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I. System Basics

Site Addresses
Training Site URL: http://159.121.130.141/opscentertraining. For training, exercises, and testing of candidate

changes such as software configurations or network adjustments.

Live Site URL : http://159.121.130.140/ opscenter. For real emergencies/situations only.

Example of User Login Screen after successful navigation to a Live Site:

3 DpsCenter Log On Page - Microsoft Internet Explorer
Fis Bl Wew Faertes Took Help

i

i gm G I | ﬂ ' Llam nw niddrunn fram abave

sanpis o ALERTA

WO, FhaEsT L og

Woms Uses I}

Pasisdond
[PRaEainik B e STt

CorCarter ond Oqm 43 Y LA ]
Copvigh TR, 8 Plgkén Maparead

* | fmagHg - H,jE‘:iiﬂ-;-l] &) %3 |= Qwraam:amw_m_mm..m
&]ors 0 Fimnet

3

X

System Needs

Users access OpsCenter via a browser, Microsoft Internet Explorer version 5.5 or higher.

3 DpsCenter Log On Page - Microsoft Internet Explorer g |
Fl= Ecit Vew Fowories Took Help, r
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II1. Logging In
Logging into OpsCenter involves two screens shown below. Users need a user name, 1D, and password.

User Name

The User Name format is “first initial and seven (7) letters of your last name” and appears at the top of the
Navigator.

Password and User ID

Your OpsCenter Administrator provides your User ID and password. Example of the User Login Screen after
successful navigation to the Training Site:

Login Screen
for
Training Site.

raweaze s ALERTA ™
Welcome, PleaseLog In 1. Enter your User ID.
iy
Passwurd!uuuu Y

(Passwords are case senstive)

e 2. Enter your Password.
| need hiedp lodging in.

"
™

Ops=Center and Aert Technologies are trademarks of Aert Technologies Corporation
Copyright 2000, Al Rights Reserved.

3. Click Log In.

|
|
|
|
|
|
|
|
i Your User ID|YDurID ——1——
|
|
|
|
|
|
|
|
|

* 4

Logging In 6
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Roles and Contact Information

Once the system validates your User ID and Password, the My Information screen appears. OpsCenter is a
role-based system and requires at least one role to log in.

My Information

. Submit

P
1. Select at least Roles You are Authorized to Perform
one role. Cherck all roles you wish fo perform dunng this session
o g
- [lEms
Fire
' 1 Hazraat
2. ".J?rdate g_oma':t Please Update Your Contact Information
information. 3. Click Submit.
\ b, Where are you physically located at thrs moment?

Current Location | Statle ECC

Enter the varfous ways that you may be contacted at any fime.

Primary Phone | 502-373-7727 |

Cell Phone [Use: Primary
Pager Humber | o o ]
FAX Humber |sena70-9999

E-Mall Address |7 ouDgBusm, state v us

Any changes you make will be saved automatically,

Logging In 7
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III. Terminology

The main interface for OpsCenter users is the environment depicted below. The two sections are the
Navigator (left side) and the Work Area (right side). The Work Area shown below includes both a status
board (Requests All) and a form (Request Details) associated with the highlighted record in the Status Board.

L o
Requests AR
B T ST 1 e et
Ragezal Susmmmary BmzuemE (LR ] Bmzum AzzurEl Jurimsicioe Regeenl
Type Frcesitg = 1] durrdier 1 m
iy )
:ﬂ'&w ; Boapd
2 (Each Row
Catagon Dty \
bl 5 & Recoed)
L]
Cvegn Daty
BEecrnds [ Topuar
L]
*+
HeguestTetalls (Raad OAN 3
o FEspet (Wb Rrie
o+ ExshEgls af T o L A LT 1 bRy el o e e 2 SR TR Pepbanl i il 30 o il Dol oF AT as
o Rl Ciggireg rafirct by e Aalch provided
Mavigangg | | S
A et _
1‘;*5'—'3 TOAH o Ko o5 chas e 13 (U ST P T 00 PG FLET 28 HabT g IR Rgielad PrRod dl il Wil el s s
:.;LI.E::E:}“ I Eoom
L0 Flondung
B Puiir inkeveation Frgiees Sumniay
B Bimde auerdms
m B Pt Tyga
Ee s BT Jridrtien
- Lol T
JMEE‘ o Fatiest (rcaighing
Pepsins A ppasst WEE PO ESF or 3 Ratinndl et o Shae sbanesl HAsn (Eon Pk ) ESFE S I
Ceginenbong Rt i) od B gl 1 e 85 1) Whd arsad b 19 SIRRE e Ede &
L Wbkt By ] 2 shofl wrien stk oogs or phaore ol Fsediel iry sraies o1 podaie) =
Navigator

Section on the left hand side of the OpsCenter Screen. Provides shortcut lists of categories and links most
useful for specific role(s).

Role Selector

Dropdown box on Navigator where user chooses an authorized role from the role(s) selected on the My
Information screen. Selecting “All” displays all links (Read permission or higher) for all roles in dropdown.

Rake Salacios

oraat it o JLLERET &

Rofe Seletha
Dirapdorsm

Terminology 8
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Hover Help

A Hover Help box automatically pops up when the cursor moves over an area on the screen (or text box in a
{Enter a unique name For the incident. |

form)--as long as that area/text box includes help text. For example,

Help Button

The Help button at the top of the Navigator. Clicking on this icon invokes OpsCenter General Help.

Page Control

Some Status Boards consist of more than one page. To navigate from page to page, click on the triangles or

arrows m From left to right; return to the first page, go back one page, go forward
one page, and go to the last page. Use scroll bar on right side of the work area to move the page up or down..

Refresh Button

While the Status Boards refresh automatically on a regular schedule, use this button ﬂ to invoke

an immediate refresh. To refresh the form click on the appropriate row in the Status Board.

Filter Buttons

Filters at the top of status board columns allow users to turn on wl or off Flters OfF

dropdown boxes to specify and display only rows with selected attributes. Generates a more specific view of
the status board.

Export to Excel

Click . ExportioBxesl 1 export entire contents of the Status Board (not limited to entries shown on screen)

to Microsoft Excel®. To use this feature Excel 2000 (or later version) must be installed on user’s machine.
Print Icon

Click E to initiate printing of the current screen, status board, form, or report. Requires access to a
compatible printer.

Pencil Icon

The # next to an item in the Navigator indicates the _role has permission to add to or change that item.
Without the icon, that role has read-only permission for the item.

Items not displayed on the Navigator (with Role Selector set to a specific role or All) indicates the user is not
logged in with any role(s) that have any permissions for those items.

POC for Issues / Access

For additional help with OpsCenter issues and access POC’s are:

Doug Jimenez Matt Marheine

Domestic Preparedness Exercise Coordinator / Domestic Preparedness Coordinator / Ops Centet
Ops Center Administrator Administrator

Oregon Emergency Management Oregon Emergency Management

(503) 378-2911 Ext. 22248 Phone (503) 378-2911 Ext. 22239 Phone

(503) 373-7833 Fax (503) 373-7833 Fax

diimenez@oem.state.or.us mmarhein@oem.state.ot.us

Terminology 9
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IV. Incidents

Statewide

Only OEM will add or delete Statewide Incidents to the system; however, additional users at the State level
may have certain edit permissions depicted by the pencil icon & to the left of the Incidents (Statewide) Status
Board on the Navigator.

