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1  Module: Navigation & Common  Functions  

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

you will become familiar with these functions by using them repeatedly 

throughou t this workbook. After you have mastered these functions, such as 

the ability to log in and out, find a report type, notify responders, or open an 

Incident Report, youôre well on your way to knowing how to use the NC4 

application . 

In this module, you will learn to:  

¶ Review Login process  

¶ Understand  the main screen layout  

¶ Navigate throughout the application  

¶ View and sort report lists  

¶ Expand a field to enter more information  

¶ Use Notification  

¶ Create Alert Bulletins  

¶ Send and View Target  Alerts  

Note: All person na mes 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.  

I C O N  K E Y  

1  Valuable information 

! Test your knowledge 

:  Keyboard exercise 

&  Review 

Learning 
Objectives  

 
After completing 
this module, 

learners will be 
able to:  

¶ Login and log out 
of  the system.  

¶ Navigate the  
NC4 application . 

¶ Review your 

Personal Profile . 

¶ Locate, sort, & 
view  reports . 

¶ Use N otification.  

¶ Find,  view, and 
create Alert 

Bulletins . 

¶ Send and View 
Target Alerts.  
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1.1  What is the NC4 Application ? 

The NC4 Application  provides comprehensive functionality for all critical tasks 

associated with emergency management, facility and event security, disaster 

preparedness and recovery, and continuity of operations. The NC4 Application  

enables you to prepare better, respond faster, and recover sooner whenever and 

wherever public health and safety, the environment, or business assets are at 

risk.  

The NC4 Application  provides a common operatio nal interface for all tasks, 

reports, and map views, ensuring consistency when creating, viewing, or 

distributing information.  

In a time of crisis, obtaining and sharing critical information takes on enormous 

importance. The NC4 Application  provides the re sponse organization with 

powerful computer -based communications and management capabilities that:  

¶ Provide quick access to situational awareness . 

¶ Comprehensively manage daily activities and track all aspects of an 

incident or event .  

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

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

¶ Understand and navigate  the NC4 Application  

¶ Log in, log out  

¶ Understand the screen layout  

¶ Navigate throughout the application  

¶ View Report status  

¶ Understand Notification   

¶ Use Target Alerts  
¶ Alert Bulletin(s)   
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2  Navigation  

This module  provides an overview of the NC4 Application . You will become 

familiar  with the screen layout, and learn how to navigate throughout the system  

to gain quick situational awareness, view incidents, update your Personal Pro file.  

2.1  Launch the NC4 Application  

To launch the NC4 a pplication , keystroke the URL address  that was provi ded to 

you and press GO  or click ENTER ; you  will be presented with the NC4 Application 

as shown in  Figure 1. 

To use the system functionality you must enable browser pop -ups. Make sure 

your browser pop -up blocker is  turned off. In some l ocation s, this may be 

restricted or maintained by your IT (information technology) department who 

should be contacted to provide assistance.  

1  To use all 

the system  
functionality, 
you must 
enable 

browser  

pop -ups.  
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2.2  Login  

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

Figure 1. 

 
 

Figure 1  Web Log I n Page  

 

To log in the NC4 application, you will need a Username  and Password . To 

obtain a Username and Password, contact your System A dministrator.  Key your 

user name in to the Username  field and your password in to  the Password  

field . 

 

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

TRAINING . Use OPERATIONS  for active incidents or events and TRAINING  for 

all other activities including training and  exercises.  

 

Then c lick the  button  to log  in to the system . 

 

Both t he Username  and Password are case sensitive . They must be entered in 

the exact format in which t hey were  provided to you.  

1  Training 

and 
Operations 

systems are 
independent 
and require 

separate 
logins. 
Documents 

created in 
one system 
will no t be 
available in 
the other.  

1  You can 

use the Tab  

key to move 
your cursor 
from the 
Username 
field to the 
Password 

field.  
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2.2.1  Personal Profile  

As soon as your login and password are accepted , your Personal Profile  

opens , as shown in Figure 2.  

 
 

Figure 2   Personal Profile Form  

1  *Red 

Label  
indicates a 
required 

field.  

1  This is the 

complete 
Basic Info 
tab of the 

Personal 
Profile 
document. 
Scroll down if 
you see only 
part of this 
screen.  
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Upon successful  login, you should review your profile information , especially 

the organization a nd position categories by keying your information in to  the 

fields and making selections from the drop down menus .  

