frint ] [ Closa ]
D *Red Label: indicstes a required fisld
|:| - Additional Info “#Hotification ' Geo-Location | Attachments & Overlays | Distribution & Sharing | Related Reports m
o HOTIFICATION
o i send Hotification? [ Targeted Alerts Status ]
o Message
M Aszl An apparent terrorist sttack has occured at the Church Street Marketplace concert. EQC is activated Level 1. Call 321222333 immedistely upon re
= i message
[ || ndividuals
o comertord, rick- (E) rick comerfordi@belzouth net, (P) 3212394243t att net, (0) rcomerfordi@bellsouth net, Targeted Alerts
Developer, Cortent- (E) sbulleni@ci-lc.com, (P) jverizon@wireless td, (00 blsckberry@mobile com, Targeted Slerts
0
Groups
o Full EQC Activation
[
D Other Email addresses SEOCE@floridaemergencey gob

Figure 35 Checking the Notification Status

Check to view that a "Y” is in the Send Notification category a shown in Figure 35.
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.

po—— w COPYRIGHT © 2008 NC4
—
=

31



NC4 TRAINING

INCIDENT REPORT
Click the Targeted Alert Status button as shown in Figure 36 and a pop up window
will display the status, as shown in Figure 37.
Incident Report

*Red Label: indicates = required fiald.

Additional Info

@ Help
Hotification

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

Attachments & Overlays | Distribution & Sharing | Related Reports | Incident Command I
Send Hotification? N

<

HOTIFICATION

Message

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

| >

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

Individuals

& Targeted Ale
Bullen, Ann- (E) abullen@cil-llc.com, Targeted Alerts
Groups

Status - Windows Internet Explorer

)

| ® http:Hpre%w.nc%usﬂeteam]homeftargetedAIert.do?target:readf | = |
i
Targeted Alerts Status
E Team User Status Created Time
Bullen, Ann Mew 091 E5/2009 at 16:25 EST
Other Email addresses
Document Created by: esastearn on 08/02/2009 at

Copyright @ 2003 by NC4 P

Close

Figure 36 Locating Targeted Alert Status

ra ™y
Targeted Alerts Status

E Team User Status Created Time

Bullen, Ann Py 09482009 at 16:25 EST

Close

Figure 37 Targeted Alert Status window
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3.5 Attachments & Overlays

Using the Attachments & Overlays tab, you can associate any electronically

formatted information that may be useful in providing more information regarding an
incident, as shown in Figure 38.

@ =]
Incident Report el

[ vpdste ][ melme ][ Print ][ Ciose |

*Red Label: indicates 3 required field.

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

ATTACHMENTS

[ Add From File ] [ Add From Library ]

+ di " ttach "

loaded from the library

Document Hame Optional Description

Personnel Roster Bldg 54t

RECOWERY .doc

Web Pages
bittp e citvotorl ando.net

Overlays

Create Owerlay

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

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

Figure 38 Attachments & Overlays Fields

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

In this section, we will explore Attachments; the section regarding Overlays is
discussed in the Module: Common Functions Section 3.8.
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3.5.1 Attach Files

To add a file to a report, click the Add From File or Add From Library button (in
View mode) as shown in Figure 39.

=~
- - Attachments
*Red Label: indicates a required field

can only be
added in
View mode.

Incident Report = =

ATTACHMEHTS

[ 2dd From File ] [ Add From Library ]

tton to add a document
m the system Document

* denotes an attachme

Document Hame

Personnel Roster Bidg 54 ted

RECOYERY .doc

tton to add a documen
ated in a file.

Web Pages
bt fihvwesner cityoforl ando.net

Ouverlays
’

Create Overlay

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

Docurnent Crested by: recmerford on 0E0E/2007 =t 11:27 EST LastModified by: recrmerford on 0200672009 =t 20:23 EST

Figure 39 Attachments Location

Clicking the Add From File button opens the Attachments dialog box, as shown in
Figure 40.

@ Heip

*Red Label: indicates a required field.

——EESESEEI_E—B————.,

ATTACHMENTS

Attachments

Optional Description

*Attachment File
| || Erowese...

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

3
%

Figure 40 Attachments From File window
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Enter an Optional Description then, click the Browse button to open the standard
Choose File dialog box and navigate to the location where the desired file is stored
on your computer or file server, as shown in Figure 41.