To find Statewide Incidents
1. Go to the OpsCenter Navigator and click Incidents (Statewide), the link looks like this
2 Incidents (Statewide)

The following example of a status board appears in the Work Area of your computer monitor.

If there are many entries on the status board, it may be beneficial to use the filters on the status board.
If this is not needed, skip the next step.

2

Incidents (Statewide)
NS =TS 14 4 entries1-gors b ) £

¥ Incident £ Incident Name £ Incident Type | & Incident Received | & ECC Activation 4 Incident
Number (ECC) Date Level Status

2008-0038 Northwest Hospital Supply Chain Dust Storm 02/25/2009 Full Activation
Seminar 312
2008-0018 Pacific Storm 2009 Severe Weather 0213/2008 Full Activation
2008-0012 Statewide Test 2 Coastal Ero=ion 021172008 Standby Clozed
2009-0011 Statewide Test Agricultural / WND 02/11/2009 Standby Clozed
2008-0008 Central Oregon Earthquake 2009 Earthquake 02/06/2009 Standby Clozed
2008-1861 OERS Incident Coastal Ero=ion 12/232008 Standby Clozed
2008-1860 OERS Incident Coastal Ero=ion 12/23/2008 Standby Clozed
2008-0000 Oregon SARS Dizeasze Qutbreak 1110572008 Standby Clozed

2. Click on the Show Filters button and choose the appropriate parameters under the column headings to
shorten the list of entries on the status board as needed.
a. This filter capability is a collective filter and will further focus on the incident(s) based on the
number of criteria you select.
b. Example of two filters and the status board after selecting Full Activation and Dust Storm:

I et Type ECC Activabion

Incidents (Statewide)
EEEEETTT 1 Cawecioy £ BT T

Incident Numitser Incident Nam.e Incident Typs Incident Received L ECC Acthration Incident Status
(ECC) Date Lewvel

|~ | JED [ ~]] |~ | NET |

Morthvwest Hospilal Duest Storm
Supply Cham Seminar
2

3. Click anywhere in the row of the incident of interest to learn more about it from the form that appears
below the status board.

Requests 10
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All County

This status board is where jurisdictions can look to see what is currently active throughout the State. Incidents
that are shown on this status board atre those that have expanded beyond the functions of OERS and the ECC
status of Standby. Incidents that will show will have the status of Limited Activation, Full Activation, and
County Only Activation.

OEM will add, edit, or delete this type of incident while local users can edit these if their role(s) include the
Werite permission.

To find All County Incidents

1. Go to the OpsCenter Navigator and click the Incidents (All County) link, #*0cidents (41l ECounies) The
Incidents (All Counties) status board appears in the Work Area, similar to the previous screen shot above.

If there are many entries on the status board, it may be beneficial to use the filters on the status board. If
this is not needed, skip the next step.

2. Click on the Show Filters button and choose the appropriate parameters under the column headings to
shorten the list of entries on the status board.
3. Click on the incident of interest to learn more about it from the form that appears below the status board.

To add data to an All County Incident
1. From the Incidents (All Counties) Status Boatd, click anywhere in the row for the incident of interest.

The row highlights and the form appears below the status boatd as in the example below.

Incidents (AN CoUnGes)
4 4 Eres v ot b ¥ + T T R
incrimT Hama Incidans Typx bridam Fecwiwed Comarry ELCLC Acawebizn
= 117 Lasul
ST K5 Cilarly TEITES Nl iTrie . | Bl Ferbaesd Fibrap® Pl apieatas
| g |
s sl b Bicante CRally BRRE O SRTE =il ERILTERE diaain Full piakine "k
e @y (0ia
i e s P o Apzom (ZREE- 1350 qw . | Eoupdomeri Bz iRl Lanuce Lo S Wi mned
TediE
eyl Bustny B EarThyul ue el S LLET Lo A PLLST S  FL = 1]
Cind
drum Coasnts CEEPP GEWA MWIirY ] BEQSERE dun X e ] 1 Ls) e

¥ NS ST AN R 1 RS G e T
Wikl liakvirear e

Incighant Hpme Farnai® Cearde Terrermmn inoderd T'_J.-'. Zarad

Wik Ty [ECCS Eapges E
ncigers Slaae Qgas -
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2. Click the Edit button and it changes to Release Form--as long as no other user is in the edit mode for this
specific form.
A pop-up window appears if there is another user currently editing this form. Do not over ride users.
Contact the user or Ops Center administrator to resolve
e e |
£ Ses e fon Log On Pagr  MestwhshPorme resg seivorh =
Tiby STy I CLITETATG e SaR1E by Tiobi' wete asriedl edaiag o o
T blwr L 4 Rt FITT 008 H podi mreaar s chet frems edasy, yies may

chick the Orosrmicks”’ Bution badne io tie e Tore drom ol 0
which zane, "tatk’ will izea sl ol ther urasved chang e,

o

| Swe odikess oo og On Page g tntmmat i

3. After adding data in the appropriate fields on the form, click Save. You must click Save to add your data to
the database.

4.  Click the Release Form button and it changes to Edit, which means the form is now available to other
users to add data.

Significant Events

Some incidents have events that take place as the incident unfolds that materially changes the nature of an
incident--these are called Significant Events. For example, an incident might be ‘Hurricane Nicholas’ and a
Significant Event might be “Water treatment plant has lost power. ’.

Significant Events are part of the Incident form. Users must have at least Read permission for this status board.

To find a Significant Event
1. From Incidents (All Counties) status board, click the row of the incident with Significant Event of interest.

The Significant Events section appears neat the bottom of the form as shown below:

Incidents (Al Colntes)
I4 % Enmivies @ t2id3 0 P &£ m m o i
Incidianil Aarmss rcidem Typa Inciian| Apcored Loy ELC Acsumiien
|ECC] Caln L wral
ST 8l TV =02 Ut ETERD0E Luse CHanty Apdvatne (ney
- 14 HEEAT Doty THnen BEaeal e Eiirity e 100 FANTAMY Full G CPyATEe
el |
e g FRER (it Dl CTIER e Bty | DL0R R1RR0 AR Full & CFyatis o
o BRd
Rrrail Cruaca. Foe ond sacvest (e Egretd v i S0 e Livmi P S in e
L ELET]
Lo e Gz San EsTrgune: R TERR R | CRanly Sopaae Qrey | Caodeny
R Gt Claly GREPF adti by Cheraa L O anrn LS B Lais B ) W

Incident [All Counties] Detalls [Raad Oniy)
B N i 8 s

Sigrahicant Events

[wmmiOuie Dt Haparing Cr [&1]

PEAT (Ghalend B & J10al
1 il FEEl 0
ERETTRRBET ARIT & 1250
s 1R A RSN I PR N e i SR ey ﬂ
B 10 SR nltin g ond Bl B3RS A0
TESNETLET S aieg, it it o Peipa gl BEET ST
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To add a Significant Event
1. From the Incidents (All Counties) status board, click the row of the incident for the new Significant Event.

2. Click Edit Form button and the button changes to Release Form.

Add an Incident Event
3. Click the Add an Incident Event button and a sub form appears as

shown below.

Incident (Al Cotintles] Details

| = 8 -~ 8~ A

Sz form e 1o deaerike on s nan
Imcident Event information

Rapaiineg Orgammalin O . -

Eveni Dain TR =+
Ewiall Tima (e
Paraon Reparing Evenl Ackaruee, Ll -
Frenary Erast Lhs RCOSFRNE 00 i Fager

Inecidet Evel Descripton

4. Fill in the appropriate data and click Save.
The Incident form appears and the Significant Event appears in the section Significant Events.
5. Click Release Form to allow other users to edit this form.