Upon completion of the review, c lick the Submit  button in the upper right of 

the Personal Profile  screen  (shown in Figure 2) , to gain access to the 
system.  

The Personal Profile is further discus sed in detail in the Module:  Personal 
Profile.  

Access to the system  is denied if you click the Cancel  button on the Personal 

Profile form during the login proc ess. At other times, when the login process 

is complete, you may view your Personal Profile and click the Cancel  button 
to close the Personal Profile screen.  

Note that there are two different types of User Names in the system . User 

Names may be functionall y based such as ñEOC Directorò, ñFirst Shift 

Supervisorò or ñSAR Team Leadò. The other type of User Name is individual , 

as in ñJohn Smithò. The type of User Name you will be assigned is dependent 
on how your agency has chosen to  implement the system . 

1  Access to 

the system  
will be 
denied if you 
click the 
Cancel  

button on the 

Personal 
Profile form 
during the 
login 
process.  

1  After  

some time of 
inactivity, 

the system 
will 
automatically 
log you out.  
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2.2.2  Pop  Up Windows  

During the login process, after you Submit  your Personal Profile, you may be 

presented with two ñpop up windowsò; the Duties Checklist  and Alert Bulletin  

windows.  

2 . 2 . 2 . 1 . D U T I E S  C H E C K L I S T  

The Duties Checklist  window  as shown in Figure 3 may  ñpop-upò on your 

screen . This screen may be suppress ed by your System Administrator.  

  
 

Figure 3  Dut ies  Checklist W indow  

The Duties Checklist displays any duties assigned to your role by your  

agencyôs SOPs. The S ystem Administrator usually maintains this information. 

Click the close  button on the bottom ri ght to exit  the Duties Checklist  
window .  

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

1  Scroll 

down to read 
all  the  
information 
in  the Dut ies  
Checklist 
window.  

1  The Dut ies  

Checklist is 

assigned to 
your role by 
your agencyôs 
SOPs and is 
usually 
maintained by 
your System 
Administrator . 
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2 . 2 . 2 . 2 . A L E R T  B U L L E T I N  

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

Figure 4. 

 
 

Figure 4  Alert Bulletin ( s)  W indow  

 
The Ale rt Bulletin is used to send system wide messages to everyone using  

the system . It is not an Instant Messaging (IM) system, and you cannot limit 

distribution of these messages.  After you have read the alert, c lick the close  

but ton on the bottom right to ex it  the Alert Bulletin  window.  

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

1  The Alert 

Bulletin is 
sent system 
wide and you 
cannot limit 
distribution 
of the 

message.  

1  Scroll 

down to read 
all the alerts 
in the Alert 

Bulletin 
window.  
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2.3  Main Screen  

A successful login brings you to the systemôs main screen . When you are in the 

training applica tion mode, a training watermark displayed diagonally across the 

screen will be provided as background on reports. For instructional purposes , the 

main screen is compartmentalized into the f ive focus areas shown in  Figure 5. 

 

 

 
 

Figure 5  Main Screen  

1  The 

center view 
frame use s 
collapsible/ 
expandable 
triang le  

icons  . 

Top Tools 
Frame  

Report  Navigation  Frame  

Center View  Frame  

Alerts View  Frame  

Search  
Frame  
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The main screen includes the following elements:  

Element 1 -  Top Tools Frame  ï This top horizontal frame contains 

buttons that provide quick access to system  features and displays both 

your personal login information and system identification, as shown in 

Figure 6. The available buttons may differ depending on your system 

configuration.  

 
 

Figure 6  Top Tools Frame  

 

Element  2 -  Report  Navigation Frame  ï This  frame , shown in 

Figure 7, consists of drop down menus that provide access to all 

reports available in the system. When a report type , or report type and 

view are selected , the re port list is presented in the Center View 

Frame , as shown in Figure 8.  

 
 

Figure 7  Report  Navigation Frame  

1  System  

menus can be 
configured  for 
each user or 

jurisdiction. 
The menus and 
screens on 
your system 
may differ from 
what is shown 
in this 

document . 
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Element 3 -  Center View Frame  ï The main window displays the 

summary views of av ailable reports , as shown in Figure 8.  

 
 

Figure 8  Center View F rame  

 

In addition  to displaying reports , the Center View Frame  contains 

control  buttons to Create , Delete , and Print  rep orts as well as 

Refresh  the screen , and Expand or Collapse  the report view, as 
shown in Figure 9.  

