Charlotte County Emergency Management

WebEOC M

Online Training & Refresher

The best way to use this tutorial is to have WebEOC and this

tutorial open at the same time, minimizing and maximizing

each program as necessary. The first two sections “Opening
a new WebEOC Account” and “Logging into and existing
WebEOC account” will give direction on opening WebEOC.
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Opening a new Account in WebEOC

e Contact a staff member at the Emergency Management
Office for an authorization code to gain access to
Charlotte County’s WebEOC. You must be designated
by your department director / manager, through the
Emergency Management Office, as an authorized EOC
representative.

e Copy this link and open in a new browser window:
www?2.charlottefl.com/eoc7 The following screen will

open:
WebEOC 7.2 Login  jmmm mummy i

User: |

Password: |
OK |

» MNew User? Click here to create an account.

= Forgot Username/Password?

e Click on the link that says: New User? Click here to
create an account. The following screen will open:

WebEOC 7.2 Login _i_ |i

Create Account

Please enter the position name and access code provided by your WebEOC Administrator.

Position Name: |

Paosition Access Code: |

oK | cancel |

e Enter the Position Name and Position Access Code that
has been supplied by the Emergency Management
Office. The following screen will open:



Create Account _i_ |

User Name: |
Password: |
Confirm Password: |
Primary Email: |
Secondary Email: | Addl
|7 Remove |
Time Zone: [ Override Server Default Time Zone
| Default =
[~ Use Daylight Saving Time
Cancel |

 Enter your name — last name, first name — no middle
initial

* Enter the password of your choosing — there are no
restrictions or minimum characters. Enter a second time to
confirm.

e Enter your primary email address — this will be the email
address that WebEOC will send your password to if you
forget it. It will also be the address reflected when you send
emails from WebEOC.

» The secondary email address is optional.
Do not change Time Zone information. Click save.

e The following screen will be displayed if you have
entered the information correctly:

Create Account _i_ | i

The new user Eac Joe has been successfully created. Click the OK
button to continue logging into WebEQC as this user.
oK




e Click OK and the following screen will be displayed:

WebEOC 7.2 Login 4|7 ﬂ

Posmon Eoc Staff

Incident:

-

Web EOC User Site

0K | cancel |

» Register for a Position

e The Position field should display the position you logged
in as (usually your department) and the Incident field
will display at least one incident. If there is more than
one to choose from, for the purposes of this tutorial,
select Online Training then click OK. A screen similar
to the following will be displayed:

_ibix
=5
Mallet Gerard as EOC Staff Log Off
Web EOC User Site
Boards
Check In/ Notebook (5]
EMail Board (+ ]
EMC Messages [+ [
EOC Chart 86
EOC IAP List 88
GIS Map Request (5]
Health Care Fac Evac Notice 86
Incident Status (5]
Local Mission Requests 86
Missions List (5]
Press Release (5
Sig Events / Status Dashboard [+ ]
Significant Events [+ [
Sit Rep 88
SitRep - Short (5]
SNP Registry List 86
Menus
Admin and Support Sit Rep » (5]
Tools
Admin (6
Chat a8
Checklists (5]
Messages (5]
Plugins
EM Constellation (5]
File Librarv G =l




e This is the main operating screen you will be using in
WebEOC. All of the functions of the WebEOC program
will originate from this page.

Click here to return to Contents page.




Logging into an existing WebEOC Account

e Copy and paste the following link in a new browser
window: www?Z2.charlottefl.com/eoc7 The following
screen will open:

WebEOC 7.2 Login __
User: |
Password: |

&« Mew User? Click here to create an account.

o Forgot Username/Password?

e Enter your user name (last name first name) and
password. A screen similar to the following will open:

I I -

WebEOC 7.2 Login — |

Position: |_select Position |

lels [Tyl \\Veh EOC User Site

QK I Cancel

& Register for a Position

e Select the Department/Agency you represent and the
current incident and click OK. *For the purposes of this
tutorial the incident is: Online Training



e A menu similar to the one below will display:

/= webEOC 7.2 - Windows Internet Explorer provi
WebEOC 7.2 —

Mallet Gerard == EQOC Staff
Web EOQC User Site

Boards

Check In / Notebook

EMail Board

EMC Messages

EOC Chart

EOC IAP List

GIS Map Request

Health Care Fac Evac Notice
Incident Status

Local Mission Requests
Missions List

Press Release

Sig Events / Status Dashboard
Significant Events

SitRep

SitRep - Short

SNP Registry List

Menus

Admin and Support Sit Rep »
Tools

Admin

Chat

Checklists

Messages

Plugins

EM Constellation

o000 o0O0O0OO0OO0ODOO0O00O0O

0 000 0 DO ODOODEDOOEODOEOBDE

L

e This is the main screen you will be using and it will
provide a link to all the boards that you will need in
WebEOC.

Click here to return to the Contents page.




Logging into an existing WebEOC Account

e Copy and paste the following link in a new browser
window: www?Z2.charlottefl.com/eoc7 The following
screen will open:

WebEOC 7.2 Login __
User: |
Password: |

&« Mew User? Click here to create an account.

o Forgot Username/Password?

e Enter your user name (last name first name) and
password. A screen similar to the following will open:

I I -

WebEOC 7.2 Login — |

Position: |_select Position |

lels [Tyl \\Veh EOC User Site

QK I Cancel

& Register for a Position

e Select the Department/Agency you represent and the
current incident and click OK. *For the purposes of this
tutorial the incident is: Online Training



e A menu similar to the one below will display:

/= webEOC 7.2 - Windows Internet Explorer provi
WebEOC 7.2 —

Mallet Gerard == EQOC Staff
Web EOQC User Site

Boards

Check In / Notebook

EMail Board

EMC Messages

EOC Chart

EOC IAP List

GIS Map Request

Health Care Fac Evac Notice
Incident Status

Local Mission Requests
Missions List

Press Release

Sig Events / Status Dashboard
Significant Events

SitRep

SitRep - Short

SNP Registry List

Menus

Admin and Support Sit Rep »
Tools

Admin

Chat

Checklists

Messages

Plugins

EM Constellation

o000 o0O0O0OO0OO0ODOO0O00O0O

0 000 0 DO ODOODEDOOEODOEOBDE

L

e This is the main screen you will be using and it will
provide a link to all the boards that you will need in
WebEOC.

Click here to return to the Contents page.




WebEOC Basics

WebEOC is a software program known as Critical
Incident Management Software, an application that is
designed to give EOC and field staff a common
operating picture of the event or incident they are
working on.

WebEOC has database characteristics that allow for an
extremely thorough reporting process throughout the
incident. Timely and precise reporting is key to
submitting for federal reimbursement after activations
as well as reviewing how an incident was handled for
planning purposes.

Everyone who works in the WebEOC system will be first
require access credentials through the Emergency
Management Office after receiving authorization from
there department director or manager.

Staff members working in the EOC will be assigned to a
Group and a Position that identifies their role in
WebEOC. The Groups are Public Safety, Human Needs,
Infrastructure, and Administration and Support. The
Positions are in line with the Department you are
representing. For example, a Deputy Chief from the
Fire Department working in the EOC would be in the
Public Safety Group, Fire and EMS Position.

The Charlotte County EOC is set up to reflect the Group
and Position concept and WebEOC reflects the same
structure.

Working in the WebEOC program begins with a home
page or board that links to the functions in the program
that will be useful to that position. The basic board
looks like this:



I.I"‘ WebEOC 7.2 - Windows Internet Explorer pro

Jo
[ lx

WebEOC 7.2

Mallet Gerard 2= EQC Staff
Web EOC User Site

3 |
=

Missions List

Press Release

Sig BEvents / Status Dashboard
Significant Events
Significant Events List

Sit Rep

SitRep - Short

SNP Registry List

Menus

Admin and Support Sit Rep »
Tools

Admin

Chat

Checklists

Messages

Plugins

EM Constellation

File Library

MapTac

NWS Weather Alerts
WebEOC Mapper

Links

Charlotte Alert Sign-in
Charlotte County Webpage Press Release Input Login
Charlotte's Web

CITRIX =

cooooooa

P00 0000 0 DD 0OoODOda

e The names of the boards you have access to are listed.
If the lettering of the board name is black, you have
access to the board. If the lettering is red, you have
access and there is new information there for you to
review.