%) Help

EE=R
*Ried Label: indicates = required field.
NG E

[ Add Fram File ] [ Add From Library Attachments

* denotes an attachme

Document Hame

ATTACHMENTS
Optional Description
Dowritown Evacustion Plan draft #16 final.doc Dowertoaen Evacustion Plan | D
*Document Hame | —
D 'Dovweritowvn Evacustion Plan draft #16 final txd q Browse... D
o —

& Choose File to Upload

Web Pages

Favorite Links

EE. Documents
e .. -

i [ Downtown Evacuation Plan draft #16 final

Figure 41 Locating a File for Attachment

The Report Attachment with a description and attached file will appear as shown in
Figure 41. Click the Submit button when finished.

Alternately, clicking the Add From Library button opens the Document Library
window, as shown in Figure 42.

Click the checkbox to select the document you wish to attach and click the
Select/Attach button to add the document as shown in Figure 42.

Document Library

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

Oocurnert Name =

reomerford 06/06:2007 at 11:13 EST ]

CEMP doc

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

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

Figure 42 Document Library window
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The Document Library window will immediately close and return you to
the Basic Info tab in View mode. Click the Attachments tab to view the
document Name link.

3.5.2 View Attachments

To view an attached file, click its Name link (in View or Update mode) to open the
attachment in the software in which the document was published, as shown in Figure
43.

I Additional Info | Hotification Attachments & Overlays

ATTACHMENTS

Ditributon & Shoring | Relatod eports | wedent Command | |

[ £dd From File ] [ Add From Library ]

* denotes an attachment uploaded from the common library

Document Hame: Optional Description
Personnel Roster Bldg 54t
(A d 9 0)- RECOVERY[L] [Compatibility Made] - Micros oft Word = | B ot
REE) =
Web Pages T —————TOCRRS  J— @
ETR——" _H 5 web Layout | [¥] Ruler Document Map -\’{ 5: ) one Page 3 Mew Window | 1] % =
= outtine Gridlines Thumbnails | * = D0 00 Two Pages | = Amange &1l i =z
Prin®Full Screen _ Zoom  100% ) _ Switch || Macros
Layout NQeading =] Draft Message Bar = Page Width | = Split A4 | wWindows = =
DNment Wiews ShowyHide Zaom Window Macras
Overlays =
3 51 H 3 ' 4 - S e |
Creste Owves . - L L

CITY OF ORLANDO
COMPREHENSIVE EMERGENCY

MANAGEMENT PLAN
RECOVERY ANNEX

Figure 43 Opening an Attachment

To remove an attachment, click the Delete button next to the Name link as shown in
Figure 43.

I~ Deleted
attachments
no longer
appear in the

form but are
still available
in history.
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3.5.3 Add Web Links

Links to Web-based resources are added via the Web Pages field (in create or || ~ The

update mode) as shown in the phased images in Figure 44. Web link
must be

T e — i start with
@ v ‘http: //".

[
Incident Report

“Red Label: indicates a required field.

ATTACHMENTS

Web Pages

Overlays

Available Overlay(s): Mo Overlays on File

Document Created by: esasteam on 11/05/2009 at 10:27 EST L 1 at13:24 EST

ified by: on
Copyright © 2009 by NC4 Public Sector LLC, All Rights Reserved.

-

Done @ Intemet | Protected Mode: On fa v Wie0% -

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

/7 County System: Incident Report - Intemet Explorer provided by Dell
® http://preview.nel. port/incident.do 2}

S - 5 —
© e Separate
Incident Report
P web URL
il . entries
“Red Label: indicates a required field. th a
Wi
ATTACHMENTS a line
break.
Web Pages
hitp://www _cityoforlando.net A
Overlays

Available Overlay(s): No Overlays on File

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

, | o

@ Intemet | Protected Mode: On 5 v BI60% ~

Click the button to save the information.
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The report will be presented to you with info in the Basic Info tab. Click the
Attachment tab and the URL that was entered in the Web Pages field should be in
similar format as the picture in the next image.

/2 County System: Incident Report - Intemet Explorer provided by Dell
® hitp: ncd. p TREPV21120081 125751 SueportType=incident =

|@ Help

Incident Report

(Corame ) (Coome ) (i) (Coome )

Distribution & Sharing | Related Reports | Incident Command .