 
 

Figure 9  Control Buttons  

Emergency 
Event  

Incidents  
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Element 4 -  Alert s Frame  ï The Alerts Frame displays y our  Targ et  

Alerts  list , as shown in  Figure 10 . Target  Alerts will be described in 
detail in section 3.6  of this module.  

 
 

Figure 10  Alerts Frame  

 

Element 5 -  Search F rame  ï The Search Frame , shown in Figure 11 , 

displays the systemôs search functionality  which allow s users to search any 

report using  a specific word or phrase . 

 
 

Figure 11  Search Frame  

We will be exploring each of these elements in the subsequent sections.  
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2.3.1  Top Tools Frame  

Along the top of the window is the Top Tools Frame . The left side of the button 

bar is shown in Figure 12 . This frame is compo sed of Tool buttons  that are 

described reading left to right :  

 
 

Figure 12  Top Tools F rame  (left side)  

¶ Click the  button to launch the systemôs map viewer. Available 

maps are determined locally and maintained by your S ystem 

Admini strator . For that reason map displays may  differ. However, your 

available map will display contents similar to the representation shown 

in  Figure 13 . 

 
 

Figure 13  Map Viewer  
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The systemôs ma pping functi ons will be described in section 3.8  of this 

module.   

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

¶ Click the  button to launch Real Time Messaging 

(RTM). The systemôs RTM component provides a real time instant 

messenger tool within the system. This is an optional system 

component and may not be available in your configuration.  

¶ Click the  button to open your Personal Profile to review or 

update the information at any ti me. The Personal Profile document is 

featured in section 2.2.1  of this module and in the Module: Personal 

Profile.  

¶ Click the  button to open the Duties Checklist to review the 

duties assigned to your role. The Duties Checklist  is featured in section 

2.2.2.1  of this module.  

¶ Click the  button to open the systemôs Online Help window, as 

shown in Figure 14 . 

 
 

Figure 14  Online Help  

 

1  If you do 

not see the 
Real Time 
Msg tab , it is 
not in use on 
your system.  
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¶ Click the  button to exit  the NC4 Application . If you stop using 

the system  but do not log out, you will be timed out and logged out 

automatically. Do not close the NC4 Application  using the X  in your 

browserôs upper right corner. This action may  temporaril y lock you out 

of  the system .  

¶ Click the  button to view  information about the  

NC4 Application . 

In addition to the buttons  on the left side of the Top Tools Frame , the right 

side of the Top Tools Frame displays personal information and system 

identificati on after ñSystem for:ò and ñSigned in User:ò as shown in Figure 15 . 

The ñSigned in User:ò information is a combination of your Log In ID and your 
name in the Personal Profile form.  

 
 

Figure 15  Top Tools Frame (right side)  

1  If you 

close the 

NC4 

Application  

using the  X  
in your 
browserôs 
upper right 
corner, you 
may  be 
temporarily 

locked out of 
the system . 
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2.3.2  Report  Navigation Frame   

Each report type in the system is available by making a selection from the Report 

navigation drop down menu in the top navigation frame. The report type top -level 

listings are viewed on a blue bac kground referred to as report structures  with 

th e individual report types  categorized  below them, as shown in  Figure 16 . 

Report li stings may differ depending on your system configuration . 

 
 

Figure 16  Report Navigation  Drop Down Menu  (partial list)  
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Also in the report  navigation frame is the View by  drop down menu. Reports 

can be  sort ed for view ing by making a selection from the View by  drop down 

menu as shown in Figure 17 . The choices in the View by  drop down menu 

are determined by the report type selected  from the Report  drop down 

menu . In this example , the report sort can be by Event/Incident/Activity , 
Agency, or Date .  

 
 

Figure 17  View by Drop Down Menu  

 

2.3.3  Report Structures and Type Selection  

Report types are selected from the Report  navigation drop down menu. Each 

report type in the system is listed in the Report navigation drop down menu in the 

top navigation frame. Report Structures  are viewed on a b lue background. The 

individual Report T ypes  are listed below the report structures , as shown in  

Figure 18 .  

 
 

Figure 18  Report Structures and Types  

 

Report  
Structure : 
Event/Incident
/Activity  

Report Types:  
Emergency Event       
Incident  
Planned Activity  
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2.3.4  Report View  by Selection -Sorting  

To sort the Reports , make a selection from the View by  drop down menu. 

