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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

I nci dent Report, youbre well on y o uhe N@®day
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

=A =4 =4 A4 4 -4 -4 -

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.

COMMON FUNC TIONS

Learning
Objectives

After completing
this module,
learners will be
able to:

1 Login and log out
of the system.

1 Navigate the
NC4 application .

1 Review your
Personal Profile .

i Locate, sort, &
view reports .

9 Use N otification.

9 Find, view, and
create Alert
Bulletins .

1 Send and View
Target Alerts.

ICON KEY

Valuable information

Test youknowledge

Keyboard exercise

Review

COPYRIGHT © 2008 NC4
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1.1 Whatis 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 communicationsand  management capabilities that:

Provide quick access to situational awareness

Comprehensively manage daily activities and track all aspects of an
incident or event

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

f
f

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)

= =8 =8 -8 -8 _-a_-a_-9
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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 Profile.

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 shownin 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 | ocation s, this may be
restricted or maintained by your IT (information technology) department who

should be contacted to provide assistance.

1 Touseall
the system
functionality,

you must
enable
browser

pop - ups.

——— COPYRIGHT © 2008 NC4
- ~ All Rights Reserved
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2.2 Login

Your first introduction to
Figure 1.

the system is the Web login page, as shown in

‘ Welcome to E Team

=Ned

5 v
&4» Username
e Password |

@ Operations () Training

Prepare Better. Respond Faster. Recover Sooner.

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

Figure 1 Web Log In 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
username in to the Username field and your password in  to the Password
field .

OPERATIONS or
TRAINING  for

Click the appropriate button for the system you wish to use,
TRAINING . Use OPERATIONS for active incidents or events and
all other activities including training and  exercises.

Then c lick the button tolog 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.

COMMON FUNC TIONS

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 Youcan
use the Tab
key to move
your cursor
from the
Username
field to the
Password
field.

COPYRIGHT © 2008 NC4
All Rights Reserved
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2.2.1  Personal Profile

As soon as your login and password are accepted , your Personal Profile
opens, as shownin Figure 2.

'g) Help

Ve N
N———
*Red Label: indicates a required field.

Personal Profile

PROVIDE YOUR. PERSOHAL INFORMATIOH:

*First Hame: MI: *Last: 1D Ho.
|Cor|terrt | | | |Developer | |
Organization/Location: Shift: 1 This is the
[Eoc | [ seeet | Fret 07001300 ~ complete
Position: Region/Office: Basic Info
|Direu:10r | [ Select ] Field Cperstions Certer tab of the

] Personal
Agency: Title .
| Profile
Emergency Management | [ Select ] |

document.
Skill Sets: Scroll down if
French Speaking - you see Only
Hazhat Specializt part of this
Helicopter Pilct
1l [ Salect ] screen.

PROVIDE YOUR. CONTACT INFORMATION:

Phone: Cell:

|1 25-456-7500 | |1 23-456-7891 |

Fax: E-Mail: 1 *Red

|1 23-456-7892 | |abu||en@cil-llc:.com | Label
Pager: Other: indicates a
| | | | required
Frequency: Call Sign: field.

| | | |

Talk Group: E Team User:

| | Yes (Auisfill)

PROVIDE YOUR PREFERRED METHOD OF E TEAM REFORT HOTIFICATION:

Hotification Method:

E Teamn Alerts

E-mail (address entered above)

E-mail Enabled Pager: Fverizon@wireless.bd |

E-mail Enabled Mobile Device: |b|ackberry@mgbile_com |

Copyright © 2003 by NC4 Fublic Sector LLC, All Rights Reserved.
4 T | 3

Figure 2 Personal Profile Form

™
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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, ¢
the Personal Profile
system.

lick the Submit button in the upper right of
screen (shown in Figure 2), to gain access to the

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 vy based such as iEOC Di
Supervisoro or A SATRe ofher aype ofLUser tlame is individual ,
as in AJohn Smitho. The type of User
on how your agency has chosen to implement the system

Name

COMMON FUNC TIONS

1 After
some time of
inactivity,

the system
will
automatically
log you out.

1 Accessto
the system
will be
denied if you
click the
Cancel
button on the
Personal
Profile form
during the
login
process.

COPYRIGHT © 2008 NC4
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222 Pop Up Windows

During the login process, after you Submit  your Personal Profile, you may be
presented with two ftpeoQutiesGhecklist n dand élert;Bulletin
windows.

2.2.2.1. DUTIES CHECKLIST

The Duties Checklist window as shown in Figure 3 may ipeppd on your
screen . This screen may be suppress  ed by your System Administrator.

( Duties for: Director 1

® Maintain anmrate records concerning the following aveas, 1 Th? D_Ut 1es

vrhich will be required for State and Federal reimburserment Che_Ck“St IS

should a Federal disaster be declared. assigned to
your role by

1. AgenmyDepartment vehicle nuleagze’s (starting and your age

ending). SOPs and is
usually

2. Costs and receipts for azencyidepartment parchases. maintained by
your System

3. Becords of agencyidepartment equipment andfor Administrator

mpplies

utilized, lost or dammaged during the event.

4. Lists of inparies and medical expenses to
agencyidepartment personnel.

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

£. Other expenditores related to the event.