“Red Label: indicates a required field.

Additional Info | Notification Attachments & Overlays
L

ATTACHMENTS

[ Add From File ] [ Add From Library ]

Web Pages

http:/fwww.cityoforlando.net

Overlays

Create Overlay
Available Overlay(s): Mo Overlays on File

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

“ 0 i
& Intemet | Protected Mode: On $h v W160% v

Figure 44 Web Links
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3.6 Completing an Incident Report

After you have completed the Incident report’s Basic Info and Additional
Info tabs, you can continue with the other Common Function tabs or you can

save the Incident Report by clicking on the button. After clicking

the Submit button, the Incident Report opens in View mode in a new window
as shown in Figure 45.

&) Help

Incident Report

[ Update ][ Delete ][ Frint ][ Cloze ]

#*Red Label: indicates a required field.

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

CRITICAL IHFORMATIOH = Deleted
*Incident Type *Location Hame re pO rts are
Terrorist Incident- Chemical #2:Church Street Station®* removed
*Incident Hame *Incident Status from aCtiVe
*#*axChurch Street Station®*** Terrorist Incident- Chemical Black--Major Assistance Reguired | iStS b Ut are

*Incident Prognosis *Lead Agency maintained
Red-Worzening OFD in h i sto ry i

*Date & Time Severity:

06062007 &t 11:24 EST Red--Major

Related Event

E - Orlando Terrorist Threst

Incident Ho.

Inc-092426-606-060607

SITUATION SUMMARY

Add Newr Situation Surmmary

0E/OE/2007 =t 11:27 EST reomerford-Call Center -

There has been reports of an explosion and resulting gas cloud st the Church Street Station.
There was a concert to free Al Gore from prison occurring st the time of the incident. Currently
there are no reports of casulties or what the gas cloud is.

m

0E/OE/2007 =t 11:27 EST reomerford-Call Center

First Unit on scene reports numerous casualties and fatalities. Cloud appears to be chiorine - Expand

Figure 45 Incident Report in View Mode

Update ][ Delete ][ Prirt ][ Cloze ]

You will see the [ buttons in the upper
right of the Incident report screen depending on your access level and
discretion of the System Administrator. Use the Update button to add to or
edit information in the report. Note: You should use the Add Situation
Summary link instead of the Update button if you are just updating the
Situation Summary. This allows multiple users to update the incident
simultaneously. Use the Delete button to remove the report from the active
view, the Print button to print a copy, and the Close button to close the
report window. The Incident Command tab is covered in Section 5.
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4 Additional Info - What Additional
Information Can You Provide?

After the form has been submitted and saved, the screen changes to View
mode and provides sections for additional agency specific information, as
shown in Figure 46.

@ Help

[ Upd=te ][ Delete ][ Fririt ][ Closa ]

Incident Report

*Red Label: indicates = required field.

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

CASUALTIES AHD INFRASTRUCTURE

Additional Info

Ho. of Fatalities: Building Damage:

Dovvwrtonwn Ewacustion Lewel |-|-Bonita Atisan Park Evacustion
Weather Information

Short Term Forcast: Mational Weather Service

Severe winds at 90 mph

Supporting Agencies

EQC

Contact Info[Name, Phone, etc.)

Sopt Bill Millar 222 444-5555

ICP Established?

I WHAT ADDITIOHAL INFORMATIOH CAH YOU PROVIDE ? I

Lawy Erforcerent Fire and Rescus
Medical and Health Hazardous Materizls
Mass Care and Shelter Cazualties

Law Enforcement

Ho. People Involved: Group Affiliation:
Activity Engaged In: How Equipped/Armed:
Details:

Medical and Health

Upd=te

Ho. Field Sites:

Description

b T T e Le ARRed e

Figure 46 Additional Info Tab in View Mode

d Hearey = Scroll

Ho. of Injuries: LHilities Damage: down tO see
2 Hesry

Ho. of Evacuations: Road Damage: the bottom
26 Heawy of the

OTHER Additional
Action Plan

Info tab.
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4.1 Additional Information Sections

These additional sections allow you to capture mission-specific agency
information that can assist in the distribution and acquisition of resources and
augment situational awareness. The discipline-specific areas are as follows:

Law Enforcement
Medical and Health
Mass Care and Shelter
Fire and Rescue
Hazardous Materials
Casualties

You locate discipline-specific fields by either scrolling the window or by
clicking the links at the top of the area.

