
[image: image228.emf]
[image: image229.jpg]



User's Guide
Table of Contents

5Introduction


5PURPOSE


51.1 AUDIENCE


51.2 REVISION HISTORY


51.3 OVERVIEW


51.4 SYSTEM REQUIREMENTS


6Logging in to WebEOC®


62.1 INTRODUCTION


92.2 RETRIEVING MISPLACED LOGIN CREDENTIALS


102.3 FORGOTTEN PASSWORD


112.4 LOGGING OFF


12Control Panel


123.1 INTRODUCTION


17Edit User Information


174.1 INTRODUCTION


174.2 VIEW BOARDS


18Boards


185.1 INTRODUCTION


185.2 VIEW BOARDS


195.3 GENERATING PDF REPORTS


195.4 ADDING A NEW ENTRY


205.5 UPDATING AN EXISTING ENTRY


22Burn Ban


226.1 INTRODUCTION


226.2 DIRECTIONS


226.3 UPDATING AN EXISTING ENTRY


24Calendar (County)


247.1 INTRODUCTION


247.2 DIRECTIONS


257.3 UPDATING AN EXISTING ENTRY


267.4 DELETING AN EXISTING ENTRY


27Calendar (State)


278.1 INTRODUCTION


278.2 DIRECTIONS


288.3 PRINTING


29Critical Facilities


299.1 INTRODUCTION


299.2 DIRECTIONS


309.3 ADDING A CRITICAL FACILITY


30EOC Timeline


3010.1 INTRODUCTION


3110.2 DIRECTIONS


32Exercise Notification


3211.1 INTRODUCTION


3211.2 DIRECTIONS


34IAP (Published)


3412.1 INTRODUCTION


3412.2 DIRECTIONS


34IAP Builder


3413.1 INTRODUCTION


3513.2 DIRECTIONS


3613.3 Cover Sheet


3713.4 ICS 202-Incident Objectives


3813.5 ICS 203-Organization Assignment List


3913.6 ICS 205-Incident Radio Communications Plan


4013.7 ICS 206-Medical Plan


4113.8 ICS 207-Organizational Chart


4213.9 Operations Branch Setup


43KS Weather Board


4314.1 INTRODUCTION


4314.2 DIRECTIONS


44Points of Distribution


4415.1 INTRODUCTION


4415.2 DIRECTIONS


45Radio Call Signs


4516.1 INTRODUCTION


4516.2 DIRECTIONS


46Road Closures


4617.1 INTRODUCTION


4617.2 DIRECTIONS


4617.3 ADDING A ROAD CLOSURE


48Shelters


4818.1 INTRODUCTION


4818.2 DIRECTIONS


4818.3 ADDING A SHELTER


49Water Utility Information


4919.1 INTRODUCTION


4919.2 DIRECTIONS


4919.3 ADDING WATER UTILITY INFORMATION


50ICS Forms


5020.1 INTRODUCTION


5020.2 DIRECTIONS


51Status Board


5121.1 INTRODUCTION


51Chat


5122.1 INTRODUCTION


5222.2 DIRECTIONS


53Contacts


5323.1 INTRODUCTION


5323.2 DIRECTIONS


5323.3 ADDING CONTACT INFORMATION


54Messages


5424.1 INTRODUCTION


5524.2 DIRECTIONS


56File Library


5625.1 INTRODUCTION


5625.2 DIRECTIONS




Introduction

PURPOSE 
The purpose of this document is to provide step-by-step instructions on using WebEOC® as a user, as well as to address the overall conceptual management of an emergency at the State and Local level. This document will outline applicable operational policies/procedures for the implementation of WebEOC®.

1.1 AUDIENCE 
This document is intended for WebEOC® users supporting Kansas Division of Emergency Management (KDEM). Users include but are not limited to: the KDEM, EOC Command Staff, IMTs, IC, response personnel, County Emergency Managers, and other authorized partner organizations and disaster response stakeholders. 
1.2 REVISION HISTORY 

	Version
	Revision Date
	Description

	1.0 
	2012 
	Initial Document 

	
	
	


1.3 OVERVIEW 

WebEOC® is an application used by KDEM personnel, municipalities, County Emergency Managers, and other Mutual Aid organizations to monitor and manage day-to-day activities during an incident. WebEOC® can be used during the planning, mitigation, response and recovery phases of any emergency. All crisis information in WebEOC® will be universally available to authorized users.
1.4 SYSTEM REQUIREMENTS 
Browser: Internet Explore, Mozilla Firefox, Safari
Enable: Pop-ups
Logging in to WebEOC®
2.1 INTRODUCTION

The WebEOC® System Administrator (Kansas Division of Emergency Management’s Communications Unit Leader) assigns a username and password to each member, as applicable. It is the responsibility of your WebEOC® System Administrator to distribute usernames and passwords.
When logging in to WebEOC®, you will be able to select all available Positions that are connected to your name from a drop-down list, and serve or function in that capacity. You can only serve in one position at a time. If you choose to switch Positions, you must log out, log back in, and then select the new Position from the drop-down list. 
Every official Position will have a Position name.