To edit a Significant Event

1. From the Incidents (All Counties) status board, click the row of the incident with the Significant Event of
interest.

2. Click Edit and the button changes to Release Form.

3. Go to the Significant Events section near the bottom of the form and click the pencil icon & to the right
of the significant event to edit.

4. Make the appropriate edits and click Save.

5. Check the edits and if okay, click Release to allow other users to edit this form.

Attachments

Attachments may be any type of file, which a web-browser can display, such as images or documents.
Attachments should be limited to less than 100-kilobyte size if possible as the files are uploaded into the
database.

Adding Attachments

A user adding an attachment must have Write permission for the status board of interest.

Requests 13



l.l.“I‘J::l‘l.“l‘;J‘.l‘l“‘l‘;‘“l‘;“l‘;::l‘l.“I‘J::l.l.‘.l‘;:“l‘l"‘l‘;‘:l‘l.“I‘JJ:l‘l.“I‘JJ‘.l.l“‘l‘;‘“l‘;“l‘;::l‘;“l‘;::

OpsCenter Quick Use Guide

June 30, 2009

l‘ l.‘. l‘; :I

To add an attachment to an Incident form

1.
2.

3.

Click the Add Attachment button

Identify and or prepare the attachment--be ready to browse to the location of the file.
Navigate to the appropriate incident form to attach the file and click on the Edit button.

Add Attachment

A sub form opens with a section titled Add Attachment.
Incident (Statewide) Details

This form is used to add an attachment. Once the attachment is added vou should click on it to verifi that it is corrsct.

Add Attachment

Enter the attachment imformation here. Please specify the location, name, and description of the file that you would lile
to attach

Name of the Attachment ISampIe

Description of the Attachment ~ [Explanation of Attachments

File Path IC:\Documems and Settings\HP_A  Browse... |

Fill out the appropriate information in the three fields.
The last field requires browsing to the attachment.
When naming the file do not include the file extension after the name of the file.

Example: Sample.doc should be entered as Sample, see screen shot in Step 3 above.

Click Save and the main form appears.
Check to make sure the attachment appears under the Attachment section of the form and open it by
clicking on the link.

Finding Attachments

A user finding an attachment must have Read permission for the status board of interest.

To find an attachment

1.

2.

Navigate to the appropriate Incident form with the attachment.
Attachments are read-only; therefore, it is not necessary to be in the Edit mode.
In the Attachment section, click the attachment under the column Attachment Name.

Requests
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V. Requests
Request status boards and forms are the means to submit and maintain request information.
Requests All — Local and State Use

Requests submitted to and tracked by OEM are on the Request All status board. Users (Local or State) with
Werite permission for this status board can create, save, and submit requests.

To create and save a request on the Requests All status board

1. Click the Requests All link, & Reguests All,
2. Click New and a blank Request Form appears below the status board.

Go to Request All C :
= " . reatin
e Request Details e Status Board . P
BEg .
| e B - f e s | = Saving
ral 2 aEed 1o rutmir g Ll g o L D ol it L I AT 1D & Srec il Click New button RequeStS
Request Information
7] srinn af the s fz filled ous by the areanizarion that i suiwmining the reouest Provide ar mich E Fillin Request Form I
incidant Hmmber I- 3 '
Click Save
Request Summary |
i f = *
3. Fill out the appropriate fields on the form then click Save. Click Release Form
On the status board the Request Status column will display DRAFT button
for this entry. Saving the request does not submit it to the State for
processing. End
Reminder: Users must click Save to commit data entries to the database.
4. Click the Release Form button and it changes to Edit.
The form is available for other users with Write permissions to edit it.
When a request form is ready to submit, use the procedure below. The user submitting a request must have
Write permission for this status board.
To submit a request on the Requests All status board
1. Go to the Request All status board and click on the row for the request of & b RS A
interest. StatusBoard .
The row highlights and the form appears below the status board in the 7
Work Area. I
. . . . Click individual
2. Click the Edit button and it changes to Release Form unless another user is — -
. . . . q Submitting
in the edit mode for this specific form. Y R
. . . . equests
If there is another user currently editing this form, a pop-up window p—
indicates the form is in use. Edit button
3. Click the Submit button. Y
On the status board the entry under the Request Status column will Py
change from Draft to New with a red background. Submit button
4. Selecting submit will close the request and change the status *
automatically. The form is now available for other users with Write
. . Click Release Form
permission to edit it. e

-—

Requests 15



l.l.“I‘J::l‘;“l‘;:“l‘l“‘l‘;‘“I‘;“l‘;‘:l‘l.“I‘J::l.l.‘.l‘;:“l‘l“‘l‘;‘:l‘l.“I‘J::l‘l.“I‘JJ‘.l.l“‘l‘;‘“l‘l.“l‘;l:l‘;“l‘;::l‘l“‘l‘;:l
OpsCenter Quick Use Guide

June 30, 2009

Users can view the status of requests on the Request All status board. The user viewing the status must have
Read permission for this status board.

To view status of requests on the Requests All status board oran
1. Navigate to the Requests All status board.
If there are many entries on the status board, it may be G0 1o Regquests Al RFW
beneficial to use filters on the status boatrd to display the ¥eatus Board cquests
request or requests of interest. If this is not needed, skip the
next step.
2. Click on the Show Filters button and select parameters as
appropriate. —
Below the column headings on the status board, filters with us redurs Bal vl
parameters appear. These may help shrink the list of entries. Y
3. The Request Status column on the status board provides the
Cllck
current status of each request. Show Filtsrs
Request Status Description *
Action has been created and
Mo, list size okay
forwarded to an ECC Agency St
for action. Filter Farameters

Request Status is: Closed

DRAFT Request is being created by
Local -
Liaison is reviewing. Not ﬂ;:ﬁ:;ll] :

released to Ops

Request Status is: New
Ops Review Ops is reviewing request. No ( :!: )
action assigned

Released to Ops | Request Status is: Open and
forwarded to Ops Chief.

Requests (My Role) — State Use Only

Requests (My Role) is a special status board for use only by designated roles at the state level. To create, save,
submit, and view Requests use the same procedures described above for the Requests All status board. This
status board also has a special feature to create and an action. Users with Write permission can do this.

To Create an Action from the Requests (My Role) status board

1. Click the Requests (My Role) link, # Requests (My Role)

2. Click New and a blank Request Form appears below the status board.
3. Fill out the appropriate fields on the form.

An additional option Ereate Action

things happen:

is available beyond saving it. By clicking this button, three

a.  Creation of an action on the Actions All status board.

b. An Action form opens that is partially completed with information from the Request form.
Handle as described in the next section, “Actions”. See procedure, “To Create an Action on
Actions All status board”.

c.  On the status board the Request Status column will display DRAFT.

4 If Create Action

board.

is not invoked, use the same procedures described above for the Requests All status

Requests 16
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VI. Actions

Manage actions with Actions status boards and forms: (a) Actions All for use by local and state users and (b)
Actions (My Organization) for use by state users. This status board is where one looks for the results of requests. Once
requests are received and processed through the ECC system they are turned into actions that are assigned to a
State agency.

Actions All Status Board — Local and State Use

Local users may have Read permissions for this status board. State users may have Read and or Write
permissions.