The choices in the drop down menu are determined by the report type 

selected. Notice that Incident  reports may be sorted by Status, Agency, 

Name, Location, Tim e, Event, Type, Situation Detail, Last Updated, Latest 

Situation Detail, All (includes Closed) , Data Sharing Status,  and History, as 

shown in Figure 19 . 

 
 

Figure 19  Sort Incident Reports  

 

Because  report types are sorted by report relevance , notice that Resource 

Requests  may be sorted by  other criteria. They are:  Priority, Status, Requestor, 

Responsible Agency, Event/Incident/Activity, Type, Age, Number, Cost by Event,  

Location,  All (include s Closed) , Data Sharing Status,  and History, as shown in 

Figure 20 . 

 
 

Figure 20  Sort Resource Requests  
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2.3.5  Viewing Report Lists  

To view a list of available reports, f irst  select the report t ype from the Report  

navigation drop down menu, as shown in  Figure 21 . 

 
 

Figure 21  Select Report Type  

 

1  The 

Report 
navigation 
drop down 

menu helps 
you lo cate 
existing 

reports to 
view and 
update as 
necessary.  

Select the 
Report 
Type  
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Then select the report view from the View by  drop down menu. The view you 

select de termines what you view in the center view frame. In this example, 
Status has been selected to view Incident reports, as shown in Figure 22 . 

 
 

Figure 22  Select the Report View  

 

Note: If a  report view is not selected , th at report type default view will appear 

in the center view frame . 

1  The 

Report typeôs 
default view 
will appear in 

the center 

view frame 
when a sort 
is not 
selected from 
the View by 
drop down 

menu.  

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

 
 

Figure 23  Incident Reports Viewed By Status  

 

This is a list of Incidents shown in order of current Status ; t he sort selected 

from the View by  drop down menu determines the information that is 

sequenced in the first co lumn of the reports in the center view frame . The 

specific color codes used in your jurisdiction may differ from what is shown in 

this document.  

 

Incident reports 
Viewed by 
Status  
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To change the report sort, make a different selection from the View by  drop 

down menu . In this example, Agenc y  has been selected as the view for 
Incident reports  as shown in Figure 24 . 

 
 

Figure 24  Incident Reports b y Agency  

 

You will observe that the report list has been renamed Incident by Age ncy  

and the reports are sorted to show Lead Agency  in the first column. This 

designation confirms that this is a list of Incidents sorted by Lead Agency.  

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

 
 

Figure 25  Column Headings  

 

Click the p arrow in the Prognosis column heading to sort the Incident reports by 

Prognosis in descending order, as shown in Figure 26 .  

 
 

Figure 26  Incidents by Prognosis (descending order)  

 

Click the ¢ arrow in the Prognosis column heading to sort the Incident reports 
by Prognosis in ascending order.  

 

 

Column 
Headings  

 

Incidents sorted 
by Prognosis  
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2.3.6  Center View Frame  

The center view frame contains icons and buttons that provide at -a-glance 

visual awareness to status , and enable you to expand/collapse , re -sort , and 
refresh  the report view.  

The c enter view f rame displays views and lists of system report data, as 

previously described. For example, Figure 27  shows the default All Reports By 

Event/Incident/Activity when you first login.  You will observe that it is the 

concatenation of the information in the ñReportò and ñView byò sections.  

 
 

Figure 27  Center View Frame  

 

2 . 3 . 6 . 1 . R E F R E S H 

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

in the center view frame.  

 
 

Figure 28  Refresh Icon  

2 . 3 . 6 . 2 . E X P A N D  A L L / C O L L A PS E  A L L  C O N T R O L S  

In the upper right of the center view frame are the following controls: Expand All , 

and Collapse All , as shown in Figure 29 . 

 
 

Figure 29  Expand All/Collapse All Controls  

 

1  Views 

provide at -a-
glan ce 
information 
and allow 
you to drill 
down quickly 

for the 
information 
you require.  

Title reflects ñReportò 

and ñView Byò sections 

 

Expand 
All/Collapse 
All Controls  
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Click  the Expand All  link,  to expand the report list in the center vie w frame to 

include all reports, as  shown in  Figure 30 .  

 
 

Figure 30  Expanded Report List  

 

The center view frame now displays the expanded report list. The Emergency 

Event category shown on one line in Figure 27  now displays the details of all the 

reports by Event/Incident/Activity, Report type, St atus, and other details.  