	Step
	Action 

	1
	Open Internet Explorer. 

	2
	Type http://www.kansaswebeoc.com/eoc7/ in the address bar and then press Enter. 

Result: The WebEOC® 7.4 Login window appears. 

	3
	Enable compatibility view by clicking on the broken page icon.

[image: image1.emf]
*Only have to do this once

	4
	Enter the username and password given to you during the WebEOC® Training.
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Username: First.Last

Password: WebEOC2012
*(If you are a first time user, if not, this will be the password you created upon first log-in. For 1st time users the system will prompt you to enter a new password. Enter your passphrase password, 10 characters to include upper case, lower case, numbers)

	5 
	Click [image: image3.jpg]



Result: A secondary login window appears, prompting you to select the Position and Incident you wish to log in to.

* Note: After 3 failed attempts, you will be “locked out” of the system and will need your system’s administrator to unlock your account. 

	6 
	Select the appropriate Position and Incident from the drop-down list. 
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* Note: Most individuals have access to one Position and the active/pertinent Incident will automatically display the default of KS Daily 2012. 

You will only use other Incidents when asked to do so (i.e. Exercises or specific Events like Weather).

	7
	You must either disable Pop-Up blockers from your browser options or allow Pop-ups from the WebEOC® site.

Right-click on the Pop-Up message below your browser toolbar.
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	8
	Select "Always Allow Pop-Ups from this Site" 
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Click Yes from the dialog box to allow Pop-Ups from WebEOC® site.


	10
	Result: If you have logged in successfully, the Control Panel & the Logged In window will appear.
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*You may close the website window


2.2 RETRIEVING MISPLACED LOGIN CREDENTIALS 

In the event you have forgotten your username:
	Step
	Action 

	1
	Click the “Forgot Username/Password?” link in the WebEOC® login window.
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	2
	The following window displays:
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Click Retrieve Username and the email address window displays.



	3
	Click Retrieve Username and the email address window displays.
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	4
	Enter your WebEOC® user email address.

Enter the same address a second time in the Confirm Address field.

Click Continue and WebEOC® will automatically email your username to the address you provided. Your password will remain unchanged.

Note: If the email address entered does not match the username already configured in WebEOC®, the following window will appear, prompting you to seek the assistance of your administrator.
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	5
	Check your email account to retrieve your username.


2.3 FORGOTTEN PASSWORD
If you have forgotten your password, you can reset it:
	Step
	Action 

	1
	Click the “Forgot Username/Password?” link in the WebEOC® login window.
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	2
	The following window displays:
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Click Reset Password.

	3
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Enter your WebEOC® username.

Enter your WebEOC® email address.

Click Continue.

*An email will be sent to you containing a link to reset your password.

	4
	Check your email account. Open email from your WebEOC® Administrator.

Click the link within the body of the email and the WebEOC® Login window appears.

	5
	Type your username.

Click OK and the New Password window appears.

	6
	Enter a new password in both the New Password and the Confirm Password fields.

Enter your passphrase password, 10 characters to include upper case, lower case, & numbers.
Click OK and you will be redirected to the second login window.

	7
	Complete the login using instructions in the previous section.

If you are still unable to retrieve your WebEOC® password, contact your WebEOC® administrator.


2.4 LOGGING OFF 

Before logging off, be sure to save any process(es) / record(s) that may be in progress.

	Step
	Action 

	1
	There are three ways to log off from WebEOC®. 

a. Click the “X” in the Control Panel window Or 

b. Click Log Off from the Control Panel Or 
c. Exit your Web browser 


Control Panel 

3.1 INTRODUCTION 

The WebEOC® Control Panel is the primary navigation tool for WebEOC®. It is a user's means of accessing boards, menus, tools, plug-ins and links. The items that are available to you in the Control Panel are based on your assigned position and user permissions granted to you by the WebEOC® System Administrator; not all control panel configurations will be the same.
The Control Panel is grouped into five (5) sections: Boards, Menus, Tools, Plugins, and Links. Each section may be collapsed or expanded by clicking the section’s heading.
For those users who have administrative privileges, the Admin manager link will display in blue font in the Tools section of the control panel. To access the Admin manager, simply click the Admin link on the control panel. The Admin manager window displays. 
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Above is an example of a typical Control Panel. The name of the Incident in which you are logged-in appears at the center, top portion of the Control Panel. If the displayed Incident name does not match the name of the Incident you should be logged in to (*Current date will always appear in the Incident Name), you can select the correct Incident by click on the Incident Name in blue, and choosing the correct Incident, from the Incident drop-down list that will pop-up. The same is true for your position.

	BOARDS

	Burn Bans

	Purpose/Function: 
Provides a quick, visual status report of the counties currently enforcing a burn ban.

Continuously updated with live-information by either the County Emergency Manager or KDEM Staff.
Availability: 
Counties, ESFs, IMTs, EOC Positions 

	Calendar (County)
	Purpose/Function: 
Provides access to a County based calendar to record events accessible only to the county being used.
Availability: 
Counties

	Calendar (State)
	Purpose/Function: 
Provides access to a State based calendar to record items pushed to the State Significant Board.
Availability: 
Counties, ESFs, IMTs, EOC Positions

	Contacts
	Purpose/Function: 
Contact information the user has inputted.
Availability: 

Counties, ESFs, IMTs, EOC Positions

	Critical Facilities
	Purpose/Function: 
Identify buildings/locations which have been determined as a critical facility in the event of a disaster.

