User’s Guide
With Concepts of Operations

DOJdI=2 M



Table of Contents

INEFOTUCTION ...ttt b e s a et st e e s bt e she e saeesane st e e b e e beeameesmeeeneeenneen 3
(oY= T o TR 3 I Y- 0 PSPPSR 4
CONTIOI PANEL ...ttt e bt e e it e e s bt e e sabe e e bt e s anbeesabeeesaseesabeesaneeesabeeaans 8
BOAKAS ...ttt h ettt e b e bt e bt e b et eb et ea et et e et e e b e e nhe e sheesare e be e bt ereenes 14
RV T=3 YT = SN 14
(o T 01T = ST P PP UU O PP OPPPPRROPORt 16
FA¥e o Il a =2 Y o T =X o Y PPN 17
L FoTo o aTaY =4 [ I = o1 PSPPSR 19
LU= e AP T O OP PR OPPT PP 21
Y T4 T o= T A V=T | £ SR 23
INFOIM@EION...... .ottt et e s e s bt e e s bt e e bt e e s abee s bt e e sabeesabeesnteesbeeenns 24
ACHIVITY .ttt e e e s ettt e e e e s e sttt e e e e e e e e bbb aa e e e e e e e e bbb taeeeeeseeaantaaaeeeeeeaas 25
=T o 1= N 26
Fi¥o o 1T aT=ar=Y o =X o 4 Y USRI 27
Accepting/ComPleting @ REQUEST ......eeecueieeiie ettt ettt et e et e e e te e e eteeeeabeeeteeesabeeeteeensreesseeennnas 30
1YY T T o T PP PPOTOPPOP 32
FA¥o o o= 2T o =X o 4 Y PPN 33
Accepting/ComPleting @ MISSION ......vveecueieeiee ettt e ettt et e eeteeeete e eeteeeeteeeeteeeetbeeeeteeesareeeteeensseeeseeensnas 36
SREITEIS ...ttt b e bt e s bt e a et et e et e e e bt e eh e e ea b e eabe e bt e beeebeeeaeeeateeatean 38
WEDBEOC IVIGL ...ttt ettt et b et b e s et e s et e e bt e s b e e senesatesab e e bt e neeaneesmeesmneenneen 40
CONTACT......oiiiiii e s aa e sae 41
Lol T | OO OO OO TSP TR PPTURTUPRRRPONS 43
CRECKIIST. ...ttt b et ettt e bt e s bt e s bt e s at e st e et e e bt e bt e sbeesaeeeateenbeesbeesaeesanena 45
IVIESSAEES ....oeeiieiiiiieei et eeeiitt e e e e et ettt ree e s et e et eaaa s e et eeeeaeba s e eeeeeeaaa b aee e e et ea e b aeeee e et e et b e e e eeeeaebannseeeaanrres 47
20T o] 1Y Y-SRI 48
(60e] 1] o Lo ] o1 - S0UU O PP P PPPPPPPPPPPPPPRE 50
NSW WeEAtRer AlEIt......... ..o ettt e st e e st e s be e s s st e e sre e e sareesabeesneeesneeanns 51
Office of Emergency Preparedness & Homeland Security 2

University of California, Berkeley
October 31, 2011

2.0 Beginner’s User Guide
WebEOC 7.4



Introduction

1.1 PURPOSE

The purpose of this document is to provide step-by-step instructions on using WebEOCe as a
user, as well as to address the overall conceptual management of an emergency at the
University of California, Berkeley (UCB). This document will outline applicable operational
policies/procedures for the implementation of WebEOCe at all level of UCB Emergency
Response Organization:

Policy — Chancellor's Emergency Policy Group (CEPG)
Management — Emergency Operation Center (EOC)
Operations — Department Operation Center (DOC)
Field — Incident Commander (IC)

1.2 AUDIENCE

This document is intended for WebEOCe users supporting UCB”s Emergency Response
Organization (ERO). Users include but are not limited to: the CEPG, EOC Command Staff,
DOCs, IC, response personnel, and other authorized partner organizations and disaster
response stakeholders.