Click  the Collapse  All  link,  to collapse the report list in the center vie w frame to 

display the high leve l report  types , as shown in Figure 31 . 

 
 

Figure 31  Collapsed Report List  

 

1  Clicking a 

Name  link 
from within 
the center 

view  frame 
opens the 

report in 
View mode.  

Incidents  

 

Emergency Event  
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2 . 3 . 6 . 3 . P R I N T  

The print feature allows the user to print reports from the summary page. This 

feature is performed by che cking the box to the left of the report that you are 

requesting the printer to print.  

Click the Print    button to send the report to the printer  as shown in 

Figure 32 . 

 

Figure 32  Print B utton  

 

2 . 3 . 6 . 4 . A U T O R E F R E S H 

Enable the On radio button to force periodic updates of the center view frameôs 

contents, as shown in Figure 33 . Or enable the OFF  radio button to update the 

frame ôs contents manually.  

  

 

Figure 33  Enabling AutoRefresh  

 

2 . 3 . 6 . 5 . T R I A N G L E  I C O N S  

The center view frame uses collapsible/ expandable triangle icons ¤ that enable 

you to expand or collapse specific reports as shown in Figure 34 . Click the trian gle 

icon ¤ to expand or collapse the view.  

 

Figure 34  Expanded Planned Event  

 

1  When the 

AutoRefresh 
is On  you 

will not have 
to use the 
Refresh 
button.  
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The triangle icons allow you to drill down quickly for the information you require.  

In the example in Figure 35, the report for the Planned Event of ñDowntown Jazz 

Festival ò was found by first clicking the triangle icon ¤ before Planned Event, and 

then clicking the triangle icon ¤ before ñDowntown Jazz Festival ò to find the 

specific report listing.  

 
 

Figure 35  Additional Planned Event Information  

 

To collapse the report list and return to the top -level view, click the triangle icon 

¢ next to the  Planned Event section as shown in Figure 35 . 

Once t he triangle icon ¢ is clicked , the report list in the center view frame will 

appear as the collapsed report list shown in Figure 31 . 
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2 . 3 . 6 . 6 . T E X T  ( N A M E )  L I N K S  

To view the data associated with an item or report in a list, click its Name  link. 

Clicking the Name  link or the ñ2009 Flood ò link in the example in Figure 36  opens 

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

functionality is covered in de tail in section 2.4  of  this module.  

 

Figure 36  Opening a Report from Its Name  Link  

2 . 3 . 6 . 7 . I C O N  C O L O R  C O D E S 

To provide at -a-glanc e situational awareness, the application allows the user to 

designate the rep ort by degrees of progression  designated by color , description , 

and severity . The following figure is an example of the Color Codes that can be 

used for the Incident report.   

Icon Status Prognosis Severity 

 Major Assistance 

Required  

Catastrophic   

 Assistance Required  Worsening  Major  

 Under Control  Stable  Moderate  

 Resolved  Improving  Minor  

 Unknown  Stable  Unknown  

 Closed  Closed  Closed  

 

Figure 37  Selected Icon Color Codes  

1  The 

systemôs 
color codes 

can be 
configured 
for each 

jurisdiction. 
The codes on 
your system 
may differ 
from what is 
shown in this 

module.  

1  Click the 

Update  
button when 

in View  mode 
to be 
launched to 
an editable 
copy of the 
report.  
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Color codes are determined locally. The specific color codes and description used 

in your jurisdiction may differ from what is shown in this document.  Color Codes 

are described in detail in the Module: Data Dictionary  

2 . 3 . 6 . 8 . P A G E  C O N T R O L S  

When there are more reports that can be displayed on one page in the center 

view frame, click on an y of the page numbers or arrow buttons  displayed at the 

bottom of the center view frame , as shown in Figure 38  to  view all the reports.  

Click the  button to see the results on the next page ; Click the  button 

to see the results on the previous page.  

 
 

Figure 38  Page Controls  
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2 . 3 . 6 . 9 . E X P A N S I O N  B A R S  

Expansio n Bars  are used to provide a larger viewing area in the center view 

frame. Clicking the expans ion bar(s ) as shown in Figure 39 , the Target Alerts  

and Search Frames  are suppressed  to provide a larger area to view reports in 

the cen ter view frame. Clicking the expansion bar again  as shown in Figure 40 , 

retracts  the suppressed frames.  