Availability: 

Counties, ESFs, EOC Positions

	EOC Timeline
	Purpose/Function: 

Provides a quick, visual status report of events inputted during SEOC activations.

Availability: 

ESFs, IMTs, EOC Positions

	Exercise Notification
	Purpose/Function: 

Provides the ability to record upcoming exercises at the local and State level.
Availability: 

Counties, ESFs, IMTs, EOC Positions

	IAP (Published)
	Purpose/Function: 

Provides published IAPs (Incident Action Plans)
Availability: 

Counties, ESFs, IMTs, EOC Positions

	IAP Builder
	Purpose/Function: 

Provides access for individuals to build an Incident Action Plan (IAP)
Availability: 

Counties, ESFs, IMTs, EOC Positions

	KS Weather Board
	Purpose/Function: 

Provides a quick overview of National Weather Service (NWS) weather maps, current watches/warning/advisories for Kansas, streaming CNN news, and Fox News links.
Availability: 

Counties, ESFs, IMTs, EOC Positions

	Links Library
	Purpose/Function: 

Provides useful links
Availability: 

Counties, ESFs, IMTs, EOC Positions

	Distribution Sites (View Only)
	Purpose/Function: 

Provides a quick reference of disaster distribution locations.
Availability: 

Counties, ESFs, IMTs, EOC Positions

	Distribution Sites (Edit)
	Purpose/Function: 

Provides a quick reference of disaster distribution locations.
Availability: 

ESF06, ESF08, SEOC Response Section

	Radio Call Signs
	Purpose/Function: 

Provides a quick reference of 800 MHz Radio call signs.
Availability: 

Counties, ESFs, IMTs, EOC Positions

	Rapid Assessment
	Purpose/Function: 

Provides a quick reference of a County’s Status after an incident or disaster.
Availability: 

Counties, ESFs, IMTs, EOC Positions

	Road Closures
	Purpose/Function: 

Provides a quick reference of road closures across Kansas.
Availability: 

Counties, ESFs, IMTs, EOC Positions

	Shelters
Local, Not State Level
	Purpose/Function: 

Identify buildings/locations which have met the sheltering criteria.
Availability: 

Counties, ESFs, IMTs, EOC Positions

	Water Utility Information
	Purpose/Function: 

Provides a quick reference of water utility information, where they are located, and their status.
Availability: 

Counties, ESFs, IMTs, EOC Positions

	BOARDS KansasFusion

	Event Log - County

	Purpose/Function: 
Tracks all activities and actions inputted by a county position, viewable only by that county. 

Availability: 
Counties

	Event Log – State
	Purpose/Function: 
Tracks important information that affects the entire State of Kansas. Tracks what is critical and who has reported it. Provides a real-time chronology of critical information. 

Availability: 
Counties, ESFs, IMTs, EOC Positions

	Position Log
	Purpose/Function:

Tracks all activity that you as an individual using the assigned position have inputted.

Availability: 
Counties, ESFs, IMTs, EOC Positions

	MENUS

	ICS Forms

	To be utilized for operational Incidents

	Status Boards
	To be utilized as view only for disasters, listing Critical Facilities, Points of Distribution, Road Closures, Shelters, and Water Utility Information


	TOOLS

	Chat

	The Chat tool is an instant messaging tool that can be used to communicate with other WebEOC® users. Please note that unlike the rest of WebEOC® information via chat is not saved, and when you leave a chat-room all “chatting” is erased.

	Contacts
	The Contacts tool manages: agency (or person) name, telephone, mobile and pager numbers, physical and email addresses, and special notes or comments for the contact.

It is important to note that the contacts are managed by users, and that only the originator of the entry can edit their entry.

PLEASE ENTER & KEEP YOUR CONTACT INFORMATION UPDATED!

	Messages
	Messages works exactly like any email server. All information sent, and received via Messages are stored and recorded.

	PLUGINS

	File Library
	File Library is used to upload and share documents and files with other users through WebEOC®. It works on the same principle as SharePoint. The file could be a procedure, a situation report, a jpeg file, an image, or other file types. Depending on the permissions granted, users may add, view, and/or delete files from the File Library.

	LINKS

	Facebook
	URL Link to Facebook

	Kansas Responder
	URL Link to Kansas Responder

	KSREADY.Gov
	URL Link to KSReady.Gov

	National Weather Service
	URL Link to the National Weather Service

	NWS Chat
	URL Link to the National Weather Service (NWS) Chat Room


Edit User Information

4.1 INTRODUCTION 

The username on the control panel will be displayed in the upper left-hand corner. By clicking on your name, you will be allowed to edit your contact information.
4.2 VIEW BOARDS

	Step
	Action

	1
	Click on your username.
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	2
	Update any applicable information and click Save.
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Boards

5.1 INTRODUCTION 

Boards allow users to document all of the information, activities/actions, request and task etc. that are performed during an operational period, or staffing shift. Boards are particular and only visible to users in the same County, EOC Section, ESF or External Organization with the exception of the Event Log – State.
**Your choices for posting information within the Boards KansasFusion will be Event Log – County or Position Log. Position Log works the same as instructed below.
**If postings are to be displayed in boards outside your agency or the State Board, make sure the Fusion box is checked. 
5.2 VIEW BOARDS

	Step
	Action

	1
	Click on a Board from the Control Panel. In this example we will be clicking on Event Log – State board.
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Result:  The Event Log – State Board will appear in a separate window.