To find an Action on Actions All status board

1. Click & Actions Al

If the list on the status board is too large,
it may help to use filters to shorten it. If Go o Actions Al Find

this is not the case, skip the next step. Status Board . Actions
. . —Ehu-w Filte:
2. Click the Show Filters button

and select parameters as needed from the
dropdown boxes.

3. Click the Action of interest in the status board
and the Action form appears with details
about this entry.

Status board
listtoolong ?

Yes, reducelist size.

Click
Show Filters

I

Set
Filter Parameters

No, list size okay.

Clickthe Action of
interest

Action Form appears

Read relevant
details .

-
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CAUTION: It is important to identify actions correctly on the Actions All Status Board—notes on the status
board below point out ways of identifying the cotrect action.

Actions All
BTN TR BT 14 4 priviess. 3013 b £ EETTE PRI

Action Rams 4 incident Bumber Lesd Agency » Agmon arages lunemchon Falnted Reques £

E Tl jam ﬂ' Jain B

frasmr . (3 Asrnmrattys Servicw, Oregon Deptof |

Lamwry, Oregen Dept ot

AT SRS SErvices, O

Filters on. Selecting
actions with Related
Request # 271.

Request #

Adding Actions

The user creating an action must have Write permission for this status board.

To Create an Action on Actions All status board

1. Go to the Actions All status board and click

New.
2. Fill out the appropriate fields on the form and
click Save.. ) ) Go to Actions All
Reminder: click Save to commit data to Status Board.
the database.
3. Click the Release Form button and it changes

to Edit.
The form is available for other users to Click New button Add Action
edit.
from
Actions All

Fill in Action Form
Status Board

Click Save

Click Release Form
button

Actions 18
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Finding Action Status

The user looking for an action must have Read permission for this status board.

To find the Status on Actions All status board

1. Navigate to the Actions All status board.
If the list on the status board is too large,
it may help to use filters to shorten it. If
this is not the case, skip the next step.

2. Click on the Show Filters button

and select parameters as

needed from the dropdown boxes.

3. The Status column on the status board
provides the current status of each action.
Status options are

Action Description
Status
IAOC Agency  Operations  Center
Received Received Action
IARF IARF Processing
[Processing
|Assigned [The Action is assigned
Closed [The Assigned Action Closed
County [This Action is a County Action.

|Action Only

In Review  [The Assigned Action is assigned
and in review

he Assigned Action is in work

he Assigned Action is New
land Not Started

he Assigned Action on hold
pending available resources

ction has not been assigned

Resource Ordered

Resource Enroute

IResource On Site

Resource Demobilizing

Resource Returning to Sender

Actions

Start
Go to
Actions All .
Status Board. Find
Action Status

T

Many Entries
on Status
Board?

]

Yes, reduce list view.

¥

Click
Show Filters

Set

No, list size okay.
Filter Parameters

View Status of
Actions(s)

19
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Adjusting Action Status

The user adjusting action status must have Write permission for this status board.

To adjust the Status on Actions All status board

1. Go to the Actions All status board and click
the Action of interest.
2. Click Edit.
A pop-up window indicates if the form is
in use. Go to Actions All
3. Adjust the entry of the Status dropdown field Status Board .
and click Save.
Reminder: Users must Save to commit
data entries.
4. Click Release Form button and it changes to
Edit.
The form is now available for other users
with Write permissions to edit it.

Click individual
Action

Adjust
Action Status

Click
Edit button

Adjust Status
dropdown box and
Click Save

Click Release Form

Actions 20
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Updating Actions

To update action details on the Actions All status board—such as who does what, where and when—users
need Write permission. To just stay informed about the current updates to actions users need only Read
permission for this status board. Below are the two procedures to read and update.

To read Action updates on Actions All status board

1. Click the Actions Al link, & ctiong Al
If the list on the status board is too large,
it may help to use filters to shorten it. If

this is not the case, skip the next step.
. . —Shaw Fiilbe:
2. Click the Show Filters button
and select parameters as needed from the
dropdown boxes.
3. Click the Action of interest in the status board

and the Action form appears. Read the
relevant updates.

Actions

Go to Actions All
StatusBoard .

!

Status board
listtoolong ?

Read Action
Updates

]

Yes, reducelist size.

Y

Click
ShowFilters

A

No, list size okay.

Set
Filter Parameters

Clickthe Action of
interest

Action Form appears.

|

Read relevant Action
Updates.

-—'
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To update Actions on Actions All status board

Click the Actions All link, & ctions Al

2. If the list on the status board is too large, it
may help to use filters to shorten it. If this is Go to Actios Al Updating
not the case, skip the next step. StatusBoard . Actions

3. Click the Show Filters button $

and select parameters as needed from the
dropdown boxes.

4. Click the Action of interest in the status board
and the Action form appears

5. Click the Edit button (it changes to Release Y
Form) and update the appropriate items on ik
the form. Show Filters

6. Click Save; then click Release Form.

—_

Status board
listtoolong ?

Yes, reduce list size.

I

Set
Filter Parameters

No, list size okay.

Clickthe Action of
interest

Action Form appears.

1

Click Edit and
Update appropriate
items.

{

Click Save;then
click ReleaseForm .

Actions 22
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Actions (My Organization) — State Use Only
Actions (My Organization) is a special status board for use only by state agencies to manage actions.

To Save, Submit, and View Status use the same procedures described above for the Action All status board.

Adding Attachments To Actions — State and Local Use

Attachments may be any type of file, which a web-browser can display, such as images or documents. The user
adding an attachment must have Write permission for the status board of interest.

To add an Attachment on Actions All status board

1. Identify and or prepare the attachment.
2. Go to the appropriate Action form and click

Edit.
3. Click Add Attachment. Identify & Prepare
A sub form opens with an Add Attachment
Attachment section. []
4. Fill out the appropriate information. Open Action Form
5. Click Save and the main form appears. &
6. Check the attachment. (el (311 Eoiten Add
7. Click the Release Form button and it changes Y Atmz}mf‘em to
to Edit. Click cdon
The form is now available for other users Add Attachment

Button
|
A sub fom opens
Y
Enter Data
&
Click Save
1
Main form appears
Y
Click Attachment Link
&
Check Attachment

Y

Close Attachment
&
Click Release Form

Edit button appears

with write permissions to edit it.

End

Finding Attachments To Actions
Users searching for an attachment must have Read permission for the Actions All status board.
To find an attachment to an Action

1. Navigate to the appropriate Action form with the attachment of interest.
2. In the Attachment section, click the attachment under the column Attachment Name.

Actions 23
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VII. Declarations

Manage Declarations using the following status boards and forms: (a) Declarations or (b) Incidents--depending
upon permissions granted to the user’s role.

Finding A Declaration

Users only need Read permissions for the Declarations or Incidents status boards to find a declaration.

To find a Declaration using the Declarations status board

. M e o . . .
From the Declarations status board # Declarations , click the row of the Declaration of interest.

If needed, use the filters to narrow the search by clicking Show Filters @ and select

parameters in the dropdown boxes.
The Declaration Details form appears below the status board.
To find a Declaration using the Incidents (All Counties) status board

1. From the Incidents (All Counties) status board # Incidents (All Counties| , click the row of the Incident
that has the Declaration of interest.

If needed, use the filters to narrow the search by clicking Show Filters @ and select

parameters in the dropdown boxes.
The Incident Details form appears below the status board.