1 Scroll
down to read

inform
close . .
information
in the Dut ies
Checklist
window.

Figure 3 Dut ies Checklist W indow

The Duties Checklist displays any duties assigned to your role by your
agency6s THRGRstem 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.

_ COPYRIGHT © 2008 NC4
- All Rights Reserved
- - - — o
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2.2.2.2. ALERT BULLETIN
You may be also presented with the Alert Bulletin(s) window, as shown in
Figure 4.
o«

Alert Bulleting=) ]

Subject: Credible Terrarist Threst

Date/Time: OBO%2007 at 2341 EST

Bulletin:

Orlando Metro Area has recieved credible threat of terrorist attacks.
EQC iz activated to level 2 activation immediately

Sent By: rocormerford

close

Figure 4 Alert Bulletin (s) Window

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, ¢ 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 Scroll
down to read
all the alerts
in the Alert
Bulletin
window.

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

message.

_—— COPYRIGHT © 2008 NC4
— - All Rights Reserved
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2.3  Main Screen

A successful login  bringsyouto t he sy smanmsddesn . 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.

op Tools
rame

Report: Al Reports + VWiew by Evertincidentidctivity . o
port Navigation  Frame .
c ETeam

All Reports By EventlincidentiActivity | Expand Al Collapse Al Situational Response

Auto Refresh @ OF () On This screen last updsted (00:00:02:50) Alerts: 0 Unread: 0

& remove
u. Evert/Incident/Activity | Report Type | Status | NamesSubject ate | Responsibility | Last Modified
-

} Emergency Evert

» Flzanned Ewvert

¥ Incident 1 The
b Plarned Activity center view

¥ Not Reported

frame use s
collapsible/

expandable
triang le
b

icons

p Look For
L |

[ varimnts [ Fuzzy

Search In
All Reports -

Search
g rame

Figure 5 Main Screen

COPYRIGHT © 2008 NC4
All Rights Reserved
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The main screen includes the following elements:

Element 1 - Top Tools Frame i This top horizontal frame contains
buttons that provide quick accessto 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.

System for: eteam

Map | Real Time Msg | Profile " Checklist " Help " ARE | EIM | Dashboard | Logout | About ETeam

Figure 6 Top Tools Frame

Navigation Frame T This frame , shown in
provide access to  all
, orreporttype and

Element 2 - Report
Figure 7, consists of drop down menus that
reports available in the system. When a report type

view are selected , the re port list is presented in the Center View
Frame , as shown in Figure 8.
Report: All Reports * View by Evertincidentifctivity -

Figure 7 Report Navigation Frame

COMMON FUNC TIONS

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 .

— COPYRIGHT © 2008 NC4
— — All Rights Reserved
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Element 3 - Center View Frame I The main window displays the
summary views of av ailable reports , as shownin Figure 8.

u. Evert/incidents) v | Report Type

w Emergency Evert
» 2009 Flood
¥ Explosion at Airport
# H1N1 Outbreak ent
[l Business Loss 0 Daves Sponge Company
] Call Certer 0 Amber Arnold
= Case Managemert v Srith, Bubba L
Il Deploymert R Jones, Darry [
] Donations @ 2007-5E05E1
D Lisease Surveillance Report  Corfirmed com-112233
] Emergency Evert Y Hurricane Xerxes
[ Housing Loss 0 Bubbs Stevens
Il Incidert @ Westherford Lakes Sewvere Weather- Tarnado
[l Incident 0 water main break i
] Incident o Bumby snd South Downed Power Line
= Incidert (] Curry Ford snd Semaran Downed Power Line
Figure 8 Center ViewF rame
In addition to displaying reports , the Center View Frame contains
control buttons to Create , Delete , and Print reports as well as
Refresh  the screen , and Expand or Collapse the report view, as
shown in Figure 9.
Incident by Status 2| Expsnd All Callapse All
(create | [Delete | (_print ) Remesn @ OF O on [T eriee st vecied

Figure 9 Control Buttons

COPYRIGHT © 2008 NC4
All Rights Reserved
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Element 4 - Alert s Frame 1 The Alerts Frame displaysy our Targ et
Alerts list, as shown in Figure 10. Target Alerts will be described in
detail in section 3.6 of this module.

__"ca E Team
- Situational Response

Alerts: 0 Unread: 0

Figure 10 Alerts Frame

Element 5 - Search F rame 1 The Search Frame , shown in Figure 11,
displays t h e sy sseaech @usctionality which allow s users to search any
report using a specific word or phrase

p Look For

|:| Wariants |:| Fuzzy
Search In

Incident b

Figure 11 Search Frame

We will be exploring each of these elements in the subsequent sections.

-— COPYRIGHT © 2008 NC4
- - All Rights Reserved
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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

Map  Real Time Msg | Profile | Checklist | Help | ARE T EIM I Dashboard | Logout | About ETeam

Figure 12 Top Tools F rame (left side)

1 Click the Map button to launch the sy st emdpwviewer. 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.

3 hitp://etrbpy.nc4.us - E Team Map Viewer - Microsoft Internet Explorer

~
Available Maps : USA ¥ [ Refresh Map |[Print ] [ Close | -

~

Layers

[Visibie Actioe

(O Major Cities

(O Great Lakes

0 Coastal Watets:
Puerto Rico

O Coastal Watens:
Atlantico Region

O Coastal Watens: Gult
Region

O Coastal Watens:
Pacific Region v

BEO

B E&

Icons

Call Center
D Call Center

Incident
D Incident

Resource Request
D Resousoe Request

OVERLAYS

Incident

DFH. atoa

Ceest

Dmnbly area for avacuaty
D Crash Site Dabiis field

[ Hot and wam Zone

Figure 13 Map Viewer

‘ COPYRIGHT © 2008 NC4
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The sys mappdgsuncti 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.