1.3 REVISION HISTORY

Version Revision Date Description
1.0 Nov 17, 2009 Initial Document
2.0 Jan 01, 2012 Revision 1

1.4 OVERVIEW

WebEOCeis an application used by UCB ERO personnel, municipalities, and other Mutual Aid
organizations to monitor and manage day-to-day activities during an incident or major campus
emergency. WebEOCe can be used during the planning, mitigation, response and recovery
phases of any emergency. All crisis information in WebEOCe will be universally available to
authorized users everywhere.

1.5 SYSTEM REQUIREMENTS

Browser: Internet Explore
Run: Compatibility Views
Enable: Pop-up Blockers
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Logging in to WebEOC

2.1 INTRODUCTION

The WebEOCe System Administrator assigns a username and password to each CEPG, EOC,
DOC and External Agency member, as applicable. It is the responsibility of your WebEOCe
System Administrator to distribute usernames and passwords.

When logging in to WebEOCe, you will be able to select all available Positions that are
connected to your name from a drop-down list, and serve or function in that capacity. You can
only serve in one position at a time. If you choose to switch Positions, you must log out, log
back in, and then select the new Position from the drop-down list.

Every official Position in UCB’s ERO will have a Position name.

2.2 LOGGING IN TO WEBEOC®

Step | Action
1 Open Internet Explorer.
2 Type https://ucberkeley.webeocasp.com/ucberkeley/ in the address bar and then
press Enter.
Result: The WebEOC 7.4 Login window appears.
3 Enable compatibility view by clicking on the broken page icon.
7 X
('| ‘_]|‘1)| X ‘ ‘f‘ Live Searc)
N
*Only have to do this once
4 Enter the username and password given to you during the WebEOC Training.
} ®
WebEOC 7.4 Login
User
Password
0K
WebEOC® iz a registered trademark of ES &couisition, Inc.
Username: First Last
Password: 123456
*(If you are a first time user, if not, this will be the password you created upon first log-in. For 1% time users the
system will prompt you to enter a new password. Enter your passphrase password)
Office of Emergency Preparedness & Homeland Security 4
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https://ucberkeley.webeocasp.com/ucberkeley/

5 | Click L2
Result: A secondary login window appears, prompting you to select the Position and
Incident you wish to log in to.
* Note: After 3 failed attempts, you will be “locked out” of the system and will need your system’s
administrator to unlock your account.
6 Select the appropriate Position and Incident from the drop-down list.
WebEOC 7.4 Login
Position [01) CEPG Select a Position & Inciden
Incident: | Administrator Training
QK Cancel
WebEQOCE iz a registered trademark of ESi &couisition, Inc.
In this example, this is the 01) CEPG Position, and the Incident is Administrator
Training.
* Note: Most individuals have access to one Position and the active/pertinent Incident will
automatically DEFAULT.
7| click L—2_ to continue the login.

Result: The Additional Login Information window opens.

WebEOC 7.4 Login N —

Additional Login Information

MName: [Hilda Required field
Location: |Sproul Hall Reguired field
Fhone Mumber: |510-642-9036 Required field

Email:  hildaguiroz@berkeley e

Comments:

[ Ok H Cancel ]

WebEQOCE is a registered trademark of ESi Acguisition, Inc.

Enter the following information in the Login window:

* Name - (Required field). Enter your full name.

* Location - (Required field). Enter your current location. Be as specific as possible
(i.e. EOC, Cal Hall, UHS DOC — TANG, etc.) Do not enter addresses.

* Phone Number - (Required field). Enter the best phone number to contact you during
the operational period in which you are logging in. Use hyphens in the phone
number: i.e., 954-555-1212.

* Email - enter the email address to contact you at anytime should there be any

guestions (optional)

Office of Emergency Preparedness & Homeland Security
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Click 2 _J

update this if necessary.

