WEBEOC GUIDE FOR ICC., MA

Logqging into webEOC

1. open HSEM homepage www.nh.gov/safety/divisions/hsem

= o g Homeland Security
Bpartmunt of Sakety and Emergency Managements

L[|
r

3. When prompted by the security alert, click OK

CE. & RSS USERS

4. To connect to the webEOC server, enter the following information:

username: eocC

password: P@ssword
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User name:

Password:

[ |
-

[C1remember my password

[ (o4 ] ’ Cancel
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5. Select your name under User
6. Enter your password

7. Click OK
WebEOC 7.3 Login N E—

User: [-Sete
A
Ackerman, Steve
~ = 2-Lule100

# Mew User? Click here to create an account.

# Forgot Username/Password?

WebEOC® is a registered trademark of ESi Acguisition, Inc.

8. Select position
9. Select Incident from dropdown
a. will default to current incident/activation
b. when training or practicing, only use training incident

10. Click OK

WebEOC 7.1 Login i

Fosition: || I+
Incident | Training [~

(L Ok J) Cancel

» Redgister for a Position

WebEOC® iz a registered trademark of ESi Lcquisition, Inc.

11. Enter additional Login Information
(this information will auto fill your contact info within webEOC)
a. Name
b. Location (where you physically are, i.e.: SEOC, DHHS ICC, MACE)
c. Phone Number (number where you can be reached)
d. Email (if applicable)

WebEOC 7.1 Login —— I i

Additional Login Information
Mame: | Required field

12. Click OK

Location: Required field
Fhone Number Required field
Email:

Comments:
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The below screens should then be visible:

webEQOC Control Panel:

€ WebEOC 7.3 - Windows Internet ... |- |03

WebEOC 7.1 Login |

Logged In

The WebEOQC control panel should now be opened in & new sindow .

If the: cortrol panel has not appeared, then the problem is probahbly due to & popup blocker. Please turn off any popup blockers
and log in again or cortact your system administrator.

WebEQC® s a redistered trademark of ES| Acouisition, Inc

»  User Info

Boards

After Action Report
Mission Tasks
Position Log
Road Closure
Section Log

=+ -+ N +[(+)
< sy I I ]

< Blue Buttons = enter information

¢

Section Log - ESF B>
Section Log - Local Liaison
Shelters

Significant Events
Situational Reports

Menus

FEMA Forms »

ICS Forms »

5/5 Forms Read »

VY Forms Read »

Web Links »

Tools

Admin

Messages

Plugins

File Library

MapTac

oo

g 08 000 e] 0O

4

&) Internet & 100%
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Viewing Data on Boards:

To view data in a Section Log or any other board, click on the text of Section Log
you wish to see within the Control Panel:

ion Log (+
Section Log - ESF 8 %]
Section Log - Loca %]

After Action Report
= This board allows for entry of issues and possible solutions that arise during an event or drill.

Mission Tasks
= This board provides the ability to assign missions and monitor the status of tasks.

Mission Tasks All Active
= This board shows all current Mission Tasks assigned by every position in webEOC.

Mission Tasks All Inactive
= This board shows all closed Mission Tasks assigned by every position in webEOC.

Position Log
= This board provides users with a method of documenting actions taken by the personnel in each
position.

Press Releases
= This board provides the capability to display links to a press release file.

Road Closures
= This board provides a detail of the road’s closed during an event.

Section Log
= This section log shows all the information logged on webEOC from users within the State EOC and
other ESF’s.

Section Log — ESF 8
= This section log shows all the information logged on webEOC from ESF8 users, such as hospitals,
MACE, ICC, and RSS personnel.

Section Log — Local Liaison
= This section log shows all the information logged on webEOC from the Local Liaison’s and

municipalities.

Shelters
= Shelter information and status can be tracked in this board.

Significant Events
= This board contains significant information “pushed up” by EOC Section Chiefs after review.

Situational Reports
= This board provides the capability to display links to situational reports created during an event.
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Entering data into Position LoQ:
Use the Position Log any time a user is documenting actions or information.