	2
	You can view the all State entries from this window or change the view to list by Homeland Security Region by selecting Filter and choosing the Region.
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To go back to View All, simply select Filter and choose the desired list.


5.3 GENERATING PDF REPORTS

	Step
	Action

	1
	Follow the directions for Viewing Boards above in 4.2 VIEW BOARDS
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Click on the [image: image19.jpg]Print



Icon found in the upper right hand corner to Print the log in the current viewing form.


5.4 ADDING A NEW ENTRY

	Step
	Action

	1
	Click on a Board from the Control Panel. In this example we will be clicking on Event Log - County 
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Result: The Event Log - County will appear in a separate window.

	2
	Click on [image: image21.jpg]| New Record




Icon
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Result: The NEW RECORD window appears.

	3
	Complete all the fields for the new record.
Date/Time: Will automatically generate but by clicking the calendar icon you can select a date and modify the time by clicking inside the field. 

Event Type: select from drop-down bar. 

Priority: select the level of importance: (Flash, High, Medium, or Low).
Point of Contact Name: input name

Contact Number: input telephone number.
Address/Location: input address
Lat/Long: will be generated if correct address is inputted and “Get Address” is selected.

Attachment 1/2: attach any important supporting documentation.
Details: include any important information as text.

Post to State Event Log: Select for State significant information.

	4
	Click [image: image23.emf]to add the entry to the board. 


5.5 UPDATING AN EXISTING ENTRY

	Step
	Action

	1
	First Example:

Click on a Board from the Control Panel. In this example we will be clicking on Burn Ban 
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Result: The Burn Ban Board will appear in a separate window.

	2
	Click on [image: image25.png]


 icon you wish to modify.
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Result: The UPDATE window appears.

	3
	Second Example:

Click on a Board from the Control Panel. In this example we will be clicking on Event Log – County
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Result: The Event Log - County will appear in a separate window.

	4
	Click on [image: image28.png]Update Record



 icon you wish to modify.
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Result: The UPDATE window appears.

	5
	Note: You will not be able to modify the text in the Previous Intel. You will need to enter the updated information in the DETAILS field. 
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Click in the DETAILS field and enter the new information.

	6
	Click [image: image31.emf]button when you have finished.
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Result: The system adds the updated information in the Previous Intel field.


Burn Ban

6.1 INTRODUCTION

The Burn Ban Board provides a quick, visual status report of the counties currently enforcing a burn ban. The board is meant to assist the State and PIO with valuable media information. Information is continuously updated with live-information by either the County Emergency Manager or KDEM Staff, based on county proclamations.  Most county proclamations are extended one week at a time, reviewing the information each week.

6.2 DIRECTIONS

	Step
	Action

	1
	Click on Burn Ban board from the Control Panel. In this example we will be clicking on Burn Ban.
[image: image33.png]“Sign In/Out* ee
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Result: The Burn Ban will appear in a separate window.

	2
	All of the entries in the board will automatically default to alphabetical order by County.

To ADD a county, select [image: image34.png]New Record




[image: image35.png]Burn Ban
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[(Browse.
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Save.
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Result: The new box will appear allowing you to input the County, Start Date, End Date, Description, and add an Attachment (i.e. County Proclamation).

	3
	Click [image: image36.emf]to add the entry to the board. 


6.3 UPDATING AN EXISTING ENTRY

	Step
	Action

	4
	To UPDATE an entry, click on the [image: image37.png]


icon within the County’s section.
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Result: The entry will appear with the original text, allowing you to input new information.

	5
	Click [image: image39.png]


 to add the changes to the board.

This is how it will appear once you save your information:
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*Make sure County Burn Ban dates are accurate.
*Make sure you add new transcript above text already listed.

	6
	To review previous burn bans that have expired or been removed, click on [image: image41.png]Burn Ban Query



icon.

A new window will open:
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NOTE: This is a recent feature and will only show items inputted and then removed after 10/1/2012.


Calendar (County)

7.1 INTRODUCTION

The Calendar (County) Board provides access to a County based calendar to record events accessible only to the county being used. This tool could help organize exercises, trainings, and events viewable only to accounts with your county’s or organization’s actions.

7.2 DIRECTIONS

	Step
	Action

	1
	Click on Calendar (County) board from the Control Panel. In this example we will be clicking on Calendar (County) board.
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Result: The Calendar (County) will appear in a separate window.

	2
	To schedule a new event, click on the [image: image44.png]


icon.
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Result: A New Event window will open.

	3
	
Within the New Event, input:

Title
Start Date/Time

End Date/Time
County
Description
If you would like to Push to State Calendar, check the BOX.

	4
	
When selecting the Start Date/Time and End Date/Time, use the sliding scale, press and hold your mouse over the vertical bar and move to the left and right until the correct time is displayed.
Remember to hit [image: image46.png]Done



 icon once complete.