« Comments - leave this field blank.

* Note: After your first log-in, the system will remember your Additional Login Information, you will only need to

from the WebEOCe site.

8 You must either disable Pop-Up blockers from your browser options or allow Pop-ups

Right-click on the Pop-Up message below your browser toolbar.

| ,@ Pop-up blocked. To see this pop-up or additional opkions click here. ..

Right-click here

Select “Always Allow Pop-Ups from this Site”

- 1

| Pop-up blocked. To see this pop-up or additional options dlick here. ., I

Tempararily &llow Pop-ups
é Always Allow Pop-ups From This Site €

Settings ¥

10 | Click Yes from the dialog box to allow Pop-Ups from WebEOC site.

Allow pop-ups from this site?

=1 “whould pou like to allow pop-ups from 'eoc-web.be-eoc.oig'?

Administrator Training
Boards

11 | Result: If you have logged in successfully, the Control Panel & the Logged In window

will appear.
WebEOC 7.4 ==|I
Hiltla Guiroz =5 01y CEFG

0) State of Emergency

0) Tier 1 - (Read)

1) Significant Events Board - (Read)
2} Information Board

3) Activity Board

B) Shelters Board - (Read)

gcooooe

Control Panel

Menus

if you do.

ICS/IFEMA Forms »

DO NOT CLOSE WINDOW!

You will be timed out from the system frequently

Tools

@ WebEOC 7.2 Login - Windows Internet Explorer

Admin
Messages

@ - [@m https webeoc,.. [w| & |42 =| [ 2

File Bt Wiew Tools  Help

fr Favorkes g8~ |« |EmwetE,, x i rome ~ D

Plugins

[=][=1]5<]

|[2]-

I ReadMail e Print T

File Library

0 00 0 B0O0DOB0

WebEOC 7.2 Login

Links

ChMN

Emergency Homepage
Facilities

IST Network Status

IST Systemn Status

Red Cross

UCB EOP

Weather Channel

Logged In

The WWebEOC control panel shauld naw be opened in a new windaw

lockers and log in again or contact your system administrator.

If the contral panel has not sppeared, then the problem is probably due to a popup blacker . Please turn off any popup

WebEOCE (s a registered trademark of ESi Acauistion. nc
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2.3 LOGGING OFF

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

Step | Action

1 There are three ways to log off from WebEOCe.

a. Click the “X” in the Control Panel window Or
b. Click Log Off from the Control Panel Or

c. Exit your Web browser

Office of Emergency Preparedness & Homeland Security
University of California, Berkeley
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Control Panel

3.1 INTRODUCTION

The WebEOCe Control Panel is the primary navigation tool for WebEOCe. It is a user's means
of accessing boards, menus, tools, plug-ins and links. The items that are available to you in
the Control Panel are based on your assigned position and user permissions granted to
you by the WebEOCe System Administrator.

The Control Panel is grouped into five (5) sections: Boards, Menus, Tools, Plugins, and Links.

WebEOC User

Click on the board name to
read entries / information

Board name turns red to
indicate new information

Only for your WebEOC
Administrator

WebEOC 7.4 —

Hilda Quiroz == 017 CEPG

=Ti

] Position

Administrator Training

Boards

= |
Incident name

0) State of Emergency

0) Tier 1 - (Read)

B2 Click the blue & icon to
+ input filter setting

1) Significant Events Board - (Read) & &

2} Information Board 8 — The red H icon indicates

3) Activity Board eo that you currently have the
6) Shefters Board - (Read) e board open. You can click
Menus on this icon to close the
ICS/FEMA Forms » (5] board.

Tools

Admin (]

Messages 5] The grey & icon indicates
Plugins that a board is currently not
File Library (5] open in another window.
Links

CNHM

Emergency Homepage
Facilities

IST MNetwork Status
IST System Status
Red Cross

LUCEEQP

Weather Channel

Figure 1: Example of a Typical Control Panel

Figure 1 is an example of a typical Control Panel. The name of the Incident in which you are logged-in
appears at the center, top portion of the Control Panel. If the displayed Incident name does not match the
name of the Incident you should be logged in to (*Current date will always appear in the Incident Name),
you can select the correct Incident by click on the Incident Name in blue, and choosing the correct
Incident, from the Incident drop-down list that will pop-up. The same is true for your position.