1 Click the W button to launch Real Time Messaging

(RTM). The sys tR&Nhaomponent provides a real time instant
messenger tool within the system. This is an optional system
component and may not be available in your configuration.

1 |Ifyoudo
not see the
Real Time
Msg tab , it is

not in use on
M Click the w button to open your Personal Profile to review or your system.
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.

1 Click the W 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.

1 Click the w buttontoopen t he sy s Ondinadalp window, as
shown in Figure 14.

-\:i‘(‘:nntent-s F‘("’W TSearch)

T
__ " c 4 E Tea o
- Situational Response

Online Help - Release @

and Logging in
@ Main Screen Layout

@ E Team Report Crverview
@Working With Reports

5 Taroeted Alerts

@ Data-Sharing (E Team-to-E Team)
@ Geolocating Reports

<3# Search Limitations
< Getting Mare Help

@ Map Overlays

@ Viewing Maps Mo part of this manual may be reproduced or transmitted in any form or by any means, electronic o

@W King in the Data Dicti mechanical, including photocopying and recording, for any purpose other than the purchazer's personal
arking in tné Liata Lictianary use without the written permission of NC4 Public Sector, LLC.

5 Administration

o History Copyright @ 2009 NC4 Public Sector LLC. All Rights Reserved

E Team and the E Team logo are trademarks of NC4 Public Sector, LLC. &l ather brand and product
names are trademarks of their respective holders. Information in this document is subject to change
wyithout notice and does not represent & commitment on the part of NC4 Public Sectar, LLC. MC4 Public
Sector makes no warrarties, express ot implied, including without limitation the implied warranties of
merchantability, fitness for a particular purpose, informational contert, system integration, enjoyment and
non-infringement regarding the software. NC4 Public Sector does not warrant, guarantee or make any
representations regarding the use or the resutts of the use of the softwars interms of its correctness,
accuracy, reliabilty, currency, or ctherwize. You assume the ertire risk as to the results and
performance of the software. The exclusion of implied warranties iz not permitted by some jurisdictions.
The above exclusion may not apply to you

Figure 14 Online Help

™
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1 Click the w 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
browserds upper riagtion mayotempaaril. y Idckyowout
of the system . 1 lIfyou
close the
1 Click the button to view information about the NC4, )
NC4 Application . Application
using the X
. . ) in your
In addition to the  buttons on the left side of the Top Tools Frame , the right browser &
side of the Top Tools Frame displays personal information and system upper right
identificati on after i Sy st endafnar ASi gnedd iasisowd B ekigure 15. corner, you
The ASigned in User:o0o information is a co may be
name in the Personal Profile form. temporarily

locked out of
the system .

stem for: ETeam Demo Signed in User: Training Developer, Instructarz

Figure 15 Top Tools Frame (right side)

- ‘ COPYRIGHT © 2008 NC4
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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

the individual report types categorized below them, as  shown in Figure 16.
Report li stings may differ depending on your system configuration

Report: Al Reparts -
Al Eeparts
My Reparts
EventAncidert/&ctivity
Incidert
Emergency Event
Planned Evert
Planned A.ctivity
Medical Incident
Suspicious Package
Dizeaze Surveilance
Alett Bulletin
Call Center
Disaster Relief
Casze Management
Yolurteer
Donations
Infrastructure
Hospital
Shetter
Public Facility
Hazhat T-Il Facility
Corporate Facility
Road Closure
Transit System
Lttilities Outage
Damage Assessment
Buzineszs Lozs
Houszing Loss
Public Ertity Loss
Windshield Damage &7

m

Figure 16 Report Navigation Drop Down Menu (partial list)

- COPYRIGHT © 2008 NC4
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Also in the report  navigation frame is the View by drop down menu. Reports
can be sorted for viewing 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

View by  EventincidertfActivity -
Eventincident/Activity

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.

Report: Al Reports -

All Reports

hiy Reparts
ventincidentrActivity
Incident
Emergency Evert
Planned Evernt
Planned Activity
Medical Incident
Suspicious Package
Dizeaze Surveillance
Alert Bulletin TN
Call Certer
Dizaster Rehat
Caze Management
Yolunteer
Donations

Figure 18 Report Structures and Types

- ‘ COPYRIGHT © 2008 NC4
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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.

Report: Incident *  View by | Status -

Agency

Matmne

Location

Time

Event

Type

Situation Detail

Last Updated
Latest Situstion Detail
Al

Data Sharing Status
History

Figure 19 Sort Incident Reports

Because report types are sorted by report relevance , hotice 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.