The button alongside the discipline-specific information allows the
users to update the report simultaneously.

- N c 4 COPYRIGHT © 2008 NC4
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4.1.1 Law Enforcement

To enter data in the Law Enforcement fields, click the button next
to the Law Enforcement category and the Law Enforcement dialog box
will open. A completed dialog box is shown in Figure 47.

l@ Help

[ Subrinit ][ Cancel ]

Law Enforcement

*Red Label: indicstes = required fisld.
Ho. People Involved:

Group Affiliation: |Elon'rta Local |

Activity Engaged In: |House ta House Evacuation |

How Equipped/Armed: |N0rmal ear |

Details: | -

Figure 47 Law Enforcement Dialog Box

These fields let you capture information relative to a specific law enforcement
units or about a particular criminal group involved with the incident, such as
the following:

o No. of People Involved
J Group Affiliation

o Activity Engaged In

o How Equipped/Armed
J Details

Click the button to save the additional information or click the
Cancel button to exit from this form.

— ‘ COPYRIGHT © 2008 NC4
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4.1.2 Medical and Health

To enter data in the Medical and Health fields, click the button to
open the Medical and Health dialog box, as shown in Figure 48.

) @ neip
Medical and Health

*Red Label: indicates 3 required field.
Ho. Field Sites:

Public Water Systemn Affected: @ ves @) Ho

Description

Food Contamination: @ Yee () Ho

Sewage/Solid Waste Problems:

Quarantine Area: @ Yes | Ho

Animal Control Problem:

Infectious Disease:

Mental Health Issues:

HazMat Issues:

Evacuation Issues: @ ves () Ho

Shelter lssues:

Figure 48 Medical and Health Dialog Box

These fields let you capture specific Medical Health data, such as the
following:

J No. of Field Sites:

o Public Water System Affected:
J Food Contamination:

J Sewage/Solid Waste Problems:
. Quarantine Area:

J Animal Control Problem:

J Infectious Disease:

J Mental Health Issues:

. HazMat Issues:

J Evacuation Issues:

J Shelter Issues:

These fields include Yes or No radio buttons as well as text fields to key in a
description for recording additional detail.

Click the button to save the additional information or click the
Cancel button to exit from this form.

- N 04 COPYRIGHT © 2008 NC4
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4.1.3 Mass Care and Shelter

To enter data in the Mass Care and Shelter fields, click the button
to open the Mass Care and Shelter dialog box, as shown in Figure 49.

'gl Help

[ Sub it ][ Cancel }

Mass Care and Shelter

*Red Label: indicates & required field.

Humber Comment

Shehers Open: |3 | | |
Persons Displaced: |55 | | |
Persons in Shelter: |25 | | |
Persons Hot Sheltered: |3n | | |
Feeding Sites: |2 | | |
Mobile Feed Sites: B | | |
Persons Fed (24 hre.): |55 | | |
Persons Proj. Fed (24 hrs.): |55 | | |

Figure 49 Mass Care and Shelter Dialog Box

These fields let you key in information to capture specific Mass Care and
Shelter data, such as the following:

o Number and Comments about Shelters Open

o Number and Comments about Persons Displaced

J Number and Comments about Persons in Shelter

o Number and Comments about Persons Not Sheltered

o Number and Comments about Feeding Sites

J Number and Comments about Mobile Feed Sites

o Number and Comments about Persons Fed (24 hrs.)

o Number and Comments about Person Projected Fed (24 hrs.)

Click the button to save the additional information or click the
Cancel button to exit from this form.
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- i
— ) _/ - _"

44



NC4 TRAINING INCIDENT REPORT

4.1.4 Fire and Rescue

To enter data in the Fire and Rescue fields, click the button to
open the Fire and Rescue dialog box, as shown in Figure 50.

l.!p‘:] Help

[ Sub it ][ Cancel ]

Fire and Rescue

*Red Label: indicates 3 required field.