	5
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	3
	Click [image: image48.emf]to add the entry to the board. 


7.3 UPDATING AN EXISTING ENTRY

	Step
	Action

	6
	To Update an event in Training/Exercise Calendar

Click on [image: image49.png]Edit Events



 icon in the upper right hand corner.

[image: image50.png]Add Eve






	7
	The Training/Exercise Calendar will appear.

[image: image51.png]Training/Exercise Calendar

Add New Event | Print PDF |

[Name _________[Start Date
Test Exercise 0912512012 usrzsnmz 092502012
Allen County 09:00:00 hiclicialiest 15:12:25 \M/

The Ellsworth County commi
o o201z lifted the burn ban in this mornings Qo012
jsworth County 15:08:26 lited

B G a2 ez Ford County removed its burn ban
UPDATE to Burn Ban for Grant County: On
91772012, Grant County Com
along with the Grant Coun
have decided to continue with current
burn ban n. Agricultural
crop burning will now be allow, with
guidelines. The guidelines are as follows;
Call Law Enforcement Center (520-356-

[ — a2 3500)of intended burn, and approval. Wind Jorqr 20"

during burn. Can only burn during
daylight hours. Give nameJcontact
information of person doing the burning.
Location of burn (closes cross road). Must
stay with burn until complete. Call Law
Enforcement Center when burn is
complete.





Find the Event you need to edit and select [image: image52.png]


 icon.

	8
	The event will be displayed.

Make your corrections and remember to select the [image: image53.png]


 icon.


7.4 DELETING AN EXISTING ENTRY
	Step
	Action

	9
	To Delete an event in Training/Exercise Calendar

Click on [image: image54.png]Edit Events



 icon in the upper right hand corner.

[image: image55.png]Add Eve






	10
	The Training/Exercise Calendar will appear.
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Find the Event you need to edit and select [image: image57.png]


 icon.

	11
	The event will be displayed.

Select the [image: image58.png]Delete Record



 icon.

*There is no “Are you sure button?”

	Step
	Action

	12
	To Print the Training/Exercise Calendar

Click on [image: image59.png]Print PDF



 icon.

A new window will appear with the inputted data. 
[image: image60.png]g/Exercise Calendar
s [ ovine | eomcirir |





Select the Print icon; or right click and select Print.


Calendar (State)

8.1 INTRODUCTION

The Calendar (State) Board provides access to a State based calendar to record items pushed to the State Significant Board.  Such items include County entered events pushed to the State level and Burn Bans.

8.2 DIRECTIONS

	Step
	Action

	1
	Click on Calendar (State) board from the Control Panel. In this example we will be clicking on Calendar (State).
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Result: The State Calendar will appear in a separate window.

	2
	To display the information, roll over the item.  A box will appear with the content associated with that date.
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*Items may not be edited within the State Calendar Board.


8.3 PRINTING
	Step
	Action

	3
	To Print the Calendar, click on [image: image63.png]Print



 icon.
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	4
	To Navigate through the months, click on the [image: image65.png]


 icons in the upper left hand corner.


Critical Facilities

9.1 INTRODUCTION

The Critical Facilities identify buildings/locations which have been determined as a critical facility in the event of a disaster.

9.2 DIRECTIONS

	Step
	Action

	1
	Click on Critical Facilities board from the Control Panel.
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	2
	The Critical Facilities board will open in a new window.
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All critical facilities across the State should be posted here, provided the counties have either inputted the information.


9.3 ADDING A CRITICAL FACILITY
	Step
	Action

	1
	To Add a new Critical Facility, click on the [image: image68.png]New Record



icon.
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If information should be pushed to outside agencies outside of Kansas, make sure the Fusion box is checked.

*Remember to Update all Facilities you input by clicking on the [image: image70.png]


icon from the Critical Facilities board.

	2
	Click [image: image71.emf]to add the entry to the board. 


EOC Timeline

10.1 INTRODUCTION

The EOC Timeline Provides a quick, visual status report of events inputted during SEOC activations. If used with a computer and projector, key events can be displayed on the wall, notifying staff when meetings and briefings will take place. Not all positions will have this board.
10.2 DIRECTIONS

	Step
	Action

	1
	Click on EOC Timeline board from the Control Panel.
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Result: The EOC Timeline will appear in a separate window.

	2
	To schedule a new event, click on [image: image73.png]New Schedule



 icon.
A new window will appear.

[image: image74.png]Report As [marlo lunsford ~
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Input the Schedule Name and click [image: image75.png]


 icon.

Example: Wildland Fires Summer 2012 or the name of your event.
The User Guide’s Schedule Name is: Test.

	3
	Once your event has been made, you made add key items for the countdown clock.
To ADD events, click on [image: image76.png]Edit Events



 icon.
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The scheduled events will be displayed (the sample does not have any yet).

	4
	Click on [image: image78.png]New Event



 icon.
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Input data and select [image: image80.png]


 icon.

	5
	All inputted events will appear on the main event’s page.
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Once events have been completed, select [image: image82.png]Retumn to schedule



 icon.

	6
	To display all events, click on [image: image83.png]Run Timeline



 icon.