If the cross next to the board name is blue, you have
access to an input screen to make new entries. Most
boards have been designed to simplify this procedure
and you will input information directly from the display
screens.

If the “X” next to the board name is red, it indicates
that you have that board open.

The Menus section is a link to additional specialized
boards used in the EOC. How to use these boards is
covered later in this tutorial.

There are a number of Tools available to staff in the
EOC. The Tools will be covered later in this tutorial.

There are links provided at the bottom of the board.

These work like any other web page links by simply
clicking on the link name.

Click here to return to Contents page.




Sign In — Sign Out

e It is extremely important that everyone assigned to the EOC
Sign-In and Sign -Out for every shift they work.

e From your main board, click on the “Sign In / Sign Out” link.

Missions List
Press Release

coocooc
< I < < < =

Significant Events

e The following will open:

(] [] )

Name Time In Sign Out Time Out
Mallet Gerard 10/12/2010 10:00:00 10/12/2010 16:00:00
Harper Dana 1011212010 14:36:17

Harper Dana 1011272010 14:33:37 101122010 17:34:05
Mallet Gerard 10/12/2010 09:00:00 10/12/2010 17:00:00
Mallet Gerard 10/12/2010 08:00:00 10/12/2010 14:28:53
Mallet Gerard Oct 12 2010 11:50AM 101122010 14:12:14

e This is usually referred to as a “list display” and has more than
one function. To sign-in for the day, click the “Sign In” button.
The following will open:




Savel Spell Check | Cancel | Retrieve Record |
Report As IMaIIet Gerard j
Agency/Department I

EOC Contact # |
Time In I Cdl@

Make sure your name is displayed, if not, select it from the drop
down list.

Enter the Agency or Department you are representing for this
shift.

Enter the phone number of the phone you will be using in the
EOC.

Click on the calendar image, the following will display:

e Adjust the time in the top boxes if necessary — use “military”
24 hour time.



e Click on the date of entry to enter into the record.

e Click Save to complete the entry, the list display will reappear
with your last entry on top.

Sign Out

e To Sign Out, select Sign In / Sign Out from your main menu.

Missions List (+
Press Release (+
' ashboard (+
Sign In/ Sign Out | (+
Ign In 7 S1gn Out Admin (+
Significant Events (+

e Click on the Sign Out button next to your last entry.

Name Time In Sign Out Time Out
| Mallet Gerard 10/13/2010 08:00:00 ‘
| Mallet Gerard 10/12/2010 10:00:00 1011212010 16:00:00 ‘
| Harper Dana 10/12/2010 14:36:17 ‘
| Harper Dana 10/12/2010 14:33:37 1011272010 17:34:05 ‘

e The following input screen will display:

Update Record 19

Save|  SpellCheck | Cancel |

Report As IMEIIE’L Gerard j

Contact # I
Time Qut I H'@J




Make sure your name is displayed, if not, select it fro the drop
down list.

Enter the number you can be contacted at after you leave the
EOC.

Click on the calendar and follow the same steps as Sign In.
Click save and you will return to the list with your Time Out entry

displayed.

Click here to return to the Contents page.




Position Log

e The Position Log is available for department/agency
representatives to share information within their
department. The information entered throughout an
incident will remain in a list and can be recovered by all
members of that position.

e Click Position Log on your main menu:

Boards
Detail View (+ ]
List View (+
Mission Input (+ %
|Position Log I (+
osition Log Detail (+ ]
Position Log Input (+
Status Update (+ ]
User View (+

e The following list will display:

Web EOC User Site

Position Log
ID Date Event Type Priority Subject Detail
2 02/01/2011 13:48:59 Daily Briefing Low Test Message Detail |
1 012772011 10:44:52 Medical Emergency 2 - High Test Entry Detalil |

e All log entries for your position will display.

e To view the entire entry, click the Detail button; the
following will display:



Web EOC User Site

Position Log

2

Position Log Test
Harper Dana
Mission Task

Test Message Low |

Return to List |

Click the Return to List button to return.