Ho. of Fires:

Ho. of Acres Burned:

Il

Destroyed Threatened Comment
Ho. of Homes: = | [psters will crest with landfall. |
Ho. of Qutbuildings: | | | |
Ho. of Commercial | | | |
Structures:

Figure 50 Fire and Rescue Dialog Box

These fields let you key in specific Fire and Rescue information, particularly
for wild fires. It includes the following fields:

J Number of Fires

. Number of Acres Burned

. Number of Homes Destroyed and/or Threatened and Comments

o Number of Outbuildings Destroyed and/or Threatened and Comments

o Number of Commercial Structures Destroyed and/or Threatened and
Comments.

Click the button to save the additional information or click the
Cancel button to exit from this form.
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4.1.5 Hazardous Materials

To enter data in the Hazardous Materials fields, click the button
to open the Hazardous Materials dialog box, as shown in Figure 51.

'g‘ Help

[ Sub it ][ Cancel ]

Hazardous Materials

*Red Label: indicates 3 required fisld.

Type of Threat:

Properties of Threat:

| |
| |
Form of Material: | |
Specific Agent(s): | |

Immediate Hazard to People: ) Yes & Ho | |

Evacuation Recommended: I v¥es () Ho | |

Decontamination Required: ) ves © Ho | |

How Propagating: | |

Direction/Speed Moving: | |

Figure 51 Hazardous Materials Dialog Box

With the assistance of radio buttons and text fields, you can key in specific
Hazardous Materials incident data as the following:

o Type of Threat:

o Properties of Threat:

Form of Material:

Specific Agent(s):

Immediate Hazard to People: (Yes/No, Comment)

Evacuation Recommended: (Yes/No, Comment)

Decontamination Required: (Yes/No, Comment)

How Propagating:

Direction/Speed Moving:

Click the button to save the additional information or click the
Cancel button to exit from this form.
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4.1.6 Casualties

To enter data in the Casualties fields, click the button to open the
Casualties dialog box, as shown in Figure 52.

@ Help

[ Subrnit ][ Cancel ]

Casualties

*Red Label: indicates a required field.

Civilians Rezsponders
Fatalities: |

Injuries: | | | |

Missing: |

Comments:

Figure 52 Casualties Dialog Box

This section allows you to key in specific data on Casualties, such as the
following:

o Number of Fatalities among Civilians and Responders
o Number of Injuries among Civilians and Responders
o Number Missing among Civilians and Responders

o Comments that are pertinent

Click the button to save the additional information or click the
Cancel button to exit from this form.

||||
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5 Incident Command

Incident Command (ICS Reports) forms, part of the Incident Reports, provide an
interface between the EOC and the incident scene.

The ICS Reports are electronically captured, traced and stored so this critical
information and all related incident and event documents are available in one place.

The Incident Report form contains selected standard ICS Reports. Your jurisdiction’s
SOPs and policies govern the instructions on how to complete specific reports, what
information the reports must contain, who is responsible for each report and the
procedures by which each report is governed.

5.1.1 Viewing Incident Command reports

In order to view an ICS report, click the Name link of an Incident you wish to
review. Click the Incident Command tab as shown in Figure 53. If an ICS report
exists for the incident, a Name link will be available for the operational period
posted. Click the Name link to open the report as shown in Figure 53.

Incident Report C [ Updata j[ beicte | [_rint ]! e ] D)

*Red Label: indicates a required field.

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

IHCIDENT COMMAHND SYSTEM

CREATE ICS REPORT IMITIAL OPERATIONAL PERIOD

From: [06/0902007 ot O7:57 EST| gy To: [06/D902007 & OT:STEST| o Click Here To Al ICS Repart -

| Operational Period

From: 06:09:/2007 at 07:57 EST To: 06/09/2007 at 07:57 EST
Epery Fhase
ICS 201 Incident Briefing @ etearn: ICS 201 - Incident Briefing - Windows Internet Explarer @E‘é

\ [® httpsifpreviewncdus/etzam/subformicsform20L.doTprintForlcsFarm="r&id-ETRGPYZLL008135600-eteam- 125433856 14841 43051083 | |

@ Help= =

MICS 201 - Incident Briefing

#Red Label - indicates a required field

[ Upd=te ][ Delete ][ Print ][ Close ]