	7
	To scroll events, make sure [image: image84.png]oggle Scroll



 is selected.
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	8
	For stationary display of events, uncheck[image: image86.png]oggle Scroll



.
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	9
	To return to the list of Schedule Names, click on the [image: image88.png]Return to Schedule



 icon. 


Exercise Notification

11.1 INTRODUCTION

The Exercise Notification provides the ability to record upcoming exercises at the local and State level.

11.2 DIRECTIONS

	Step
	Action

	1
	Click on Exercise Notification board from the Control Panel.
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Result: The Exercise Notification list will appear in a separate window.

	2
	The Exercise Notification will be listed by date, furthest out first.
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	3
	To ADD a new exercise, click on the [image: image91.png]New Request



 icon.

[image: image92.png]Report As [marlo lunsford ~
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Start filling out all boxes within the Exercise Notification Form.
*Remember to include the Target Capabilities to be tested and Prior Meetings.

	4
	Click [image: image93.emf]to add the entry to the board. 

	5
	To Update an Exercise, simply find the Exercise and click on the [image: image94.png]


 icon.

Your previously entered information will appear.  Make the necessary changes and click [image: image95.png]


 icon.

	6
	To View an Exercise, find the Exercise and click on the [image: image96.png]


 icon.

A copy of information will open.
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At the bottom you may modify by clicking [image: image98.png]Update Request



; print by clicking [image: image99.png]Print.



; or return to Exercise list by clicking [image: image100.png]Return to List.



.


IAP (Published)

12.1 INTRODUCTION

The IAP (Published) will provide a list of IAPs that have been completed and published within WebEOC®.
12.2 DIRECTIONS

	Step
	Action

	1
	Click on IAP (Published) board from the Control Panel.

[image: image101.png]IAP Main View
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IAP Builder
13.1 INTRODUCTION

The IAP Builder will provide all the necessary forms for WebEOC® individuals to complete an IAP; IAP Cover Sheet, ICS 202, ICS 203, ICS 205, ICS 206, and ICS 207.
13.2 DIRECTIONS

	Step
	Action

	1
	Click on IAP Builder board from the Control Panel.
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	2
	The IAP Main View will open in a new window.
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	3
	Start by selecting your [image: image104.png]Add/Update Operational Period



 icon in the upper left hand corner.

The following will appear:
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Be sure to select “Report As” in the drop-down menu and find your name.

Create the Incident Name, Operation Period Beginning, and Operation Period Ending. Select [image: image106.png]


 when complete.

	4
	Click [image: image107.emf]to add the entry to the board. 


13.3 Cover Sheet

	4
	To View and Edit your IAP Cover Sheet, click on [image: image108.png]


 within the same line.

The Cover Sheet will appear:
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	5
	To Edit the Cover Sheet, select [image: image110.png]Edit IAP Cover Sheet




The following will appear:
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Make sure you complete each box and select [image: image112.png]


 once complete.

*An image may be uploaded to the Cover Sheet by selecting[image: image113.png]


.

	6
	Once complete, the IAP Cover Sheet will appear with the appropriate changes. You may print by selecting [image: image114.png]Print IAP Cover Sheet



 or return to the IAP Main View by selecting[image: image115.png]‘Return to Main View



.


13.4 ICS 202-Incident Objectives

	7
	To View and Edit the ICS 202, click on [image: image116.png]


 within the same line.

The ICS 202-Incident Objectives will appear:
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	8
	To Edit the ICS 202, select [image: image118.png]Edit This Page




The following will appear:
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Make sure you complete each box and select [image: image120.png]


 once complete.

*Files and Pictures may be added by clicking[image: image121.png]/Add Objective



.

	9
	Once complete, the ICS 202 will appear with the appropriate changes. You may print by selecting [image: image122.png]PrintICS 202



 or return to the IAP Main View by selecting[image: image123.png]‘Return to Main View



.


13.5 ICS 203-Organization Assignment List

	10
	To View and Edit the ICS 203, click on [image: image124.png]


 within the same line.

The ICS 203-Organization Assignment List will appear:
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	11
	To Edit the ICS 203, select [image: image126.png]Edit This Page




The following will appear:
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Make sure you complete each box and select [image: image128.png]


 once complete.

	12
	Once complete, the ICS 203 will appear with the appropriate changes. You may print by selecting [image: image129.png]PrintICS 203



 or return to the IAP Main View by selecting[image: image130.png]‘Return to Main View



. 

	13
	By selecting [image: image131.png]View ICS 207



it will bring up the Organization Chart, which you can[image: image132.png]| Edit This Page |



, [image: image133.png]Print ICS 207



, or [image: image134.png]Return to Main View



.
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By clicking on the [image: image136.png]View ICS 207



 you will see an Organizational Chart that you can print by clicking on [image: image137.png]Print ICS 207



.




13.6 ICS 205-Incident Radio Communications Plan

	14
	To View and Edit the ICS 205, click on [image: image138.png]


 within the same line.

The ICS 205-Incident Radio Communications Plan will appear:
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	15
	To Edit the ICS 205, select [image: image140.png]Edit This Page




The following will appear:
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	16
	Click [image: image142.emf]to add the entry. 