Office of Emergency Preparedness & Homeland Security
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3.2 CONTROL PANEL SECTIONS

Below is the list of sections and items that may or may not have access to in your Control Panel.
Remember the items that are in your Control Panel are based on your role and responsibility.
This list is subject to change as new Boards, Menus, Tools, Plugins, and Links are developed.

BOARDS

0) Tier 1 - (Read)

* Will only be utilized for a
Level 3 emergency, such as a
large-scale Earthquake.

Purpose/Function:

e Dash board that works on a stop light system.

e Provides a quick, visual status report of the University, which will assist
the CEPG in its decision-making business continuity role. It will also
assist the EOC in setting operational priorities.

e Continuously updated with live-information.

Availability:
e CEPG & EOC Management

Management:
e DOCs

Green — Operational (Available)
— Partially Operational (Partially Available)
Red — Not Operational (Not Available)

1) Significant Events
Board - (Read)

Purpose/Function:

e Track important information that affects the entire campus.
e Tracks what is critical, and who has reported it.

e Intel specific board.

e Provides a real-time chronology of critical information.

Availability:
e Everyone in the ERO, on a read-only basis.

Management:
e The EOC Director, the Incident Commander, and CP Management
o Posted information has been approved and verified.

Green — Low Priority / Risk

— Medium Priority / Risk
Red — High Priority / Risk
Flash — Critical Priority / Risk

2) Information Board

* Will only be utilized for a
Level 3 emergency, such as a
large-scale Earthquake. Your
WebEOC Operator will be
populating this information.

Purpose/Function:

e Tracks important incident information relating to the CEPG, a
specific EOC Section or a specific DOC.

e |s a continuous log, documenting all new information/intel that is
learned about an incident.

Availability:

Office of Emergency Preparedness & Homeland Security 9
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e CEPG, EOC, DOCs

Management:

e Each group manages their own information boards: CEPG, EOC
Sections, DOCs

e EOC Sections and DOCs can route entries to EOC
Director/Delegate for approval to post to the 1) Significant Events
Board - (Read).

Green — Low Priority / Risk

— Medium Priority / Risk
Red — High Priority / Risk
Flash — Critical Priority / Risk

3) Activity Board

* Will only be utilized for a
Level 3 emergency, such as a
large-scale Earthquake. Your
WebEOC Operator will be
populating this information.

Purpose/Function:
e Tracks all activities and actions taken by members in the CEPG, a
specific EOC Section or a specific DOC.
e |s a continuous log, documenting actions taken.

Availability:
e CEPG, EOC, DOCs

Management:
e Each group manages their own activity boards: CEPG, EOC
Sections, DOCs

Green — Low Priority / Risk

— Medium Priority / Risk
Red — High Priority / Risk
Flash — Critical Priority / Risk

4) Request Board

* Will only be utilized for a
Level 3 emergency, such as a
large-scale Earthquake. Your
WebEOC Operator will be
populating/managing this
information.

Purpose/Function:

e Tracks all resource requests by specific EOC Sections and specific
DOCs.

e Requests for resources (i.e., tangible commodities) should not be
made via “Missions”

e Has the capability to sort by status of request, to view by those
request that users have made to others, and that others have
made to the user, and also to search request fields.

Availability:
e EOC & DOCs

Management:

e Each group manages their own request boards: EOC Sections and
DOCs

e Request follow a chain of command and can only be made
upward and horizontally.

Office of Emergency Preparedness & Homeland Security 10
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Green — Low Priority / Risk

— Medium Priority / Risk
Red — High Priority / Risk
Flash — Critical Priority / Risk

5) Mission Board

* Will only be utilized for a
Level 3 emergency, such as a
large-scale Earthquake. Your
WebEOC Operator will be
populating this information.