Report: Resource Reguest *  View byt Friority -
Priarity

Status

Requestor
Responsible Agency
EventincidentrActivity
Type

A

Murnker

Cost by Event
Lacation

All

Data Sharing Status
History

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 reportt ype fromthe Report
navigation drop down menu,as shownin Figure 21.

Report: Incident v Viewby: Status -
A1y Reports
Al Reports . N
Incid Ev:rmﬁc‘:;:r;:mm | p—— ol Response
Incicent -
Emergency Event Auto Refresh ) On This soreen last updated (00:00.00 42) Mlerts:0  Unread: 0 1 The
Planned Evert
O ey E— Report
Medical Incidert T = . .
Suspicious Package naV| g atIOI’]
Dizease Surveilance
0 Alert Bullstin sStreet Stationts Terrorist Incident Chemical Orlando drOp down
Call Center
[} Disaster Relief thamp St Safety Houston E menu he|pS
Caze Managemert
o wolurteer = Medical Center in Leviston Wilities Incident- Electrical Svstem Damage/Failure  Lewiston you lo cate
Dangtions o g
= Infrastructure | Eridge - Aroostook County Bridge Dsmega/Collspss Fort Kent eXIStIng
Hospital
0 Shelter 7.0 Earthauske Orlando m reports to
Public Faciity .
O Hazhat T-ll Facility onstonk Courty - Mattawarkesn River Bridge Damage/Collspss Mzttswamkeag River view and
Corporate Facility
[} ?“E" f';S;'E Horthern Waine Evscustion Wisshburn [ Update as
ransit zystem
[ 5 ”‘"“‘ESAO““’BE - Lakes Severe Westher- Tornads Orianda necessary.
BMAYE ASSEISMEl
[} S:zgi;itzzs od- Flzsh Orlznda
Public Ertity Loss -
+ ¥ ezistance Required
] oWwSEmg l-4 Central Florids Pk Transport Orlando
] onsaning Szlmon River Fslls Flood- Flssh Barwick
O [} Worsaning  Water msin break Orlando -
[} . Ast Szvings and Losn Robbery Orlande P Look For
B ®... e ioanss soosioarossiis s ]
] = ] 0 [7] veriznts [ Fuzzy
Search In
1 (Pageof1) Incident -
Figure 21 Select 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,
reports, as shownin Figure 22.

Status has been selected to view Incident

Map | Real Time Msg

Report: Incidert

__"04 ETeam
- Situatianal Response

Alerts: 0 Unread: 0

TR ramove

Incident by Status 2| Expand Ml Collapse All

[create | [ pelete | [ Primt_| g,"fm

u S— Incidart Name

reen st updated (00:00 02:57)

« @ izjor pssistance Requirad Latect Situation Detai
21l
] oWWSEnmg “stiChurch Strest StationData Sharing Status Orlands
History
) [ . 3211 Besuchamp St Safety Houstan L
Warsening E
] [ ] Ceritral Maine Medical Certer in Lewiston Uilities Incident: Electrical System Damage/Failure  Lewiston
Warsening
] Q. . International Bridge - Aroostook County Eridge DamageiCollapse Fort Hert
iarsening
] [ ] Mexico City 7.0 Earthquake Orlzndo b
Warsening
=] °w " Southern Aroostook County - g River Eridge D msge/Collap: Mattawamkeag River
iarsening
] [ ] ¥ashburn - Narthern Msine Evacustion ‘Washburn [
Warsening
B Q. . Westherford Lakes Severe Weather- Tornade Qrlanda
iarsening
] [ ] Wihi-NZ Flond- Flash Orlzndo
Warsening

+ @ cistance Required

] [ <] . 14 Cerbrsl Florids Phkyy Transport Orlanda
Warsening
B Q. . Salmon River Falls Flood: Flash Berwick
iarsening
] [ <] . Wster mzin bresk Orlanda -
Warsening
B | J— Ast Savings and Loan Robbery Orlando 2 LookFor
B @, tesst leamss Socsimamonsbin iosaee I
T o ‘ T [] wariants [ Fuzzy
Search In
1 (Page1of1) Incident -

Figure 22 Select the Report View

Note: If a  report view is not selected default view will

in the center view frame

, that report type appear

COMMON FUNC TIONS

1 The
Report
default view
will appear in
the center
view frame

when a sort
is not
selected from
the View by
drop down
menu.

COPYRIGHT © 2008 NC4
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In this example
report type

, the center view frame shows Incident as
sorted by Status as shownin Figure 23.

Report: Incident

*  Viewby: Status

Incident by Status

iewed by

[ create | [ Delete | [ Print ]

tatus

cident reports

COMMON FUNC TIONS

the requested

%] Expand Al Collapse All

Auto Refresh @) Off

@) On This screen last updated (00:00:04:35)

u Status [ City o
hd @ Major Assistance Required
[} o orsening  oChurch Slreet Station®** Terrorist Incident: Chemical Orlando
] O iorcaring 2211 Beauchamp 5t Safety Houston L
[ o orsaning  Certrsl Maine Medicsl Center in Lewiston Uhilities Incidert: Elsctrical Syster DamageiFilurs  Lewdstan
] o ; International Eridge - Aroostook Courty Bridge Damage/Collapse Fart Kert
Worsening
D o rsering Mexico City 70 Earthquake Orlando b
[ o orsering Southern Aroostook Courty - hatts n Riwer Bridge DamagedCollap. Mattzwamkeag River _
D o orsaning Washburn - Northern Maine Evacustion Washburn ;
|:| o arsening Westherford Lakes Sewvere Westher- Tornado Orlando
[} o ; WhK-NZ Flood- Flash Orlanda
forsening
Y : PR Required
] o l-4_Certral Florida Plesy Transport Orlando
forsening
[} o ; Salmon River Fslls Flood- Flash Berwick
‘orsening
D o . Water main bresk Orlando
‘Worsening
A=t Smwings and Loan Robbery
[} . J. 1st Savings snd Losn Robber Orlanda
D Y Stable Arrest Team # Shooting/Possible Hostage Orlando

-

1 | 2

1 (Page 1 of 1)

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.