1. Incident Name: 2. Prepared By: acnin INCIDENT BRIEFING
FCHURCH STREET STATION™|Date: 08/09/2007 Time: at 07:57 EST M

TERRORIST INCIDENT- CHEMICAL 105 201-03 (pg 1 of 4) 1

b5, Man | Sketch (Include maps dravwn here or sttached, showing the total area of operstions, the incidert sitefarea, overflight resutts,
- Man trajectories, impacted shorelines, or other graphics depicting stustional and response status)

Figure 53 ICS report view

Click the Update button to make changes to the existing report. Click the Submit
button to save your changes to the report. Click the Delete button to remove the
ICS report from the Incident. The Print button will print the report. Click Cancel to
exit the report.
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5.1.2 Creating Incident Command reports

In order to create an ICS report for an existing Incident report, choose the
Incident report in View mode, and click the Incident Command tab, you will be
presented with an image as shown in Figure 54.

IHCIDEHT COMMAHND SYSTEM

CREATE IC5 REPORT IHITIAL OPERATIOHAL PERIOD

From: ||:|Em9r2c|n? at 07:57 EST @ To: ||:|src|9r2|:u:|? st 0757 EST| set  Click Here To Add ICS Repart -
r - - | ¥ ||
& E Team Date Dialog - flindows Internet Ex... L= | = | 28 |

|{?} http:f;‘preview.nc%s;‘eteam;‘pu:upupsfdate_time_dialu:ug.j| b |

Pleazse Choose a Date and Time

MM Y HH it
10/07/2009 |[c;a|e.-..;|ar] 15 » 27w

([ ox ) ((comem ) [ e ]

Figure 54 Creating an ICS report

An operational period must be visible or entered before the ICS info is added to the
report. Click the Set Name link as shown in Figure 54 to select the appropriate date
and time for the From and To fields.

To locate the ICS report that you will be adding, click the drop down to select from
the available reports as shown in Figure 55 and select the desired report.

Click Here To Add ICS Report -

Click Here To Add ICS Report

103 201 - Incidert Briefing

ICS 202 - Incidert Chjectives

IC% 203 - Organization &zsignment List

IC3 204 - Azzignment List

0= 2044 - Assignment List Attachment

ICS 205 Incident Radio Communications Plan
ICS 205a - Communication List

IC5 206 Medical Plan

0z 207 Incident Organization

ICS 232 - Resources At Risk Summary

Figure 55 ICS Report Dropdown menu

Complete the reports selected, and click the Submit button to attach the report to
the Incident.
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Review Exercise 1 - Putting it Together

" This exercise is for class participants to login and create an Incident
Report.

In this Incident form exercise you will login to the system and navigate to
create a new Incident Report.

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

1. Login to the NC4 Application.
2. Select Incident from the Report navigation drop down menu.
3. Click the Create button on the center view frame.

Remember the Incident form appears with the Basic Info Tab open.

4. Go to the Critical Information section and locate the Incident Type
field:

a. Select an Incident Type from the Incident Type drop down
menu.

Remember that you can click the Search/Add link to add a new incident type
into the Other field and add it to the Incident Report by clicking the Add
button.

5. Go to the Location Name field to the right of the Incident Type field:

a. Key in the location of the Incident.

6. Go to the Incident Name field and note that it is populated with a
combination of the Incident Type and the Location Name.

7. Go to the Incident Status field located below the Location Name
field:

a. Select the Incident Status from the Incident Status drop
down menu.

- Nca COPYRIGHT © 2008 NC4
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8. Go to the Incident Prognosis field located under the Incident Name
field:

a. Select the Incident Prognosis from the Incident Prognosis
drop down menu.

9. Go to the Date & Time field located under the Incident Prognosis
field:

a. Click the Set link to open the Date dialog box.
b. Set the date and time to last night at 3:22 a.m.
c. Click the OK button
10. Go to the Lead Agency field to the right of the Date & Time field:

a. Select the Lead Agency from the Lead Agency drop down
menu.

11. Go to the Related Event field below the Date & Time field:
a. Click the Select link to open the Select Event dialog box.

b. Click the Event Name link to enter it into the Related Event
field.

12. Go to the Severity field below the Lead Agency field:

a. Select the Severity of the Incident from the Severity drop
down menu.

13. Go to the Incident No. field located under the Related Event field and
note system generated Incident Number.

14. Go to the Initial Situation Summary section of the Incident Report:

a. Key in a brief summary of the current situation, such as “Area
evacuation in process”.