Purpose/Function:

e Tracks all missions or tasks assigned by the EOC Director to an
EOC Section or a DOC, or an EOC Section to a DOC, or DOC
Managers to their DOC Sections/Members.

e A “mission” is defined as any task, objective or purpose assigned
to a position or group (e.g., EOC Section / DOC, Section Chief or
DOC Member) requiring some degree of action or outcome.
Missions are goal-oriented and are assigned to specific EOC
Sections or DOCs.

e Missions are formal “assignments” and therefore, require follow-

up and tracking.

Availability:
e EOC & DOCs

Management:
e Each group manages their own request boards: EOC Sections and
DOCs

e Missions/Tasking are done down the chain of command

Green — Low Priority / Risk

— Medium Priority / Risk
Red — High Priority / Risk
Flash — Critical Priority / Risk

6) Shelters Board -
(Read)

* Will only be utilized for a
Level 3 emergency, such as a
large-scale Earthquake.

Purpose/Function:

e |dentify buildings/locations which have meet the sheltering
criteria and have been determined safe for occupancy by the
campus Facilities Inspection Teams (FIT, buildings have been
greened tagged)

Availability:
e Everyone in the ERO, on a read-only basis.

Management:
e EOC Management in collaboration with Facilities Inspection
Teams made up of FS DOC, EH&S DOC, and RSSP will identify,
maintain and update this board.

z) WebEOC Mgt Board | Purpose/Function:
e Facilitates Data Entry. This board separates data entry from
information viewing.
Availability:
Office of Emergency Preparedness & Homeland Security 11

University of California, Berkeley
October 31, 2011

2.0 Beginner’s User Guide
WebEOC 7.4




e Everyone in the ERO.

Management:
e Each group manages their own z) WebEOC Mgt Board

# MENUS
. ICS/FEMA Forms To be utilized for operations Incident
* Will only be utilized for a
Level 3 emergency, such as a
large-scale Earthquake.
TOOLS
Chat The Chat tool is an instant messaging tool that can be used to

communicate with other WebEOC® users. Please note that unlike the rest
of WebEOC information via chat is not saved, and when you leave a chat-
room all “chatting” is erased.*

Checklist The Checklist tool allows users to keep track of the progress of the
responsibilities associated with their position in a chronological, concise,
and organize way. It also allows users with the same position to know the
progress that has been made during a previous operational periods, this is
critical during shift changes.

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

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

PLEASE ENTER & KEEP YOUR CONTACT INFORMATION UPDATE!

Messages Messages works exactly like any e-mail server. All information sent, and
received via Messages is stored and recorded.

PLUGINS

File Library File Library is used to upload and share documents and files with

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

LINKS

Office of Emergency Preparedness & Homeland Security 12
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CNN

URL Link to CNN news.

Emergency Homepage

URL Link to UC Berkeley’s Emergency Contact Page

Facilities

URL Link to Campus Building/Facilities Information

Red Cross URL Link to “Safe & Well” — A web-based bulletin board that lets family and
friends know that you are safe and well.
UCB EOP URL Link to the campus Emergency Operations Plan
Weather Channel URL Link to The National and Local Weather Forecast.
Office of Emergency Preparedness & Homeland Security 13
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4.1 INTRODUCTION

Boards allow users to document all of the information, activities/actions, request and task etc.
that are performed during an operational period, or staffing shift. Boards are particular and only
visible to users in the same CEPG Group, EOC Section, DOC or External Organization with the
exception of the 0) Tier 1, 1) Significant Events Board — (Read) and 6) Shelters Board —
(Read).