To make a new entry click the New Entry button on the
list display. The following input screen will display:

Sa.vel Spell Check | Cancel | Retrieve Record |

Report As |Ma|let Gerard j

Event Type |”Choose Event Type™ j

Priority I-Select Priority- YI

Subject |
Description =]

=

Select the type of information you wish to convey from
the event list if applicable.

Select the importance of the information.
Give the information a brief title in the subject line.

Enter a thorough description of the information you
need to share.

Click the Enter button when you complete your entry.

Click Here to Return to Contents Page




Significant Events Board

e Throughout an EOC activation it is important that all of the staff
members working there have a good situational awareness of what is
going on, where it is going on, what resources are needed to solve
problems, and who is working on them.

e WebEOC offers an opportunity to easily share what you are working on
as well as learning what other departments and agencies are involved
in.

e The board used for sharing situational information is the “Significant
Events” board; available from your main menu:

Missions List (+
Press Release [+
Sig Events / Status Dashboard (+ e
@iﬁcant Events) (+ ]
Sit Rep (+
SitRep - Short (+
SNP Registry List (+

e Selecting “Significant Events” will display the following list:

wes coc ueer sifAMCen®l

| 10/06/2010 14:24:11 Test Event View | ‘
|09f28!2010 11:56:01 test event for training Viewl ‘
| 092812010 10:54:02 Car Accident View | ‘

e From this list you have 3 selections to choose from; display the
Significant Events for the incident, enter a new Significant Event, or
View the original entry.

e Selecting the Display button, the following screen will open:



Web EOC User Site | |

Significant Events

P N ] s e

Location 26571 Airport Road, Punta Gorda, FL 33982
Status

Description Test Event
Date Entered 10/0672010 14:24:41

Posted

Event Type test event for training
Location

Status

Description a test event
Date Entered 097282010 10:41:34

Posted

e The Significant Events display will continuously scroll through the most
notable events that are occurring as a result of the current incident.

e If you have an event or important information to post, select the New
Event button; the following screen will open:

Savel Spell Check | Cancel | Retrieve Record |
Report As IMaIIet Gerard L!
Event Type |
Address{Number, Street, City, State, I
Zip)
Status |Event Open vl
=
Description
Ei
Latitude I
Longitude |

e Enter an Event Type; i.e. Car Accident, Wild Fire, Building Collapse,
etc.

e If known, enter a complete address: number, street, city, state, zip.

e Leave status on Event Open



e Complete a description of event — be thorough and concise.
e Latitude and Longitude can be left blank.

e Click on the save button and return to the list. Your event will appear
as the first event on the list. It will not appear on the main scroll of
events until reviewed by Operations.

e The final option is to view an entry by clicking the View button; the
following screen will display:

Web EOC User Site

Significant EventsSignificant EventsLREES

Event Type Test Event

Address 26571 Airport Road, Punta Gorda, FL 33982
Status Event Open|

Description Test Event

Latitiude

Longitude

e This board will display all of the information entered for an event.
When done, clicking Return to List will return you to the original
display.

Click here to return to the Contents page.




Local Mission Requests

Prior to requesting assistance from the State or Federal governments
all local resources have to be overwhelmed or exhausted. Every effort
must be made to use our local resources first. The Local Mission
Request board is for requesting personnel, materials, information, and
assistance.

To access the Local Mission Request board click on the main menu:

Boards
Detail View
Local Mission Requests]
VIESSTUTT TP

Position Log

Position Log Detail
Position Log Input

Status Update

Tools

o000 000
I %I I < < e

The following board will display:

Web EQC User Site
New Mission Request

ID  Originator Assigned To Status Detail Update

6  Mission Task Operations [Not Reviewed-| Detail | Update |
7 Mission Task Public Information Complete Detail | Update |
8  Mission Task Forestry Rejected Detail | Update |
2 Mission Task Human Resources Complete Detail | Update |
15 | Mission Task EOC Staff Need Nore Information Detail | Update |
1 Mission Task EOC Staff Assigned Detail | Update |

Missions that have been either requested by or assigned to your
department/agency will display.

Click on Detail to view the complete entry.