 

 

Figure 39  Expansion Bar  Suppressed  

 

 

Figure 40  Expansion Bar  Retracte d
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2.4  Report Forms  

The tabs shown in Figure 41  that appear at the top of most  report form s, or are 

contained in the body of the report form are consistent throughout the 

application , to facilitate easy navigation.  When you wor k wit h a report form and 

click Submit , the application always defaults back to the first tab  (Basic Info ) ; 

you will need to click on the tab that you were working with if you wish to review 

your data entry. A Name  link in a form may open a new window or a form . After 

you have clicked Submit , it is a good practice to observe if additional tabs have 

appeared at the top of the report form , or additional buttons have appeared at 

the bottom of the form .   

 
 

Figure 41  New Report F orm with  Drop Down M enu  Open  

 

You can use text fields, drop down menu s , radio buttons ( ) , and Name  

links to enter or add data into the system.  Click on the various tab names  

(Basic Info, Additional Info, et c.) to move between the report  form  tabs . 

1  Click the 

Submit  
button to 

save the 
report with 
the new 
information 
you entered.  

1  Click the 

Cancel 
button to 
close the 
report and 
discard any 

changes.  

Drop 
Down 
Menu  

 

Tabs  
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To move betwe en fields sequentially, press the Tab  key.  

To copy information from one text field to another, drag your mouse over the 

first field to highlight it, and then  press Ctrl - C on the keyboard. To place  the 
text into the destination field, click the field, and then  press Ctrl - V .  

All r eports have control buttons in the upper right . For new reports, c lick the 

 button to save the  form to the system or the  button to 
exit the form without saving your changes.  

Additional  report buttons appear in the upper right dep ending on the report  

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

¶  ï Click the Update  button to open the report in Edit mode to 

update and edit the data fields . 

¶  ï Click the Delete  button to remove the report from the active 

view . 

¶  ï Click the Print button to send the report to the printer . 

¶  ï Click the Close  button to  exit the report without saving your 

changes . 

¶  ï Click  th e Split  button to split  the report for act ion by multiple 

responsible parties . 

¶  ï Click the Duplicate  button to create a duplicate of the report 

to be save d as a new document . 

1  Press 

Ctrl - C to 
copy; Press 
Ctrl - V to 
paste.  
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The  button is also common throughout the reports. Click  the Expand 

button to open an expanded text window in which you may key  additional 

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

button.  

 
 

Figure 42  Expanded Text Window  

1  Expa nd is 

available in 
many  
system 

forms. When 
you click the 

Expand 
button a new 
window 
opens in 
which you 

can key 
additional 
information.  
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: Review Exercise 1  

! In this Nav igation  exerci se you will login to the system , submit your 

Personal Profile , and practice navigating the application .  

 
Do not fill out or complete your profile until instructed to do so.  All class 

participants should login to the NC4 Application .  

 

Rememb er that usernames and passwords are case sensitive . 

1.  Using the URL, Login and Password you were provided, Login  to 

the application. After you login to the system, your Personal Profile 

form opens .  

2.  Review and change any information then, c lick the Submit  button in the 

upper right of  the Personal Profile form  to  access the application . 

3.   Your Duties Checklist  appears  if there is a checklist for the selected 

position . 

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

duties assigned to your ro le for the situation . 

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

form .  

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

created . 

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

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

pertinent to the situation . 

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

9.  Go to the Report  Navigation Frame .  

10.  Select I ncident from the Report navigation drop down m enu . 

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

sort the Incidents  by :  

a.  Agency  

b.  Name  

1  An 

exercise 

completing 
and updating 

the Personal 
Profile form 
is located in 
the Module:  
Personal 
Profile.  
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c.  Location  

d.  Time  

e.  Event  

f.  Type  

g.  Situation Detail  

h.  Last Updated  

i.  Latest Situation Detail  

j.  All  

k.  Data Sharing Status  

l.  History  

12.  Click on Status  in the View by  drop down menu to return to the 

default Incident report view.  

13.  Go to the Center View F rame . 

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

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

information . 

a.  Basic Info  

b.  Additi onal I nfo  

c.  Notification  

16.  Click the Update button in the upper right of the Incident Report form  

to make it editable . 

17.  Change the Incident Type  by s elect ing an available option from the 

Incident Type drop down menu . 

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

system . 

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

In this section of the module, you will follow a step -by -step walk through of  

common functions that appear in many of the forms.  These functions appear in 

different places depend ing on the view, the specific report, and your system 

configuration.  