2. Navigate to the Declarations section of this form and click on the pencil icon #* for the Declaration of
interest.

A sub form appears with the same information as the Declaration Details form, except it will not have
the Attachments functionality. Attachments can be added on the parent form, Incident Details.
To find a Declaration using the Incidents (Statewide) status board

From the Incidents (Statewide) status board, follow the same procedure as for Incidents (All Counties)
above—except adjust for the relevant terminology differences.

Adding A Declaration

Users need Write permissions for the appropriate status boards to add a declaration.

To add a Declaration using the Declarations status board

1.  From the Declarations status board # Declarations , click New.
2. Fill in the appropriate data and click Save.

Note that Incident Number is a required field as the purpose is to add a declaration to an existing
incident.

3. Click Release Form and it returns to Edit.

To add a Declaration using the Incidents (All Counties) status board

1. From the Incidents (All Counties) status board # Incidents (All Counties} , click on an existing incident
to add a declaration.

2. Click Edit and the button changes to Release Form.

Declarations 24
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3. Go to the Declarations section near the bottom of the form and click Add a Declaration
Add a Declaration |

4. Fill out the sub form and click Save.
5. Click Release to allow other users to edit this form.

To add a Declaration using the Incidents (Statewide) status board (State users are the only ones who
can add to this status board)

From the Incidents (Statewide) status board, follow the same procedure as for Incidents (All Counties)
above—except adjust for the relevant terminology differences.

Attachments To Declarations

Attachments should be limited to less than 100-kilobyte size if possible as the files are uploaded into the
database.

Finding Attachments To A Declaration

Users need Read permissions for the appropriate status boards (Incidents or Declarations) to find attachments
to declarations.

To find a Declaration attachment
Navigate to the appropriate status board (Declarations or Incidents) that has an attachment of interest and
follow the appropriate instruction below:
. M e o . . . .
a. From the Declarations status board #-Declarations , click an existing declaration and select the
attachment near the bottom of the form.

b. From the Incidents (All Counties) status board # Incidents (All Counties , click an existing
incident and go to the Declaration section of the form. Then select the pencil icon next to the

declaration of interest.

. . i o wridat . L. ..

c. From the Incidents status board (Statewide) oF INCHENtE (StAtEWIAE] (lick an existing incident
and go to the Declaration section of the form. Then select the pencil icon next to the declaration
of interest.

Adding Attachments To A Declaration

Users need Write permissions for the appropriate status board (Incidents or Declarations) to add attachments
to declarations.

To add a Declaration attachment using the Declarations status board
1. Identify and or prepare the attachment--be ready to browse to the location of the file.

2. From the Declarations status board # Declarations , click New.
3. Fillin the appropriate data and click Save.

Note that Incident Number is a required field that associates a declaration with an existing incident.

4,  Click Release Form to allow other users to edit this form.

To add a Declaration attachment using the Incidents (All Counties) status board

Identify and or prepare the attachment--be ready to browse to the location of the file.
2. From the Incidents (All Countes) status board # Incidents (All Counties
to add a declaration.
Click Edit and the button changes to Release Form.

4, Go to the Declarations section near the bottom of the form and click Add a Declaration
Add a Declaration

, click on an existing incident

Rl
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5. Fill out the sub form and click Save.
6. Click Release Form to allow other users to edit this form.

To add a Declaration attachment using the Incidents (Statewide) status board

From the Incidents (Statewide) status board, follow the same procedure as for Incidents (All Counties)
above—and adjust for the relevant terminology differences.
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VIII. Significant Events

Manage Significant Events using the following status boards and forms--depending upon permissions granted
to the user’s role(s): (a) Significant Events or (b) Incidents.

Finding A Significant Event

Users only need Read permissions for the Significant Events or Incidents status boards to find a Significant
Event.

To find a Significant Event using the Significant Events status board

From the Significant Events status board 7 Significant Events , click the row of the Significant Event of
interest.

If needed, use the filters to narrow the search by clicking Show Filters @ and select

parameters in the dropdown boxes.

The Significant Event Details form appears below the status board.

To find a Significant Event using the Incidents (All Counties) status board

1. From the Incidents (All Counties) status board # Incidents (All Counties| , click the row of the Incident
that has the Significant Event of interest.

If needed, use the filters to narrow the search by clicking Show Filters @ and select

parameters in the dropdown boxes.
The Incident Details form appears below the status board.

2. Navigate to the Significant Events section of this form and click on the pencil icon & for the Significant
Event of interest.

A sub form appears with the same information as the Significant Event Details form, except it will not
have the Attachments functionality. Attachments can be added on the parent form, Incident Details.
To find a Significant Event using the Incidents (Statewide) status board
From the Incidents (Statewide) status board, follow the same procedure as for Incidents (All Counties)
above—except adjust for the relevant terminology differences.

Adding A Significant Event

Users need Write permissions for the appropriate status boards to add a Significant Event.

To add a Significant Event using the Significant Events status board

1. From the Significant Events status board 7 Significant Events , click New.
2. Fill in the appropriate data and click Save.

Note that Incident Number is a required field as the purpose is to add a Significant Event to an existing
incident.

3. Click Release Form and it returns to Edit.

To add a Significant Event using the Incidents (All Counties) status board

1. From the Incidents (All Counties) status board # Incidents (All Counties} , click on an existing incident
to add a Significant Event.

2. Click Edit and the button changes to Release Form.
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3. Go to the Significant Events section near the bottom of the form and click Add an Incident Event

Add an Incident Event

4. Fill out the sub form and click Save.
5. Click Release to allow other users to edit this form.

To add a Significant Event using the Incidents (Statewide) status board (State users are the only ones
who can add to this status board)

From the Incidents (Statewide) status board, follow the same procedure as for Incidents (All Counties)
above—except adjust for the relevant terminology differences.

Attachments To Significant Events

Attachments should be limited to less than 100-kilobyte size if possible as the files are uploaded into the
database.

Finding Attachments To A Significant Event

Users need Read permissions for the appropriate status boards (Incidents or Significant Events) to find
attachments to Significant Events.

To find a Significant Event attachment
Navigate to the appropriate status board (Significant Events or Incidents) that has an attachment of interest
and follow the appropriate instruction below:

a. From the Significant Events status board 7 Significant Events  click an existing Significant
Event and select the attachment near the bottom of the form.
4 #Incidents (All Counties)

b. From the Incidents (All Counties) status boar , click an existing
incident and go to the Significant Event section of the form. Then select the pencil icon next to
the Significant Event of interest.

. . i o aride . Lo .

c. From the Incidents status board (Statewide) oF INCHENtE (StAtEWIAE] (lick an existing incident
and go to the Significant Event section of the form. Then select the pencil icon next to the
Significant Event of interest.

Adding Attachments To A Significant Event

Users need Write permissions for the appropriate status board (Incidents or Significant Events) to add
attachments to Significant Events.

To add a Significant Event attachment using the Significant Events status board
1. Identify and or prepare the attachment--be ready to browse to the location of the file.

2. From the Significant Events status board 7 Significant Events , click New.
3. Fill in the appropriate data and click Save.

Note that Incident Number is a required field that associates a Significant Event with an existing
incident.

4,  Click Release Form to allow other users to edit this form.

To add a Significant Event attachment using the Incidents (All Counties) status board

1. Identify and or prepare the attachment--be ready to browse to the location of the file.
q & Incidents (Al Counties)

2. From the Incidents (All Counties) status boar
to add a Significant Event.
3. Click Edit and the button changes to Release Form.