1. From the Control Panel, click on the blue box to the right of “Position Log”

Position Log @G

2. Enter the information to be logged in the “Description” box
3. If sending information anywhere other than to own position log, click the
“Section Log — ESF 8” box.

LAt Eoo IEDY P oS DONIIOBI0 pERIM CIDE DTt DteTNEtLXpIDreN HE=EE
T 1 [ =

New Record

[ Spell Check ] [Cance\ ] [ Retrieve Record

Data Links
Section Log - ESF @
Report As| Fallon Reed
Incident =21 Incident
Datg | 4/20/2009 JTlma 12:57:19
Froim | pHHS ICC
UserMame g yion rec Foore 6032233623
umber
To | [none] MACE || [none]

Description

Action
Taken

4. Using the drop down from the To: field, select the position to receive your log
entry.

LEEIlETE Fallon Reed

To| ICC el
IcC ]
DPHS
Description| EOC ESF Health and Medical
MACE
RSS Warehouse

Action
Taken

5. If you select MACE in the To field, you must select a specific region from the
MACE field dropdown:

MACE | [none] adl
i[none] |
Capital Area

Caroll County

Greater Derry

Greater Exeter

Greater Franklin/Bristol
Greater Laconia/Meredith
Greater Manchester

Greater MNashua

Greater Plymouth

Greater Portsmouth

Greater Sullivan County
Maonadnock Region

6. Click Save North Country K, 100%

New Record

[ Spell Check ] [Cancel] [ Fetrieve Record

Data Links
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Mission Tasks
(For 1ICC and MACE users only, not applicable for RSS users)

1. From the Control Panel, click on the blue box to the right of “Mission Tasks”
| Mission Task &3

2. Enter the following information on the entry form:
a. Assigned To:
i. MACE users: assign to EOC ESF Mass Care and Shelter
ii. ICC users: assign to specific MACE
b. Status:
i. MACE users: do not change
ii. ICC users: change once assigned to user
Priority
. Description
Location Needed: be as specific as possible
Quantity, Size, Detail: be as specific as possible
. Contact: Name and phone number
. Notes: leave blank initially, to be used for update as task is in
progress or completed
3. Click Save

TQ M0 Q0

&) PSS hE oA OV EWISSTO TR ESHEI ST CrosoT il e ELaEX OTer __J __J L_a
(Enty | Sot | Fiter )
New Record
' Spell Check l Cancel ] [ Retrieve Record ]

Report As| Fallon Reed
Originating Agency DHHS [CC
Originator|Fallon Reed
Inititial Date/Time || 4/20/2002 13:05:15 e
Assigned To| EOC Mission Assignment Coordinator
Status| -Mot Reviewed-

Priority | Select Priority

Description

Attachment

DateTime Required
Location Needed

Cluantity, Size, Detail

Contact
Motes
Time Assigned| 4/20/2002 13:05:15 ]
Tire Due | 4/20£2009 13:05:15 =
Time Completed
&] Done S @ nternet
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Sorting & Filtering Board Entries:

The Sort window allows a user to order the entries currently displayed in a status
board according to selected parameters. The default sort criteria is descending
entry date and Paging is set to 25 entries per page.

The filter window allows a user to display only those entries that meet a specific

criteria.

1. From the Control Panel, click on the blue box to the right of board you wish to

sort and/Zor filter.

Boards

After Action Report
Mission Tasks

Mission Tasks All Active
Mission Tasks All Inactive
Position Log

Press Releases

Road Closures

Section Log - Chief
SectionLog -ESF 8
Section Log -1CC and MACE
Shelters

Significant Events
Situational Reports

D

[ I < = < R A A =]

< D0000O00B0

2. Click on the Sort or Filter Tab at the top of the entry screen.

3. To Sort:

Click Apply

00T

i

@ il!!pd:.f;’uijfu'_.w fogs

To clear the sort order, click Reset

AU PSS Criosorial merneXploner

select the field you wish to sort on from the drop-down list
select either Ascending or Descending
it is good practice to change the Paging option to All

= 1O]x]

Entry S& Filter >

Sorting

Ascending @ Descending

(] (rese

Paging

Show | 28 14| records at atime.