	17
	Once complete, the ICS 205 will appear with the appropriate changes. You may print by selecting [image: image143.png]Print ICS 205



 or return to the IAP Main View by selecting[image: image144.png]‘Return to Main View



. 


13.7 ICS 206-Medical Plan

	17
	To View and Edit the ICS 206, click on [image: image145.png]


 within the same line.

The ICS 206-Medical Plan will appear:
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	18
	To Edit the ICS 206, select [image: image147.png]Edit This Page




The following will appear:

[image: image148.png]KS Daily 2012
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	19
	Click [image: image149.emf]to add the entry. 

	20
	Once complete, the ICS 206 will appear with the appropriate changes. You may print by selecting [image: image150.png]Print ICS 206



 or return to the IAP Main View by selecting[image: image151.png]‘Return to Main View



. 


13.8 ICS 207-Organizational Chart

	20
	To View and Edit the ICS 207, click on [image: image152.png]


 within the same line.

The ICS 207-Organizational Chart will appear:
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	To Edit the ICS 207, select [image: image154.png]Edit This Page



and it will take you back to the ICS 203-Organization Assignment List page.
*Make sure you complete each box and select [image: image155.png]


 once complete.


13.9 Operations Branch Setup

	22
	Once you have completed each section, click on [image: image156.png]Operations Branch Setup



. To add a branch, click [image: image157.png]‘Add Branch



. A new Record will appear.
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	23
	Click [image: image159.emf]to add the entry to the board. 

	24
	After completing your branch, you will return to the list view of branches.
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The Operations branches created will appear below the standard flow chart.
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	24
	Once you have completed each section, you are prepared to [image: image162.png]View / Print IAP



 your IAP.

If everything looks correct, select the[image: image163.png]Print IAP Master View



or[image: image164.png]"Print PDF



. After you have printed, don’t forget to Publish by selecting[image: image165.png]Publish



. 


KS Weather Board

14.1 INTRODUCTION

The KS Weather Board will provides a quick overview of National Weather Service (NWS) weather maps, current watches/warning/advisories for Kansas, streaming CNN news, and Fox News links.

14.2 DIRECTIONS

	Step
	Action

	1
	Click on IAP Builder board from the Control Panel.
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	2
	The National Weather Service webpage will open in a new window.
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You will be able to navigate throughout the page and view State Warnings, view streaming CNN and Fox News, and select items from weather.gov website.


Points of Distribution

15.1 INTRODUCTION

The Points of Distribution Provides a quick reference of disaster distribution locations.

15.2 DIRECTIONS

	Step
	Action

	1
	Click on Points of Distribution board from the Control Panel.
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	2
	The Points of Distribution board will open in a new window.
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This page will inform you of any sites currently open during a disaster that would be distributing items.

Along the top, you can choose to Filter your selection by region, or Search for a particular item.


Radio Call Signs
16.1 INTRODUCTION

The Radio Call Signs provides a quick reference of 800 MHz Radio call signs.
16.2 DIRECTIONS

	Step
	Action

	1
	Click on Radio Call Signs board from the Control Panel.
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	2
	The Radio Call Signs will open in a new window.
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	3
	Along the top, you will be able to switch from[image: image172.png]Amateur Radio



,[image: image173.png]First Responder



, or [image: image174.png]KDEM



radio calls.

	4
	To Add a New Record, select[image: image175.png]New Record
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*Make sure you select the appropriate Type (i.e. Amateur Radio, First Responder, or KDEM).

	5
	Click [image: image177.emf]to add the entry to the board. 

	6
	You may Update your information by clicking on the [image: image178.png]


icon.

*Please only update your information.


Road Closures

17.1 INTRODUCTION

The Road Closures board provides a quick reference of road closures across Kansas.

17.2 DIRECTIONS

	Step
	Action

	1
	Click on Road Closures board from the Control Panel.
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	2
	The Road Closures board will open in a new window.
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All road closures across the State should be posted here, provided the counties have either inputted the information or told KDEM to.


17.3 ADDING A ROAD CLOSURE

	3
	To Add a new Road Closure, click on the [image: image181.png]New Record



icon.
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*Remember to Update all Road Closures you input by clicking on the [image: image183.png]


icon from the Road Closures Board.
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	4
	Click [image: image185.emf]to add the entry to the board. 

	5
	For a direct link to the Kansas Department of Transportation available camera, click on[image: image186.png]KDOT Highway Cameras



.

You will be redirected to KDOTs website.
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Shelters
18.1 INTRODUCTION

The Shelters board identifies buildings/locations which have meet the sheltering criteria and have been determines safe for occupancy by the State of Kansas.
18.2 DIRECTIONS

	Step
	Action

	1
	Click on Shelters board from the Control Panel.
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	2
	The Shelters board will open in a new window.
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All Shelters across the State should be posted here, provided the counties have inputted the information.


18.3 ADDING A SHELTER

	Step
	Action

	1
	To Add a new Shelter, click on the [image: image190.png]New Record



icon.
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*Remember to Update all Shelters you input by clicking on the [image: image192.png]


icon from the Shelters Board.

	2
	Click [image: image193.emf]to add the entry to the board. 


Water Utility Information

19.1 INTRODUCTION

The Water Utility Information board identifies locations that currently have restrictions.