To enter a new request click on New Mission Request, the following
board will display:



f_’f'Lm:aI Mission Requests Display - ;IEIEI

Report As |Ma|let Gerard j

Criginator IMissinn Task
Status |-Not Reviewed- @

Assigned To |_Se|ec:t Position j
Description =]

Attachment I Browse. . |

Location Meeded I

Quanitity, Size, Detail |

Contact |

Save | Cancel

cee |i|Page1 of 1 [ Disable Refresh ﬁl

- When entering a new request always leave the status box as not
reviewed, the Operations section will assign and track the status.

- If it is known what department or agency will be responsible for filling
the request select them from the list. If not, leave blank and
Operations will assign the request.

- Regardless of what is being requested, give very thorough
descriptions.

- An attachment may be added to this document by saving the
document as a file in the computer you are working it then selecting it
with the Browse button.

- Complete the Contact and Location boxes for where the subject of the
request is needed and any other identifying information.

- If you need to add more information after the initial entry or the
mission has been assigned to your department/agency and you have
an update regarding the progress of the request, click on the Update
button. The following board will display:



Update Record 6

Save|  Spell Check | Cancel |
Report As IMaIIet Gerard j
Status |-Nm Reviewed- j
Motes -
[
Completed Date/Time I e

- Change the Status to Updated — do not enter any other status —
requests are only closed by Operations.

- Enter a note on how the Status has been updated.
- If the Request has been completed enter the date and time.

Click Here to Return to the Contents Page




Situation Reports

e When activated in response to an incident the EOC
produces a Situation Report every afternoon. The
Situation Report is intended to provide timely
information to various levels of government so they can
respond to our needs accordingly.

e The Situation Report is located under the Menu section
of your main operating board.

SitRep - Short
SNP Registry List
Menus

Admin and Support Sit Rep »
Tools

Admin

+l +

0 € e

e Clicking on the Sit Rep listed under Menu will display an
additional selection of reports.

=1
[Boards N
Admin Sit Rep %]
Budget and Purchasing Sit Rep
PIO Sit Rep G
Punta Gorda Sit Rep %]

e Select the Sit Rep for your Department and click on the
blue cross; an entry screen will display:



(Enty | Sot | Fiter )

Update Record 364
[save] = spellCheck |  Cancel |

Report As IMaIIet Gerard j

SITUATION REPORT: This information will be posted on the MASTER SITUATION REFORT. Flesse indicate the major issues a= they relate to this function. Flesse
keep SITREP as brief as possible without leaving out critical information.

ADMINISTRATION

=l

=

e Complete the Sit Rep with the current status of your
department, accomplishments for the day, and/or
difficulties in the current response.

e The Sit Rep is a continuous report. There may be
information displayed on the screen from the previous
report. That information can be deleted, edited to, or
expounded upon as required. Click save when done.

e Clicking on the Sit Rep for your department, as
opposed to the blue cross, will display a menu of

previously published Sit Reps for everyone who has
reported.

Web EOQC User Site

Report # As of Date/Time Detail
1 09/24/2010 10:00:53 Viewl
1 09/24/2010 10:00:53 Viewl

e You may view previous Sit Reps by clicking the View
button. This is an excellent way to familiarize yourself
with the status of the response.

Click here to return to the Contents Page.




Press Releases

e To input information for a Press Release, click on the Press Release
link on your main menu.

INCIaent STatus [FE-
Local Mission Requests (+ {*]
o i GG
Press Release (+ {*]
Sign In / Sign Out GO |
Sign In / Sign Out Admin (+ %]
Qinnifinant Cuanés =

e The following will display:

APPROVED PRESS RELEASE LIST
Incident:Web EQC User Site

Mew
Release

Printl
Release .
Numbe: Belease Date/Time Approved Title Details
292 07/26/2010 15:28:12 Approved Accident in Tamiami Trail 456 View
277 07/26/2010 14:24:48 Approved PG Bridge Gone View
2594 07/26/2010 15:29:10 Approved WebEQC Training View

e To input a new Press Release, click on the New Release” button; the
following input screen will open:

Save|  Spell Check |

Cancel | Retrieve Record

Release Date

Release Title

Release Details

Attachment
Contact Name

Contact Number

Report As IMaIIet Gerard

=

I1Ua’15f201[] 11:07:32

]

CHARLOTTE COUNTY PRESS RELEASE

Browse. . |

= |

=



Input the information to be given to the media. If you need to include
an attachment, pdf form is recommended; save the document to the
PC you are working on then add it with the Browse button. Make sure
a contact person and number is included for the media to contact for
additional information. When completed, click the Save button.