, click on an existing incident
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4. Go to the Significant Events section near the bottom of the form and click Add an Incident Event

Add an Incident Event |

5. Fill out the sub form and click Save.
6. Click Release Form to allow other users to edit this form.

To add a Significant Event attachment using the Incidents (Statewide) status board

From the Incidents (Statewide) status board, follow the same procedure as for Incidents (All Counties)
above—and adjust for the relevant terminology differences.
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IX. Messages

Manage and handle messages with the Messages status board and form. Messages and replies in OpsCenter are
between roles—not between usets.

Messaging in OpsCenter is 7ot designed to track all the diverse information necessary to manage an emergency
response. The content of messages is not available for system generated reports; however, can include informal
discussions if desired,

The management and handling of messages may include a variety of options. Therefore the set of procedures
in this section describe the flow of a message through the following steps: reading, creating, saving , and
sending while incorporating several handling options such as marking the Status.

Reading Messages

Users only need Read permissions for the Messages status board to find a message to read.

To Read a Message on the Messages status boar

1. If there are many entries on the status board, it may be beneficial to use the filters on the status board. If
this is not needed, skip to step 3.

2. Click on the Show Filters button and choose the appropriate parameter under the column headings to

shorten the list of entries on the status board.
3. Click on the message of interest to read more about it from the form that appears below the status board.

Creating and Saving Messages

Users need Read and Write permissions for the Messages status board to create and save messages.

To Create a Message on the Messages status board

1. Go to the OpsCenter Navigator and click Messages, # Messages | The Messages status board appears in
the Work Area

2. Click E and a Message form appears below the status board.
3. Fill out the appropriate fields on the form keeping in mind that messages are to and from roles. Note:
a.  The From Roles dropdown box includes only the role(s) the user logged in with for the current
session. This means a user can send a message from only one of the role(s) selected on the My
Information screen during login.
b. The To Role dropdown box includes all the roles in the system—plus a special role, All Users, for
the purposes of broadcast messages.

4. Click and this will create a new entry on the status board with a Status of - and an entry
of No under the Sent Column.

Save

Saved messages can be edited or sent out at a later time. As with all status boards in OpsCenter, entries must be
saved before adding attachments. Consequently, a message must be saved and then edited to activate the
attachment functionality.

Sending Messages

Messages may be sent before or after saving them. Users need Read and Write permissions for the Messages
status board to send messages.

To Send a newly created Message before saving it
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1. Go to the OpsCenter Navigator and click Messages, # Messages  The Messages status board appears in
the Work Area
2. Click the New button and a Message form appears below the status board.

3. Till out the appropriate fields on the form and click Send Message, Send Message
This will create a new entry on the status board with a Status of New and an entry of Yes under the
Sent Column.

To Send a Message after saving it

1. Navigate to the Messages status board.
If there are many entries on the status board, it may be beneficial to use the filters on the status board. If
this is not needed, skip the next step.

2. Click on the Show Filters button and choose the appropriate parameters under the column headings to

shorten the list of entries on the status board.
3. Click on the message of interest to be sent, then click Edit if changes to the message are necessary.

4. Click Send Message, Send Message
The entry under the Sent Column changes from No to Yes.

Attachments To Messages

As is typical for status boards, entries must be saved before adding attachments in the Edit mode.

To add Attachments to messages
From the Messages status board click on the message of interest, then click the Edit Form button followed by

Add Attachments - AddAttachment
The Message sub form appears—fill out the appropriate information and click Save, Send Message,
Marked Closed, or Marked Working.

Replying To Messages
Use the following procedure to create a reply to a message.

To Reply to Messages
1. Navigate to the Messages status board.

If there are many entries on the status board, it may be beneficial to use the filters on the status board. If
this is not needed, skip to step 3.

2. Click on the Show Filters button and choose the appropriate parameters under the column headings to
shorten the list of entries on the status board.

3. Click on the message that needs a reply and then click .
The Message form appears with pre-populated addresses and other relevant fields.
4. Fill out the message form as appropriate and click Save, Send Message, Marked Closed, or Marked
Working.
5. Asneeded, click to allow others access to the form.

Marking Messages Open or Closed

Once you have received a message it is your responsibility to address the issue presented in the message. Once

the issue has been addressed you must mark the message Mark Closed E‘ If there is further

action needed you can select Mark Working, E‘
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X. Contacts

Manage contacts with the Contacts status board and form.

Finding Contacts

When opening the Contacts status board, it is alphabetized (or sorted) by the Contact Name column. To make
your searches easy use tools such as sorting and filtering. A user needs Read permission for this status board.

To find a Contact on the Contacts status board

1. In the Navigator click the Contacts link # Contacts |
The Contacts status board appears in the Work Area sorted alphabetically by Contact Name. Click on
the row of the desired Contact and the form appears below the status board with details.

If this is not sufficient to find the Contact, go to the next step.

2. Click on the blue triangle in the Contact Name Column heading .

. . . ¥ . .
The triangle flips upside down and changes to yellow . The column is sorted in

reverse alphabetical order. Click on the row of the desired Contact and the form appears below the
status board with details.

If this is not sufficient to find the Contact, go to the next step.

3. Click on other column headings, as appropriate, in the same manner as the previous steps.
Click on the row of the desired Contact and the form appears below the status board with details.

If this is not sufficient to find the Contact, go to the next section below, “Searching for Names”.

Searching For Names

Searching for names may be expedited by use of the filters on the Contacts status board. Filtering shrinks the
list depending upon the attributes of the name or set of names involved.

To search for names on the Contacts status board

1. In the Navigator click the Contacts link #_Contacts
The Contacts status board appears in the Work Area.

2. Click Show Filters E to narrow the search.

Dropdown boxes appear below the title of each column on the status board.

3. Select the appropriate parameters in dropdowns to display only entries on the status board with desired
attributes.
Example below displays filter at top of the Organization column on a status board

& Organization

Washington Coull
Wheeler County

Willamette Falls
Yamhill County ﬂ
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Adding Contacts

Adding Contacts is similar to other status boards in the system. A user needs Write permission for this status
board.

To add a Contact on the Contacts status board
4. In the Navigator click the Contacts link, # Contacts
The Contacts status board appears in the Work Area.

5. Click New ﬁ and a blank Contact form opens below the status board.

6. Fill in the appropriate information and click Save.
A new record appears in the status board. If there are any attachments or other changes to the new record,
click on that row in the status board and the form appears below the status board.

7. Click on Edit Form . S9EF8M 7 2nd it changes to Release Form |
Make the appropriate changes; then click Release Form so others can edit if needed.
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XI.

Administration-User

Manage and update user-specific Contact Information and Role choices with the Administration-User screens. Changes
on these screens affect only the user that is making the changes.

My Information

Every user sees this window as part of logging into the system to select role(s) and update personal Contact Information.

Users can also access this screen without logging off to change their selection of role(s) and or adjust personal
information. examples of when this may be necessaty include, but are not limited to, the following:
a. Users may need to shed some role(s) as a situation expands in scope. Alternatively, users may need to take on

more roles as a situation winds down.

b. Users may need to change locations during a situation. Users can update Contact Information to reflect any
needed changes such as Current Location, Primary Phone, and so forth.

To update Roles and Contact Information on the My Information screen

1. Click My Information link # My Information Navigator under Administration-User category.
The My Information screen appears in the Work Are on your computer monitor.

2. Update choices of role(s) and personal information as needed.
Depending upon your needs, you may or may not include the role you were in before clicking on the My
Information link.