4.2 VIEWING BOARDS

Step | Action

1 | Click on a Board from the Control Panel. In this example we will be clicking on 1)
Significant Events Board — (Read)

Boards
0) State of Emergency

0) Tier 1 - (Read)
‘) Significant Events Board - (Read)
21 Information Board

)
31 Activity Board
6) Shelters Board - (Read) (+ =]

0000
<IN I =< I %]

Result: The 1) Significant Events Board — (Read) will appear in a separate window.
2 | You can view the entries from this window in this view or change the view to that of a

list by clicking on the = button.

SIGNIFICANT EVENTS

Incident: Administrator Training

Event Type: Advisory 1
Info Status: Fact
Date: o3/14/z012
Time: 10:18:42
WebEOC Operator: Hilda Quiroz
Original Scurca: 1
Location: 1

attachment .

Thiz information is not for public disclosure and is intended for authorized ERO and WebEQOC users only.

2
01c) MGT EQC Coordinator - Hilda Quiroz at 10:21:26 on 5/14/2012

Result: List view window will appear.

Office of Emergency Preparedness & Homeland Security 14
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SIGNIFICANT EVENTS

Incident: Administrator Training

m Expand - All I

Details:
1 2 01¢) MGT EQC Coordinator -

. Hilda Quiroz at 10:21:24 on
Advisory  Faet o5f14/z012 1 1 a1afo01

... Read More

Event: Info Stat: Time: | Source: | Location:

SIGNIFICANT EVENTS

Incident: Administrator Training

Time: |Source: | Location: Details:

1 2 01¢) MGT EOC Coordinater -
Hilda Quiroz at 1o:21:26 00
af1g/2012

... head More I

Event: Info Stat:

Adwisory  Tact o3f14fz012 1 1

To look at all of the details associated with a particular entry in List View just click on
... Read More

Result: All of the information associated with that specific entry will appear in the
window.

To go back to a view that contains all of the entries for the board, just click on the [Lst]
button. Don’t want to see the List View? Just click on the [.Exeand-4l Jpytton,

*Note that all WebEOC boards prioritize information, actions, significant events etc. on a stop
light system:

Green — Low Priority / Risk

— Medium Priority / Risk
Red — High Priority / Risk
Flash — Critical Priority / Risk

Office of Emergency Preparedness & Homeland Security 15
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4.3 GENERATING PDF REPORTS

Step | Action
1 Follow the directions for Viewing Boards above. Each View has a Print to PDF Icon
located on the upper-left hand side of the board.
Expanded View
Incident: Administrator Training
Lror ]
view: List
Event Type: Advisory 1
Info Status: Fact
'IE?ntZi fs:‘;;izom im) MGT EOC Coordinator - Hilda Quirez at 10:21:26 0n 3/14/2012
WebEOC Operator: Hilda Quiroz
Original Source: 1
Location: 1
Attachment:
This information is not for public disclosure and is intended for authorized ERO and WebEOC users only.
List View
Incident: Administrator Training
v [ B A
Event: Info Stat: Time: |Source: | Location: Datails:
1z glc) M;T EOC Coordinator -
#dvisory  Fact 03/14/z012 1 1 Hilda Qu;ﬁi?;;?::l:zé on
.. Read More
2 | PoF |
. ;s . . . .
Click on Print to PDF Icon found in the upper left hand corner to Print the log in
the current viewing form.

Office of Emergency Preparedness & Homeland Security
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4.4 ADDING A NEW ENTRY

Step | Action

Information Board.

Boards

0) State of Emergency
0) Tier 1 - (Read)

2 Information Board
3 Activity Board
6) Shelters Board - (Read)

1) Significant Events Board - (Read)

1 | Click on a Board from the Control Panel. In this example we will be clicking on 2)

Result: The 2) Information Board will appear in a separate window.

2 B

Event Type: AdViE‘.Ory DETAILS: Protest
Info Status: Fact
Date:
Time: 10:43:52
WebEOC
Operator:
Original

Hilda Quircz

Rouros: Hilda Quircz

Location: | Sproul Flaza

Attachment:

Incident: Administrator Training

Click on l\t) Add New Entry Icon.