19.2 DIRECTIONS

	Step
	Action

	1
	Click on Water Utility Information board from the Control Panel.
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	2
	The Water Utility Information board will open in a new window.
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All Water Utility Information across the State should be posted here, provided the counties have inputted the information.


19.3 ADDING WATER UTILITY INFORMATION
	Step
	Action

	1
	To Add new Water Utility Information, click on the [image: image196.png]New Record



icon.
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*Remember to Update all Water Utilities you input by clicking on the [image: image198.png]


icon from the Water Utility information board.


ICS Forms
20.1 INTRODUCTION

The ICS Forms are to be utilized for operations Incident.
20.2 DIRECTIONS

	Step
	Action

	1
	Click on ICS Forms menu from the Control Panel.
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	2
	The ICS Forms board will open in a new window.
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Select which forms you need to complete. It is suggested you have taken the appropriate courses before completing these forms.


Status Board

21.1 INTRODUCTION

The Status Board provides an all in one access point for Points of Distribution, Road Closures, Shelters, Water Utility Information, and Critical Facilities. For directions on each of those boards, see in previously stated sections.
Chat

22.1 INTRODUCTION

The Chat tool is an instant messaging tool that allows users to send messages to each other from an existing chat room. The “chat” feature is the most informal form of electronic communication available within the system. Chat is not archived by the server. As such, DO NOT USE the Chat tool for missions assignments or messages of significance.
22.2 DIRECTIONS

	Step
	Action

	1
	Click on Chat tool from the Control Panel.
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	2
	Select the name of the chat room that you wish to enter.
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	3
	Users, on the left, will list current participants. Messages, on the right, will be the message panel. Upon entering a room, the message panel will be empty.
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Type your message in the box on the bottom (circled above).

Click [image: image204.png]Send



 or press the Enter key to send your message.

Result: Your message will be added to the Messages pane.

Note: You will see all of the messages posted by the participants.

	4
	Click [image: image205.png]Leave Room



to leave the chat room.

	5
	To Add a new chat room, click [image: image206.png]Add Chat Room



.

Name your chat room and select participants you would like to have access to.
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Highlight all positions and select the[image: image208.png]


. Select [image: image209.png]


 when you are done.


Contacts
23.1 INTRODUCTION

WebEOC® contains one contact database. Information recorded for each contact includes, but is not limited to, agency (or person) name, office/mobile telephone numbers, email addresses, and special notes or comments for the contact. Users will be able to add their own contacts and edit those contacts that they create, but will not be able to view or edit contacts that were created by another user. The Contacts board is designed this way for confidentiality purposes.
23.2 DIRECTIONS

	Step
	Action

	1
	Click on Contacts found in the Tools section from the Control Panel.
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	2
	To edit your contact information, click on your name.
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Result: the Edit Contact window appears.

	3
	Fill all fields and once you are done click [image: image212.png]


.


23.3 ADDING CONTACT INFORMATION
	Step
	Action

	1
	Click on[image: image213.png]Add Contact



 found in the Contacts window.
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Complete all fields and select[image: image215.png]


.


Messages
24.1 INTRODUCTION

The Messages tool allows WebEOC® users to communicate with each other via an internal messaging link. Users can send email messages to email accounts internal and external to WebEOC®. All messages sent or received by the user are seen by all users regardless of the incident that the user is logged in to. Since messages are “real time” and there is no “queuing” system, they will not be received if the intended recipient is not logged in. As such, messages are not considered formal communication. No mission assignments or resource requests should be conveyed via “messages.” 
If you have a new message, you will receive a pop-up notification at the bottom of the Control Panel.
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24.2 DIRECTIONS

	Step
	Action

	1
	Click on Messages found in the Tools section from the Control Panel.
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	2
	Click on the name in the From column to open the message.
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Result: The Message Detail window appears.

	3
	Click [image: image219.png]Reply



or [image: image220.png]Forward



 to reply to or forward the message.
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	4
	Complete the following fields:
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Click on the[image: image223.png]


to expand each section.

Note: To send a message to multiple recipients, press and hold the CTRL Key and click each recipient user, group, and/or position. To deselect a choice, press and hold the CTRL key and then click once on the choice to deselect. Select [image: image224.png]Browse.



 to choose a file to attach.

	5
	To spell check your message, click [image: image225.png]Spell Check



.

	6
	Click [image: image226.png]Send



to send the message. After you send your message, you will automatically return to your Messages Inbox.

Note: The recipients of your email will receive a pop-up notification at the bottom of their WebEOC® Control Panel notifying them of the new message.
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File Library
25.1 INTRODUCTION

File Library is used to upload and share documents and files with other users through WebEOC®. The file could be a procedure, a situation report, a jpeg file, an image, or other file types. Depending on the permissions granted, users may add, view, and/or delete files from the File Library. 
If a user has access to View Files, they can view-only all files in the File List window.

Users who are unable to access the File Library or require edit and/or delete permissions should see the WebEOC® administrator to determine their privileges.
25.2 DIRECTIONS

	Step
	Action

	1
	Click on File Library found in the Control Panel.



	2
	Select the File you would like to open.
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