3. Click Submit and a flash bar | ENGNE_EME appears at the bottom of the window while the system is updating.
When the flash bar clears, check the Role Selector at the top of the Navigator to make sure you are logged into
the roles you want.

The example of My Information below includes two roles—and the Role Selector reflects these.

Role Selector
displays Roles
chosen on

Click
My Information
&
Window
displays to
right.

Administration-User

My Information.

rowtett 1T ALERTA

Stafiing Reparts
ZAll Sections

Repors
Bead Clasurs Bepan
Wether egod

Extarnal Links

WS Povtlared
DT TrpCheck
AdministrationUser
& Change My Pacoword
# My Infarmateon
A by Matfeation Sefiings
FHiy Ogbams
Adiministration. System
F Coanies
JI*.EJ;'.I:maI Links
‘

walcoma Your Name Here...

Roles You are Authorized to Perform

Cheek all roles you wish fo perform during ihis session
1% ECC Computer Suppare
1™ ECE Messangsr

¥ ECE Sacurity

Please Update Your Contact Information

Where are you physically located i ths moment?

Cusrent Locatian |ECE,

Entar the varous ways tal you may be contached at any fme
Primary Phone  [s0999ssass

Call Phone T

Pager Mumber  [7777777777

FAX Number  [eeGgensses

E-Mall Address  [ymumamanare@sampiedomain com

Ay changes you rake sl e savsd Gutomsicsly

Roles

Only two

selected for

this sessi

Updated

on.

Contact
Information
reflected

across
system.
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Change My Password
Users can change their own password as needed. OpsCenter passwords must be a minimum of six characters and are
case sensitive.

To change a user’s password
Click the Change My Password link #_Change Wy Password in the Navigator under the Administration-User category.

Follow the instructions in the window below.

F.. Change My Passwaord

Cwrrant |dentity

Wit B4 ¥ el
Fijl M " TN HEE

i yoo wgh i Gienpe ethe o e alore narmen
oA TEr apnisny EnTruEtany

Change Password

E
i |

Aesd Pas i

Corfirm Aew Paspasrd:

My Options

Users can configure two parameters in their own environment with the Options window. Changes to these settings must
be within the boundaties of the OpsCenter System Default settings and include:

a. Display Increments - number of records to display on a Status Board at one time

b. Refresh Interval — time frequency between refreshing the uset’s screen,

Proper settings of these parameters can enhance the user’s interface with the system. For example, Refresh Intervals for
slower connections should be longer than links with higher capabilities.

To update data on the My Options screen
Click the My Options link # Wy Options i the Navigator under the Administration-User category. Follow the
instructions in the window below. Users can not select a refresh rate faster than the server System Refresh Rate.

- Ciptlons

& H

o ity bl e e @ AT S ook el b eed 3i o La?

[ ey | 108 LA UM [Enies & ramiie]

W meommang g PTG I 3 o nanateg pRese, TON e AU mooemeE, ane 33 i
wyimieg ioe DS ponaechong

Drisgilay bnciemss s

Thx PTG CeTErer RO el o AnTaser RERS S st in mimih e s oot
[T PGTERST

Currerd Relreah Irdarel 10 SecondE

b oo itk i s o direeRr Doises Do

 Satma |
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My Notification Settings

Users can specify their notification conditions and the method to be notified.
To configure a user’s personal notification settings
Click the My Notification Settings link # My Notification Seftings in the Navigator under the Administration-User

category. Follow the instructions in the window below.

MR NI RTon B eThnE
e DY e e |

[ el |
st}
[y,
LR ETP
cmmrmE T a W e
CRERTTEry e
[ = [

ey | e PRI TR

s | ar— . —— e e ) —
-5y

i Ferry S LR e . —

Iy P ——— -y Srm—— - ————

tmmry Dary aeen e en i Loy o gy

o — Cmmmm mm o ——

i - Jrr———— -

L

Voand ek e

With the proper authorization, users can set up notifications to any alphanumeric device that has an email address.

A pop-up window notification is a small window that appears in the front of other open windows on a uset’s monitor. It
requires acknowledgement and can be don by clicking the OK button in the window.

An email notification requires that the addressee’s email address must be available and valid. This must be the case
before the notification occurs.

WARNING: Adjusting your notification settings will prompt the system to notify you when ever the issue happens.

Example: Message provided for active roles will prompt a pop-up window every time you get a message. If you select
15 options you will be plagued with pop-ups. Consider this option thoroughly before activating them.
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XII. Commonly Available Features

The table below includes frequently encountered tools or functions in OpsCenter and describes how to use
them. This is for quick reference and is not a complete listing of items in the system.

If you do not find what you are looking for, check in the OpsCenter Users Guide or ask your OpsCenter
Administrator.

Tools & Functions Table

Icon/Function Meaning How to Use

Actions may have one of the following
statuses:

= AOC Received - Agency Operations
Center Received Action.

= ARF Processing - ARF Processing.

= Assigned - Action is assigned.

= Closed - Assigned Action Closed.

= County Action Only - Action created by
a county is a County Action.

Action Statuses | = In Review - Assigned Action is
assigned and in review.

* In Work - Assigned Action is in work.

= New - Assigned Action is New and Not
Started.

* On Hold - Assigned Action on hold
pending available resources.

= Unassigned - Action has not been
assigned.

Click __ #dd Attachment | to enter a sub

form. After entering the data, click Save to
upload a file into the system. See also Sub

Attach a fileto a Form.
form.

Add Attachment

These may be any type of file, which a web-
browser can display, such as images or
documents. Attachments should be limited
to less than 100-kilobyte size if possible.

Back up one step. |Click to return from a sub form to

a parent form without saving any changes
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Icon/Function

Meaning

How to Use

Cancel an action.

One of two buttons that appears when you
are about to execute an irreversible action.
Click OK to proceed, Cancel to stop.

Clear Button.

Clicking on this icon restores the data to a
point in time that it was last saved

Cat:-ell
(==
[

Close Button.

Clicking on this icon closes the window or
form with which it is associated.

Configurable

The ability to replace terminology,
organizational structure, and processes
within the standard product to reflect
organizational specific needs without
rewriting the underlying computer code
(compare with Customize).

Creates a new record
in a Status Board.

Click IE and a new form appears
below the Status Board.

Customize

Rewriting base computer code to meet
organizational needs. Makes upgrading
difficult and increases the costs associated
with upgrading.

Date Format

OpsCenter provides dropdown calendars to
select dates. Consequently, the system uses
a standard format throughout. See also Time
Format.

Delete button

A button that will delete highlighted or
selected items. See button. Use this with
caution. Some actions are not reversible.

Drop-down boxes

Clicking and holding on some active
portions of a screen (usually with a label
and/or a triangle) causes a menu window to
drop down from which you can select from
options offered.

=

Edit Button

Opens a text box, used to add or edit text

Commonly Available Features
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Icon/Function

Meaning

How to Use

E-mail

A message sent electronically over a digital
network.

E-mail Button

Same as the e-mail icon.

Clicking on this icon initiates the E-mailing

E-mail icon process for a displayed report, form, sub
form, or map.
Ent An item or record on a list. Most typically
Y used to refer items on a Status Board.
Events are minor occurrences that happen
when responding to an incident. While
Events

minor, they are of sufficient importance to
record within OpsCenter.

Exclamation mark

An exclamation mark in staffing reports
indicates an un-staffed position.