™
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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.

Report: Incident ¥  View by Agency -

Incident by Agency 2| Expand Al Collapse A1

[ create | [ pelete | [ Print | i Auto Refresh @ Off (7) On This screen |ast updated (00:00:00:13)

* ATF - Lead

A o Aszsistance Required

D Y Stable Arrest Tearn # Shooting/Possible Hostage Orlando
*EOC - Lead

A @ Major Assistance Required

D °W0rsenin Mexico City 7.0 Earthquake Orl=ando

D oWOrSenin WhHK-NZ Flood- Flash Orlando
A o Aszsistance Required

D °W0rsenin Salmon River Falls Flood- Flash Berwick
hd @ Unknown

D @ Unknown 2 miles from Transport Oksibil

0o @ Unkrowr, 419 N Pierce St Security Tampa

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.

COPYRIGHT © 2008 NC4
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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

olumn
eadings

Report:  ncidert v Wiewby: Agency -

Incident by Agency

Auto Refresh @

Last Updated

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.

Report: Incident ¥  Viewby: Agency -

Incident by Agency Expand Al Collapss All

cidents sorted
y Prognosis

[ create | [ pelete | [ Print | d=t updated (00:00:00:34)
u Inzident Name
] Law Erforcemert - Lead @ Major Assistance Required oWOrsenin Wiashburn - Northern Maine Evacuation
D ESF 1-Transportation - Lead e Major Assistance Required °W0rsenin Southern Aroostook County - Mattawambkesag River Bridge Dz =
D ESF 1-Transportation - Lead e Major Assistance Required °W0rsenin Irternational Bridge - Aroostook Courty Bridge Damage/Collz
[T E%F 1-Transportation - Lead °Assistance Redquired oWOrsenin -4 Central Florida Flowy Transport
[ eoc-Lead °Assistance Required oWOrsenin Salmon River Falls Flood- Flash
[ oFo- Lead @ Major Assistance Required oWOrsenin st Church Street Station®** Terrorist Incident- Chemical
[ Fcrids county Fire - Lead @ Major Assistance Required oWOrsenin Wastherford Lakes Severe Weather- Tornado
[ eoc-Lead @ Major Assistance Required o WWorsening WMHK-NZ Flaod- Flash
D tzss Care - Lead e Major Assistance Required °W0rsenin Central Maine Medical Certer in Lewdston LHilities Incident- |

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.

™
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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 center view frame 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 iReporto and AView byodo sections.
IRBIJDI'U All Reports *  View by: Eventincident/ctivity «

All Reports By Eventlincident/Activi

Auto Refresh @ OF () On This screen l2st updated (00:00:00:13)
1 Views
u. Ewent/Ine dent/ ity | Rep N: ct m Re: provide at -a-
¥ Emergency Evert glan ce
b Flanned Evert information
¥ Incidert and a”OV\_/
you to drill
¥ Flanmed Activity dOWn quCkly
b Hot Reported fOr the

information
you require.

Figure 27 Center View Frame

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

in the center view frame.
~
QExpand Al Collapse Al

A4
Auto Refresh i@ OF () On This screen |ast updated [00:00:03:42)

Figure 28 Refresh Icon

2.3.6.2. EXPAND ALL/C OLLA PSE ALL CONTROLS

In the upper right of the center view frame are the following controls: Expand All ,
and Collapse All , as shown in Figure 29.

xpand
All/Collapse
All Controls

Expand Al Collapse Al

All Reperts By Eventfincident/Activity

Figure 29 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  shownin Figure 30.

Report: Al Reports * Viewby: Eventincident/ictivity «

All Reports By Eventiincidentfctivity m pand Al YCollapse Al

Auto Refresh @ 0OF () On This scraenMnn 000044

+ Emergency Evert mergency Event I

= Agercy SitRep =] Emergency Manage ment
= Agency SitRep [ ] Emergency Manage ment B 1 CIICkIng a
= Agency SitRep [ ] Emergency Manage ment m Imk
= from within
Agency SitRep o Emergency Management
the center
[} Agency SitRep ¥ Emergency Managemert .
- view frame
Agency SitRep ¥ Emergency Manage ment Opens the
D Critical Assets o Dam-MEZ2235E report |n
=] Critical Assets ¥ Dam-ME1245678 VleW mOde.
D Critical Assets 0 Dam-MEZ32245
] Emergency Evert (] 2008 Flood
] Hesspital o] tfzige Medical Center
= Hospital ¥ e Medical Canter
B Hospital s =l
D Incidert é Certral Mzine Madical Certer in Lewiston Uilities Incident- Electrical System Damageﬁ’Fai\ureI
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 | report types , as shown in Figure 31.