These  functions include:  

¶ Notification  

¶ Attachments  

¶ Distribution  & Sharing  

¶ Related Reports  

¶ Alert Bulletin (s)  

¶ Target  Alerts  

¶ Geo L ocat ion  

¶ Maps Layers, Icons, and Overlays  

1  Common 

Functions 
can be 
accessed 

when a 
report is 

CREATED or 
UPDATED.  
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3.1  Notification  

Notification is used to inform other users that they need to view  or take action 

on a report, as shown in Figure 43 . The Notification  functionality can be 

accessed through the Notification  tab , or in an embedded  sect ion  in the 

form.  

 
 

Figure 43  Notification Fields  in Create Mode  

 
This  feature sends messages to an e mail 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 applicationôs login screen to  open the report which you sent 
them.  A short message without the URL link is sent to other devices.  

 

3.1.1   Using Notification  

The Notification  featu re 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 .  

1  To include 

the URL link 
in the email, 
an (E) must 
appear 

before the 
recipients 
email 
address. 
Without the 
(E), the 
recipient will 

receive the 
email 
message 

without the 
link.  

1  Use 

Notification 
to notify both 
users and 

non -users 
about a 
report in the 
system.  
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3 . 1 . 1 . 1 . S E N D  NO T I F I C A T I O N  

To use notification , while in create  or edit  mode, enable the Yes radio button in 

the Send Notification  field . The notification will appear in each of the categories 

selected in the Personal Profile form notification section.  

If you choose NOT  to use notification, while in create  or edit  mode, enable the No  

radio button in the Send Notification  field. The message entered in the report 

will travel with the report and  be maintained in the application , but no one will be 

specifically notified .  

3 . 1 . 1 . 2 . M E S S A G E 

Enter a short message of 1 40 characters or less in the Message  field (for 

digital devices).  You may copy and paste information from the report into the 
Message  box.  

3 . 1 . 1 . 3 . S E L E C T  R E C I P I E N T S  

Next, select the recipients of the message by using the Individuals  and/or 

Groups  links above the Select Recipients  field.  Populate the Select 

Recipientôs field by clicking the Individual or Group Name  links  next to the 

Select Recipients  pane . The Select Recipientôs pane will populate with the 

users who have completed a Personal Profile form. Select rec ipients by 

clicking the ir 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 f rom 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 Pers onal Profile form.  

3 . 1 . 1 . 4 . O T H E R  E M A I L  A D D R E S S E S 

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., ñyou@youragency.govò). Recipients w ho do n ot have 

access to the application will receive your email message, but will not be a ble 
to access  the application to view the  report.   

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

presented with the report at the Basic Info  tab. Cli ck the Notification  tab to 

view the completed Notification  report.  

3 . 1 . 1 . 5 . C O M P L E T E D  N O T I F I C A T I O N  R E PO R T  

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

44 . 

1  The email 

notification 
or targeted 
alert will be 
sent when 
you click the 
Submit  
button on the 

report you 
are creating 
or updating.  
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Figure 44  Completed Notification Report  

 

After clicking the Submit  button, r ecipients will receive email alerts similar to 

the one in Figure 45 . The email may al so contain a link to the report.  

 
 

Figure 45  Sample E-Mail Alert  

In addition to the email alert, u sers will recei ve ñtarget alertsò when a user is 

selected as a notification recipient for a d ocument AND has checked  Alerts as 

a preferred method of notification on their Per sonal Profile f orm . Target  Alerts 
are discussed in section  3.6  of  this module.  

 

1  Distribution 

groups are 
discus sed in 
detail in the 
Application 
Administration 
class.  

Available 
Individuals or 
Groups  

 

Email addresses not 
selectable from within the 
system  

 

Individuals or 
Groups 
Selected for 
Notification  
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3 . 1 . 1 . 6 . N O T I F I C A T I O N  S T A T U S  

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

 

Open the report  by clicking on the reportôs Name  link as shown in Figure 46 . 

Click the Notification  Tab  as shown in Figure 46 . 

 

 

Figure 46  Checking the Notification Status  

Check to view that a ñYò is in the Send Notifi cation  category as shown in 

Figure 46 . If the Send Notification  category displays an ñNò, 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.  

1  The 

Targeted Alerts 
Status button 
can only be 
accessed in 

View mode. Do 
NOT Click the 
Update button.  






























































