1
=l o1

S0

@I] Done

S @ Internet
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4. To Filter:

a. Enter or select a value for each field to be used in the query

b. Click Apply

c. To remove the filter and redisplay all board entries, click Clear.

LA NittpEinhencniignvatsant oo e d RGO NERMICrosor il nernealkpIoTer A=)
Entry Sort
Filter
Entered By D
Pasition D
Incident
Incident Date JTlme
Frarm
User Name (¢ 1on Reed Fhore 603223 3628
umnber
To [~] MACE
Description
Action Taken
Action D
DHHS ICC
&) Done 2 @ nternet

Viewing webEOC Contact Information

1. From the Control Panel

Tools
CAdmin_D
Contacts

Messages

(% %I =

2. On the Left side of your screen, under Users, click “Sessions”
3. Click the Name of the user you wish to see contact info about.

, click the blue Admin Link under Tools.

€] ipssneoEan P SV e ] B M e TSI CrosoT i e nne iyl orer; JJE‘
[#]
Session List Filter by User (#pply ] [Clear]

User Position incident  [Name _ [Time In m
Groups - 04/20/2009

Fallon Reed OHHZ ICC Trainin f
Jurisdictions 4 12:54:22

Plug-in Reporter
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The users contact info should then be displayed:

PSS RO OV E T L L BT M S L DTV CHO SO L ERNE LI T e Ty ]
_@',J.U' 15 FHUECC T = il I 1 it} £l Jda‘
]
l\ = =
0 Home Session Information
Mame: Fallon Reed
Location: SEQC

Groups Phone Murnber; B03-223-3628

Jurisdictions Email: fallon.reedigzhsem. nh. gow

Plug-in Reporter Comments:

Positions

Back
Sessions
Users
Messages

= To access messages, click the Messages link on the Control Panel

Tools
Admin 5
Contacts 5

&

= As is typical of standard e-mail systems, unread messages appear in bold text.
Messages that have been read appear in regular text.

Composing and Sending a Message

1. From the Messages window, Click the Compose button

@1 et il ik 20 - SUEUE T Weozagas - s bduit liisnist Bl A=z
[=]
Inbox S compose T
[From [Subject [Priority [Incident [Received [Delete
hary Reed Fiy: Wormal | Training 32:0297':%;1 7 b
Heidi Young PIL Mormal | Training 33_029&0242'1 ¥ b
Mary Reed USEr name Mormal | Training 32?293:_%42'1 i b
Leigh A. Cheney  Friday MNormal  Training 52019?:0543'1 7 i
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a. Email addresses can be included in the message by clicking the
box at the bottom of the screen ‘“generate email”

2. Select the recipient from the User or Position fields.
3. Complete the subject field

4. Select a priority for the message

5. Enter the text of the message in the message field
6. Click Send

Compose New Message
B

To: UV\ Groups:

Abel Emanuelli

am Burritt # |ESF 8 Reports

Subject:

Priority: | Marrmal (2]

stachment:
@ enerate Email

C Mission Assignment Coordinator

W

County - Belknap

N
’ Spell Check q’ Send ]Dancel ]
o

Recipients of webEOC messages will receive a pop up message at the

bottom of their control panel

Click on the popup to open the message.
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WebEQOC 7.1 ==|.

Fallon Reed == DHHS ICC Log Off

Training

Boards
After Action Report
Mission Tasks

Mission Tasks All Active
Mission Tasks All Inactive
Position Log

Press Releases

Road Closures

Section Log - Chief
Section Log -ESF 8
Section Log -1CC and MACE
Shelters

Significant Events
Situational Reports
Menus

FEMA Forms »

ICS Forms »

SIS Forms Read »

YWY Forms Read »

Web Links »

cooooooDooEDpQOOO

00000 DDPbDDODOBDODODBOGE

< You have received a new messadge. )

& =1 ) Intemet/
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