Report: Al Reports ~ Wiewby: Evertincident/fctivity -
All Reports By Eventfincident/Activity 2| QM@_D pse Al

Auto Refresh @ oOff () On This screen last updated (00000:00:13)

p——— v | Report Tvp Subject m Responsibility

Last Modified

k Emergency Evert

¥ Flanned Evert
¥ Incident
¥ Planned Activity

¢ Mot Reported

Figure 31 Collapsed Report List
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2.3.6.3. PRINT

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.

Pririt

Click the Print button to send the report to the printer as shown in
Figure 32.
All Reports By Eventflincident/Activity #| Expand Al collapse Al

( ) Auto Refresh @ O () On This screen last updsted (00000322

Figure 32 PrintB utton

2.3.6.4. AUTOREFRESH

Enable the On radio button to force periodic updates of the centerview f r ame 6 1 When the
contents, as shown in Figure 33. Or enable the OFF radio button to update the AutoRefresh
frame 6 sontents manually. is On you

will not have

to use the
Refresh

: button.
Auto Refresh () Off 5 screen last updsted [00:00:00:02)

':', Expand All  Collapse All

Figure 33 Enabling AutoRefresh

2.3.6.5. TRIANGLE ICONS
The center view frame uses collapsible/ expandable triangle icons o 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.
All Reports By EventiincidentiActivity
u . Evert/Inci dent/activity

¥ Emergency Ewveant

®=I anned Ewvent

» Gowernor's Press Conference

Report Typea m MamesSubject

Figure 34 Expanded Planned Event
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The triangle icons  allow you to drill down quickly for the information you require.

Inthe example in Figure 35, t he report for thPowRdwalazzed Event of
Festval6 was found by first c loihbefaré PlagnedBvent,and i angl e i con
then clicking the triangle icon a bef omDewntdwn Jazz Festval ¢ to find the
specific report listing.

All Reports By Eventlincident/Activity
u . Ewentiinci dertActi ity

b Emergency Evert

Report Type Status MarmeiSubject

%ed Ewernt

oot Jazz Festival

] Flanned Evert () Dovwrtorwm Jazz Festival

D Sub-Task Approwval Pending  Crisis action team mesting-E-
D Sub-Task Approwval Pending Lewel 2 Activation of EQC-E-O)
D Sub-Task Approwval Pending Activate Regional JIC-E-Daowry
D Sub-Task Approwval Pending Activate ROSTF 5-E-Downitowwy
D Task Approwal Pending  Orlando Metropolitan Terror R

P FOTUS ¥isit

b Planned Activity

Figure 35 Additional Planned Event Information
To collapse the report list and return to the top -level view, click the triangle icon
¢ nexttothe Planned Event section as shownin 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. TEXT (NAME) LINKS

To view the data associated with an item or report in a list, click its Name link.
Clicking the Name link or the fi2009 Flood 0 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.

= ETe:
3 -NCA =
Emergency Event by Name 2| Expand Al Collapse Al —
[ Create | (_Delete | [ Print ) Auto Refresh @ Of () On This screen Ia=t updated (00:00:00:58] Alerts:0 Unr
=
E®M & cteam: Emergency Event Report - Windows Internet Explorer = e ]

20089 Fload

ance Required

%58 [ ® httpyfpreviem.ne dus/eteam reportfemergencyevent doftarget=read tid=E TREPVZLLI0IA1I5609-etearn 124508671 | 51 |

Worsening

O explosionat irport ) o O impro e — @ rep *
[ pan1 outbresk ¥ nder contral Y gimnie LEL Emergency Event Report [ Update ][ Delete ][ Frint ][ Close ]
7] Hurricane Yerses ¥ Under Control [c] improving 04 “Red Label: indicates = required fisld

Basic Info

] oriznds verronist Twest @) sy ctance Required @ vior=sring "9 | WHAT IS THE CURRENT STATUS OF THIS EVENT?

[T et port Bomb Threat @ Major Assistance Required @ Unkniovm

*Status: *Prognosis:
Red--Assistance Reauired Red--Worsening

'WHAT INFORMATION CAN YOU PROVIDE ABOUT THIS EVENT ?

Report Type: *Event Type:
Emergency: Flood

*Event Hame: Severity:

2009 Flood High

Timeline

Start Date: Completion Date:
05/25/2009 at 10:10 EST

SITUATION SUMMARY

Figure 36 Opening a Report from Its Name Link

2.3.6.7. ICON COLOR CODES

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 Catastrophic
Required
_G Assistance Required Worsening Major
¥

_G Resolved Improving Minor

Unknown Stable Unknown
_@ Closed Closed Closed

Figure 37 Selected Icon Color Codes

COMMON FUNC TIONS

1 Click the
Update

button when

in View mode
to be

launched to
an editable
copy of the
report.

1 The
systemods
color codes

can be
configured

for each
jurisdiction.

The codes on

your system
may differ
from what is
shown in this
module.

™
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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. PAGE CONTROLS

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 shownin Figure 38 to view all the reports.