15.Click the Submit button in the upper right of the form to enter the
report into the system and you will be presented with the complete
incident report in View mode.

16.Click the Update button in the upper right of the form to add
information to the Additional Info tab.

17.Click the Additional Info Tab and go to the Casualties and
Infrastructure section.

e N c 4 COPYRIGHT © 2008 NC4
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18. Go to the No. of Fatalities field in the Casualties and Infrastructure
section:

a. Key in the number of known fatalities.

19.Go to the No. of Injuries field located below the No. of Fatalities
field:

a. Key in the number of known injuries.

20. Go to the No. of Evacuations field located below the No. of Injuries
field:

a. Key in the number of known evacuations.

21.Go to the Building Damage field on the right side of the No. of
Fatalities field:

a. Select the type of building damage sustained from the Building
Damage drop down menu.

22.Go to the Utilities Damage field under the Building Damage field:

a. Select the type of utilities damage sustained from the Utilities
Damage drop down menu.

23.Go to the Road Damage field under the Utilities Damage field:

a. Select the type of road damage sustained from the Road
Damage drop down menu.

24.Go below the Casualties and Infrastructure section to the Other
section.

25. Go the Action Plan field:

a. Click the Select button above this field to open the select task
dialog box.

b. Click a Name link to select a task to enter into action plan field.
26. Go to the Weather Information field in the Other section:
a. Key in the full URL for your favorite internet weather web page,
such as

http://www.erh.noaa.gov/ifps/MapClick.php?CityName=Washington&state=DC
&site=LWX.

- N c 4 COPYRIGHT © 2008 NC4
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b. Key in the forecast, such as “dangerous wind to continue for
the next 36 to 48 hours”.

27.Go to the Supporting Agencies field under the Weather Information
field:

a. Click the Select link to open the Select Agencies dialog box.
b. Click in the checkboxes to select the supporting agencies.
c. Click the OK button.
28.1In the Contact Info field:
a. Key in the contact information of the person in charge on the
scene. For this exercise you may make up a name & phone
number.

29.1In the ICP Established field:

a. Click the Yes radio button to indicate that your ICP is
established.

30. Click the Submit button in the upper right to update the report in the
system and you will be presented with the Incident Report in View
mode.

31.Go to the What Additional Information Can You Provide? section
under the Additional Info tab.

32.Go to the Mass Care and Shelter section by clicking on the Mass
Care and Shelter link.

a. Click the Update button to open the Mass Care and Shelter
dialog box.

b. Go to Shelters Open: and key ‘5’ into the Number field.

c. Go to Persons Displaced: and key ‘2,200’ into the Number
field.

d. Go to Persons in Shelter: and key ‘729’ into the Number field;
Key “registration in process - numbers expected to increase
rapidly” into the Comments field.

e. Go to Feeding Sites: and key Qty into the number field and
key “in preparation to open for dinner” into the Comments field.
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f. Go to Mobile Feed Sites: and key “3” into the Number field
and “Red Cross ERVs moving into position” in the Comments
field.

33. Click the Submit button to close the Mass Care and Shelter form.

34. Click the Close button to close the Incident Report.

Well done! Remember to log out of the application using the Log out button.
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Review Exercise 2

[l This exercise is for class participants to login and create an Incident
Report 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. Navigate to create a new
Incident Report based on this information.

Determine the:
1. Incident Type
2. Incident Name
3. Location Name
4. Incident Status
5. Incident Prognosis
6. Date & Time of the incident
7. Lead Agency
8. Relevant Event
9. Severity

10.Incident No. (Each class participant should have a unique incident
number)

11.Initial Situation Summary

12. No. of Fatalities

13.No. of Injuries

14. No. of Evacuations

15. Type of Building Damage that was sustained

16. Type of Utilities Damage that was sustained
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17. Type of Road Damage that was sustained

18. Relevant Action Plan

19. Weather Information

20. Supporting Agencies

21. Contact Info for field personnel

22. Whether or not the ICP is Established

23. What Additional Information is most relevant for the scenario

24.The Law Enforcement, Fire and Rescue, Medical and Health, Hazardous

Materials, Mass Care and Shelter, or Casualties details that are
pertinent

Well done! Remember to log out of the application using the Log out button.
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