Esport to Bxcel

Export to Excel

Use this button to export the contents of a
Status Board to an Excel spreadsheet. You
must have Excel version 9.0 or later in order

Button
to be able to export OpsCenter data to
Excel.
Use this button to export the contents of a
p— Export to Word Status Board or Report to a Word document.

A user must have Word version __ or later
in order to export from OpsCenter to Word.

External Links

Links to web-enabled data outside of
OpsCenter. This information can be either
internal or external to your organization.
Use external Links to integrate your
response with other information

management systems.

Commonly Available Features
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Icon/Function Meaning How to Use

Buttons labeled 'filter' are normally drop-
down menus that allow the user to simplify
the contents of a list. Filters offer a means
of selecting or deselecting rows in a Status
Board or report. It is usually best to filter
before sorting.

Filter

Buttons labeled 'filter' are normally drop-

down menus that allow the user to simplify

Filter Buttons the contepts of a list. Ellters offgr a means
of selecting or deselecting rows in a Status

Board or report. It is usually best to filter
before sorting.

Click S FE= ¢, display filters near top
of each status board column. Then select
attributes in dropdown boxes as appropriate.
Example below displays filter at top of

Filters rows in a -
Organization column on a status board

Status Board to
Show Fiters | display only entries | IS ik
with selected. Washington Coull
attributes. Wheeler County

Willamette Falls
Yamhill County u

Clicking on this icon invokes OpsCenter
General Help.

Help Help Button

Clicking on this icon invokes OpsCenter
Help specific to the viewed screen.

3

Help Icon

Opened by clicking on the help icon or by
Help screens clicking on Help near the top of the
Navigator screen. See also Hover help.

Holding a cursor over form text boxes will
activate 'hover help', a box that appears, to
Hover help briefly describe what that area of the screen
does. Hover help text can be edited by an
IAdministrator.
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Icon/Function

Meaning

How to Use

Large files

Files of over 100 kilobytes may seriously
impede performance of OpsCenter terminals
that rely on dial-up communication links.

Log Out

Logging-out cancels access to OpsCenter
server

Mapping

OpsCenter functions that provide maps
required for management or information
transfer during response to a situation

My Options

)Allows changes to the refresh rate
(frequency of update) of your display and
the maximum number of rows in a Status
Board to display at a time. The latter is
important because requesting over 25 lines
for hand-held devices, 100 for 28k or 56k
modems, and 500 to unlimited for DSL
connections.

Navigator Categories

Groupings of screen titles in the OpsCenter
navigator.

Navigator Role Lists

Shortcut lists of OpsCenter Categories and
activities most useful for a specific role
managing a specific role. If you have
multiple roles, you can toggle between them
by using the drop-down menu immediately
below the 'log-out' and 'help' buttons in the
INavigator.

New button

A 'New' button appears on many OpsCenter
screens and, generally, brings up a form for
entry of new information.

Normal Mode Icon

'When the Work Area is in projection mode,
much of rest of the OpsCenter content is
obscured. A Normal Mode icon will
normally be present in the upper right hand
corner. Clicking on it will restore the
normal appearance of the OpsCenter Screen.

Commonly Available Features
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Icon/Function Meaning How to Use
One of two buttons that appears when you
OK Button are about to execute an irreversible action.

Click OK to proceed, Cancel to stop.

Override | Override editing by

other user.

Editing control button encountered when
clicking the Edit button and another user is
editing the same form. That user's UserID
displays in the pop up widow. Only one user
can edit an entry at a time to maintain
integrity of the database.

If a user must edit the form; click Override
to take control of the form from the other
user. However, the other user will lose all
their unsaved changes.

Overtime Icon

The Overtime Icon on a Staffing Report
indicates that a user is working beyond the
normal number of hours

Page control

/A section on the top bar of many status
boards and reports that facilitates moving
through multi-page documents quickly.
There are four triangles, facing either left, or
right.

The far left triangle moves to the first page,
the next moves one page earlier, the third
moves one page later, and the last moves to
the last page.

Pencil icon

This image is displayed on the navigator. It
indicates that user has permission to add to
or change this item. An item on the
navigator without the image indicates that
the user has read-only permission. If the
item is not displayed on the navigator, the
user does not have any permission
associated with the item.

Point and click

The process of using a mouse to move a
cursor to a desired point on the computer
screen and pressing the mouse button.

Commonly Available Features
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Pop-up window

A window that appears on the screen. It
may be generated when one points and
clicks on an appropriate area on a screen, or
by a system generated notification. .

Position, Position title

See ROLE. Used in Staffing reports and
elsewhere with the same meaning as role.

Print Icon

Clicking on this icon initiates printing of the

current screen, status board, form, or report.

'Y ou must have access to a compatible
rinter.

Projection Mode Icon

Clicking on the Projection Mode icon on
Status Boards, Report, or Form enlarges the
area occupied by the data. See also Normal
Mode con.

Read Only

Screens and information that cannot be
changed by the user.

Record

1) A computer term referring to a grouping
of fields or data. A row in a status board
may contain several cells, items, or fields
that each contains a separate piece of
information. The row is the record in this
case. 2) The process of entering
information for future use.

Red Fields

A user must enter text into fields in forms or
sub forms that have red labels. before
saving either one. See also Required Text.

Refresh Button

The process of updating information shown
on your Status Board. Most screens
automatically refresh periodically. The user
can manually set the refresh rate by using
the Options screen, located on the
Administration-User category of the
Navigator.
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Icon/Function Meaning How to Use

OpsCenter Reports summarize information
contained in the database that a user may
and may not update. . OpsCenter Reports
Reports are powerful tools for keeping track of the
progress of situation response as it happens
and for review, analysis, and cost
reimbursement activity afterward.

Requests provide a means for organizations
to submit requests for resources, assistance,
information, or a decision. These can be
tracked on the Requests Status Board.

Requests

Red labels for fields indicates that data is
Required Text  [required in order to save it. See also Red
Fields.

The job title of situation management team
members. Invokes a specific set of
OpsCenter tools that are immediately
available to the team member filling the
role. Helps simplify the OpsCenter screens
to improve role execution.

Role

The bar on the Navigator where a user
Role Selector chooses the shortcut bar for an authorized
role

Status Boards

Horizontal groupings of cells or data. Rows

Rows are sometimes referred to as records in the
OpsCenter Status Boards.
A button found on a Form that must be
duwe . .
Save Button clicked in order to save any changes you've

made in the Form or to save a new form.
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El

Sorting Arrows

The process of ordering lists. Usually
alphabetically or numerically in ascending
or descending order. Clicking on column
headers in Status Boards sorts the rows
according to the contents of the cells in the
column. Clicking on the triangle (sort icon)
in the header changes the direction of the
sort (ascending or descending). The yellow
color means it has been activated.

Sorting icon

Clicking on these reverses the direction of
the sort.

Sub forms are triggered by a button to create
a list of items within the parent form. Sub

Sub Form forms can typically be edited thought there
are a few, such as Attachments, that cannot.
Submit button /A button on a screen that submits (sends or

enters) data entered in a form.

Time Format

Military time — 0000 to 2359 hrs

Write indicator

This image is displayed on the navigator. It
indicates that user has permission to add to
or change this item. An item on the
navigator without the image indicates that
the user has read-only permission. If the
item is not displayed on the navigator, the
user does not have any permission

associated with the item.
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Opinions expressed herein are not necessarily those of FEMA
or the Department of Homeland Security.
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