Click the il button to see the  results on the next  page; Click the A1 button
to see the results onthe previous page.

Report: All Repotts w  View by Eventincidentfactivity -
- "c4 ETeam
&ll Reports By EventilncidentiActivity 2| Expand 4l Collspse Al E e
= - This screen last updated
@ 0Of 000 ooo000:32) Alerts:0  Unread: 0
@ Remove

u. Event/incident/Activity

» Ernergency Ewvent

Last Modified

¥ Flanned Ewent g

b Incidert p
Look For
b Planmead Activity | |

b Mot Reported

D wariarts D Fuzzy

Search In

Figure 38 Page Controls
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2.3.6.9. EXPANSION BARS

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.

- - - . - Syst for: ctea
Map” " Real Time ‘rofile elp "AR ! ard”| Logout | AbOutETeam s_or S
Report:  All Reports v Viewhby Evertincidert/fctivity -
All Reports By Eventfincident/Activity |2] Expand Al Collapse &1
Auto Refresh @ oOf () On This screen l2st updated (00:00:00:51)

u. Eventiincidert ity | Report Type c Responsibility | Last Madified

» Emergency Event

¥ Flanned Ewvent
b Incident
» Plannad Activity

b Not Reported

Figure 39 ExpansionBar  Suppressed

. . - | . System for: ctea

Map | Real Time Msg | Profile | Checklls eln | AR M | Da ard | Logout | About ETeam . . °r o

Report: Al Reports v Viewby: Evertincidentisctivity w
:“04 ETeam ]

All Reports By Eventiincident/Activity 2| Expand #1l Collapse A1 = = Swatonal Response
Auto Refresh @ Off () On This screen st updzted [00:00:00:17) Alerts:0  Unread: 0

R remove

n. [— ivity | Report Type ject | Date | Responsibility | Last Modified

¥ Emergency Event
} Flanned Evert

¥ Incident

¥ Flanned Activity

b Not Reported

p Look For
[ [7] variants  [] Fuzzy

Search In

« ¥ All Reports -

Figure 40 Expansion Bar Retracte d
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24 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 Kk 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 , itis 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

) 'Q) Help 2
Incident Report

CRITICAL INFORMATION

*Location Hame

*Incident Type

Searchifdd

-

»

*Incident Status

Airplane Crazh
Select One -

Azzassinstionsattempt
Autamaokbile Accident
Avalanche
Boating/Shipping Accident
Bricge Damage/Collapse
Building Collapse

1

m

*Lead Agency

Civil Dizturbance Select One -
Computer System Damage/Failure N

Dam FailureDamage Severity:

Dovened Power Ling | & Select One -

Drug Seizure
Earthiquake
Epidemic:
Evacuation
Explosion
Fire
Fire- Starm
Fire- Structure
Fire- il Land
Flooc
Flood- Flash
Freeway DamageiClosure -
—|Harrassment

Hazardous Material Incidert- Biological
ol Hazardous Material Incidert- Chamical
Hazardous haterial Incidert- Oil/Petroleum
Hazardous Material Incidert- Radiological
Hazardous Material Incidert- Unknown &

€ Internet | Protected Mode: On dy v H100% -

Figure 41 New ReportF ormwith  Drop DownM enu Open

You can use text fields, drop down menu sﬂ, 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.

COMMON FUNC TIONS

1 Click the
Submit
button to
save the

report with
the new
information
you entered.

1 Clickthe
Cancel
button to
close the

report and
discard any
changes.
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To move betwe en fields sequentially, press the Tab key. 1 Press

) ) ) Ctrl -C to
To copy information from one text field to another, drag your mouse over the copy; Press
first field to highlight it, and then press Ctrl -C on the keyboard. To place the Ctrl -V to
text into the destination field, click the field, and then press Ctrl -V. paste.
All r eports have control buttons in the upper right . For new reports, ¢ lick the

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

=

3t 1§ Click the Update button to open the report in Edit mode to

update and editthe  data fields .

]

Peit2 _Ji Clickthe Delete buttonto remove the report from the active

view .

Prirt : . ;
- T Clickthe Print button to send the report to the printer

Close

=

i Click the Close buttonto exitthe report  without saving your
changes .

Split

==

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

Ouplicate

=

i Click the Duplicate button to create a duplicate of the report
tobe saved as a new document

——— COPYRIGHT © 2008 NC4
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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.

2 hitp:ffpreview.ncd.us - E TEAM Expan... E| - EJ

[ Expanded Tex Window ]
The fires seem to be moving both 1 _EXpahd IS
WSW and SE with intersection approx available in
Fox Rd & Hills Dr many

system
forms. When
you click the
Expand

button a new
window
opens in
which you
can key
additional
information.

&] Done D Internet

Figure 42 Expanded Text Window
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Review Exercise 1
I Inthis 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 erthat 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 . 1 An
exercise
2. Review and change any information then, ¢ lick the Submit button in the Z?]?Efégt?ng
upper right of  the Personal Profile form to access the application the Personal
Profile form
3. Your Duties Checklist appears if there is a checklist for the selected is located in
position . the Module:

Personal
Profile.