@f RSSP - "Information Log"

view:{List] [ Remarfd ] Lfflj

iidd Mew Enfty

123456
10/04fz011 RSSP - Alternate - Hilda Quiroz at oB:gziigon 10/12/2011

This information is not for public disclosure and is intended for authorized ERO and WebEOC users only.

=2

Result: The ADD ENTRY window appears.

#==| ADD ENTRY (Info)

= i
E, ,_’,e Incident: Administrator Training
—
Date: 32212012 = Status
Time: |14:18:30 ® Post
Event Type: - ~ ) Remove
Pricrity: |~ [v] Release
Info Status: |- :v @® Internal
Original Source: O Extemal
Location: Routing
EOC
O Director
Intel:
Attachment:

Complete all the fields for the new
record.

» Date/Time: Will automatically
generate but by clicking the calendar
icon you can select a date and modify
the time by clicking inside the field.

e Event Type: select from drop-down
bar.

e Priority: select the level of
importance: Flash, High, Medium,
Low.

e Information Status: select whether
the information is: Fact, False
Information, Rumor or Unknown.

e Original Source: enter from where or
whom the information of this entry

Office of Emergency Preparedness & Homeland Security

University of California, Berkeley
October 31, 2011
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came from.

e Location: enter the address or
location of the event

¢ Intel: enter a brief but concise
description information you have
gathered and our reporting on.

e Attachment: click Browse to attach a
document pertinent to this entry.

4 | click [32¢] 10 add the entry to the board.

Office of Emergency Preparedness & Homeland Security 18
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4.5 UPDATING AN EXISTING ENTRY

Step | Action

1 | Click on a Board from the Control Panel. In this example we will be clicking on 2)
Information Board.

Boards

0) State of Emergency [+
0) Tier 1 - (Read) (+ ]
1) Significant Events Board - (Read) B 8
2 Information Board 88
3) Activity Board [+
B) Shelters Board - (Read) 86

Result: The 2) Information Board will appear in a separate window.

Click on % Update Entry icon you wish to modify.

) RSSP - "Information Log"

Incident: Administrator Training

o] ==
e ) [ ) [
2 |

Event Type: advisory  DETAILS: Protest
Info Status: Fact

123456
RSSP - Alternate - Hilda Quiroz at ofig2iigon 10/12/2011

Date: 10/0d4/2011
Time: 10143152
WebEOC
Operator:
Original
Source:
Location: Sproul Plaza

Hilda Quiroz

Hilda Quiroz

Attachment:

This information is not for public disclosure and is intended for authorized ERO and Webidpdate Entry
users only.

Result: The UPDATE window appears.

3 | Note: You will not be able to modify the text in the Previous Intel. You will need to
enter the updated information in the Updates field.

%@4 UPDATE (Info)

Incident: Administrator Training [Save | [ Cancel |
Date: 100472011 juz} Status
Time: 104352 @ Post
[>] © Remove

Release

(] @ Intermnal
3 Ext |

Protest )
Previous Intel: ‘ |
123466
RSSP - Alternate - Hilda Quiroz at 085215 on (]
Updates:
Updates Here
Update
Attachment: Browse,,,

Click in the Updates field and enter the new information.

4 | Click button when you have finished.
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Pratest

Prewvious Intel:

123456

RSSP - Altemate - Hilda Quitoz at 085215 on [y

Update
button,

Updates:

Entries Here: 1st Select the UPDATE
2nd Select SAVE button.|

18t select UPDATE button, 2nd select SAVE button.

Result: The system adds the updated information in the Previous Intel field.

Click to add the update to the board.

Event Type:
Info Status:
Dates

Time:
WebEQC
Operator:
Original
Sourca:
Location:

Attachment:

Advisory
Fact
10/04/2011
1014352
Hilda Quircz

Hilda Quircz

Sproul Plaza

RSSP - "Information Log"

Incident: Administrator Training

view{ st [ Removed |

Lo

DETAILE; Protest

123456

RSSP - Alternate - Hilda Quiroz at ofigzis on 10/12/2011

Update Entries Here: 1st Select the UFDATE button, 2nd Select

SAVE button.!