All press releases will be reviewed by the Public Information
Officer and appropriate Administration personnel prior to
release to the media. The review process is built into WebEOC so
that no initial Press Release inputs will go directly to the press.

All approved press releases can be viewed on the Approved Press
Release List by clicking on the View button next to the release you

want to view.

Click here to return to Contents Page




Email and Messaqing

e Email messages can be sent directly form the WebEOC program. The
email address that you entered when first logging into WebEOC will be
the return address used when you send email. To send an email
message, click on the Email link on your main menu.

P I
Mallet Gerard 2= EQC Staff Log Off
Web EOC User Site
Poards
EMail Board (+ %
EMC Messages (+
EOC Chart (+ %

e The following list will display:

Web EOC User Site

New Message [S\ETIN={F](s

| 0972212010 09:32:22 Test Message gerard.mallet@charlottefl.com

e To send an email, click the New Message button:

Save|  SpellCheck | Cancel |  Retrieve Record |
Report As IMaIIet Gerard j
Recipient@ |
Subject |
=
Message
[«

e Enter the full email address for the person(s) the email is being sent
to.

e Complete the Subject and Message fields then press the Save button
to send the message.



Messaging

e The WebEOC internal messaging system works very much like email
but only for staff that have WebEOC access.

e Click on Messages under the Tools section of the menu:

Tools
Admin
Chat
Checklists
Messages

| I I %]

e The following type of list will display:

Messages

Im Compose |

[From [ Subject [Priority  [Incident |Received | Delete
Stickley Lynne MNew SPN Screen High Web EOC User Site 2010-09-27 13:36:58 il
District 3 RE:Hurricane Information Normal SO Exercise 2 2010-06-30 10:14:02 Ttk
District 3 RE:Hurricane Information Normal SO Exercise 2 2010-06-30 10:11:16 il
District 2 log out Normal SO Exercise 2 2010-06-30 09:56:55 b
District 2 RE:Hurricane Information Normal SO Exercise 2 2010-06-30 09:31:22 il
District 3 RE:Hurricane Exercise Normal SO Exercise 2 2010-06-30 09:03:13 Tith
RE:Hurricane Exercise Normal SO Exercise 2 2010-06-30 09:02:16 ik

CC Jail RE:Hurricane Exercise Normal SO Exercise 2 2010-06-30 08:59:40 fith
RE Test Message MNormal SO Exercise 2 2010-06-30 08:49:20 b

e This is your inbox and you may click on the message to review it.

Message Detall

New SPN Screen
Stickley Lynne
Jeceived 2010-09-27 13:36:58
Mallet Gerard ,
=nt. Web EOC User Site
ity High

I like the new SPN Screen - just put my first one in since you changed it. Very easy! Any word on my 3 hole punch from Office Dept? =

4 M

Reply | Forward | F’n’ntl Bacl-cl




e You may also reply, forward, or print messages from this view.

e To send a message click on compose on the list screen:

Messages

|Inbux j Compose |

| From | Subject
Stickley Lynne New SPN Scree
District 3 RE:Hurricane I

e The following screen will appear:

Compose New Message

To: Users: Groups: Positions
_Select User i’ Administration and Support +||_Select Position i’
Adams Deb BOCC Administration
Agabedis Harry Command Staff Airport Authority
Agabedis Laura EMC Service American Red Cross
Alexander Debra ~||ESi x| |Animal Contral =l
Subject |
Priority: |Nnrma| 'I
=
|-
Attachment: Browse... |

[T Generate Email
Spell Check | Send |

e Messages can be sent to individual users, everyone in a position, or
everyone in a group. By entering an email address after checking
Generate Email you may also send the message as an email to an
outside address.

Click Here to Return to the Contents Page