4. Review your Duties Checklist to gain a better understanding of the
duties assigned to yourro  le for the situation

5. Click the Close button inthe 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 Alertsonthe  form.

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

pertinent to the situation
8. Clickthe Close button inthe lower right to close the Alert Bulletin .
9. Gotothe Report Navigation Frame .
10. Select I ncident fromthe Report navigation drop downm enu.

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

a. Agency

b. Name

_—— COPYRIGHT © 2008 NC4
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c. Location
d. Time

e. Event

f. Type

g. Situation Detail

h. Last Updated

i. Latest Situation Detall
i Al

k. Data Sharing Status
I. History

12. Click on Status in the View by drop down menu to return to the
default Incident report  view.

13. Gotothe Center View F rame .
14. Click the Name link of a listed I ncident reportto openitin View mode .

15. Click on each tab on the top of the Incidentformto View the available
information

a. Basic Info
b. Additi onal | 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

_—— COPYRIGHT © 2008 NC4
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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:

1 Common

1 Notification Functions
can be

i Attachments accessed
when a

{1 Distribution & Sharing report is

CREATED or

1 Related Reports
1 AlertBulletin (s)
i Target Alerts

1 GeoLocation

1 Maps Layers, Icons, and Overlays

- COPYRIGHT © 2008 NC4
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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 1 Use
accessed through the Notification tab, or in an embedded section in the Notification
form. to notify both
users and
B &) Heip . non -users
Incident Report about a

report in the

Attachments & Overlays | Distribution & Sharing | Related Reports _ System.

*Red Label: indicates 3 required fie

I Additional Ir (o | Hotification ‘ v 'eo-Location

HOTIFICATION
Send Hotification?f ) “fes] @ Mo
Message (max. 194 charactef for mobile users)

NS E

. 1 Toinclude

Select Recipients { indivicusis)roups Hotification List the URL link
(click 3 link to 384 to the A (olick a link to remove 2 user from the notification listy in the email,

an (E) must
appear
before the
recipients
email
address.
Other Email addresses Wlthout the

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

recipient will
receive the
email

] B } ) ) message
Figure 43 Notification Fields inCreate Mode without the

link.

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 t o t he ap p logincsaréen oto ®@pEen 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 .
- COPYRIGHT © 2008 NC4
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3.1.1.1. 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 natification, while in create or edit mode, enablethe 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. MESSAGE
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. 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

Reci pientés field by cl i cokhpi Name firtkse nektrodthev i d u a l or G

Select Recipients pane. The Sel ect Recipientés pane wil/ popul at

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. OTHER EMAIL A DDRESSES

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 . , iy ou @y o ur. Rgcpientsyw Ilgoode a pt have

access to the application  will receive your email message, but will not be a ble 1 The email

to access the application to view the report. notification
or targeted
alert will be

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

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

Submit
button on the

view the completed  Notification report.

report you
are creating
or updating.

3.1.1.5. COMPLETED NOTIFICATI ON REPORT

A completed Noatification report prior to clicking  Submit is shown in Figure
44
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@ neip .
*Red Label: indicates = required field

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

HOTIFICATION

Incident Report

Send Hotification? () Yes @ No

Message (max. 140 characters for mobi

1 Distribution

0C is activated Level 1. Call 321222333 immediately upon reciept of this message - g rou ps are

A0 apparent terrorist sttack has occured

discus sed in
- detail in the

Select Recipients  {1dwid0dE Groups

(olick a link to add to the notification listy
Developer, Contert- (E) abullzn@@ci

Srounl FULEOC Actha

Adrin,NC4 E Team Support E Team Offline jcomer ford, tick- (E) rick com®

Hotification List

(click a link to remowe a user from the notification list)

Application
Administration
class.

Analyst Coursewsre  Director EOC Dffline

#nderson,Malcolm  Logistics Chisf Mass Care Offline

#rnold Amber ESF & [Fublic Emergency Managemert Offline
Warks)

ba Directar Public Information Network — Offline

©Other Email addresses
[Use the standard email format e g., johndos@eteam com. Separate each sddress with = o

SECCETIT

Figure 44 Completed Notification Report

After clicking the  Submit button, r ecipients will receive email alerts similar to
the onein Figure 45. The email may al so contain a link to the report.

From: ETeam. Pop3@ncs.us [mailbo:ETeam. Pop3@ncs.us]
Sent: Tuesday, August 01, 2006 10:39 PM

s HEE S S e e s

Subject: E Team MNotification

T ou have a new Jurisdiction Sitnation Beport

continue Lo monitor this situation

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

ZHFRtarget=read%Eid=ETREF 714200503470 1-aeteam-
A1S448625320205021 1280 Srepot Type=jurisdiction sitrep

Sent by hessage Center

Figure 45 Sample E-Mail Alert

In addition to the email alert, u sers will recei v e fit aarl geer tthenda user is
selected as a natification 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.
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3.1.1.6. NOTIFICATION STATUS

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

Openthereport by <cl i cki ng o nNamehlmkas shpnm mt digure 46.

Click the Natification Tab as shownin Figure 46.

Figure 46 Checking the Notification Status

Check to view that a fi ¥ dn the Send Notifi cation category as shown in

Figure 46. If the Send Notification category displays
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.

an

1 The
Targeted Alerts
Status button
can only be

accessed in
View mode. Do
NOT Click the
Update button.

inNO, t he
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