1f) RSSP Manager - Hilda Quiroz at 14:53:40 on 9/22/2012

L.

%{/.

This information is not for public disclosure and is intended for authorized ERO and WebEOQC usgers

Result: The updated information appears in the 2) Information Board window.

only.
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O) Tier 1

5.1 INTRODUCTION

The Tier 1 Board is a Dash board that works on a stop light system. This board is created to
provide a quick, visual status report of the University after a major incident. The board is meant
to assist the CEPG in its decision-making, business continuity role and the EOC in developing a
operational priorities and an Incident Action Plan (IAP).

The Tier 1 board is continuously updated with live-information from all the DOCs. Each DOC in

turn is assigned a particular set of information to updated, based on their operational
responsibilities.

5.2 DIRECTIONS

Step | Action

1 | Click on a 0) Tier 1 from the Control Panel. In this example we will be clicking on 0)
Tier 1 — (Residential).

Boards

0) Tier 1 - {Residential) (+ %
1) Significant Events Board - (Read) (+ %)
2) Information Board (+ ) %]

Result: The 0) Tier 1 — (Residential) will appear in a separate window.

2 | All of the entries in the board will automatically default to status Unk. To Update an
entry with known/verified information just click inside the field you would like to update.

ks Y il WP Rl s S
[N o« RN &

h

Do Cerer Uk ik (et [k, Ui,
bl I . @4 I
PdSenice ~ Aoeiolpn Abeblm ik Al (s Uik Uik

I Vo ol Doyl Sogh Pl i i
Danaye - {hk - ik Lok

e o i Ik
fuui [ ¢ Pl I P
BudSeniee~~ Adefn Uk Ipedthsl Ao Uik

Result: The UPDATE window will appear.
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il | Unke v :
To update a status, click >l of the item to be update and select the correct
status from the choices provided.
Report As | Hilda Quiroz v
nry "
UCBERKELEY "Tier 1
Incident: Administrator Training
Residential & Student Affairs
Residential Halls Unit 1 Unit2 Unit 3 Foothil Bowles CKG
Damage Occupiable (v Unk. v Unk. v Occupiable (v Unk. v Unk.
Power Generator ¥ Unk ¥ Unk ¥ Generator ¥ Unk v Unk v
—— JOccupiable
Evacuation Unk v Unk v Unk v InProgress | Unk v Majar I
Food Service AbletoOpen || [AbletoOpen || | Unk v AbletoOpen || |Unk y| Lo
Ianille Ida L Jackson University Yillage Srnyth-Femwald Channing-Bowditch
Damage Occupiable | ¥ Unk, v Occupiable | ¥ Unk, v Unk, v
Power Regular Senice v Uk v Unk v Unk v Unk V
Evacuation In Progress | v Uk v Partial v Unk v Partial v
Food Service Ableto Open  |v| |Unk v| | Mone at this Loc. v Ableto Open  |v| | Unk v

Result: The status has been changed

*Note: You can update as few status as 1, or as many as all of them.

Click to add the changes to the board.

Please note that once you click the save button you will remain in the Update window.
To exit this window, simply click on .

*Note click on the cancel button will not close the window or take you back to the original
view. The cancel button is only meant to cancel status changes done before clicking on
the save button.
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- 1) Significant Events Board - (Read)

6.1 INTRODUCTION

The 1) Significant Events — (Read) board is used to post critical information regarding an
Incident. All users who are logged into the Incident can view entries on the 1) Significant
Events — (Read) board. The EOC Director, Incident Commander, or WebEOC Controller first
reviews all events prior to posting them to the 1) Significant Events — (Read) board. If any one
of these three positions approves an “event” as significant and has been verified, then the event
will be displayed on the 1) Significant Events — (Read) status board.

Below are a few examples of Significant Events:

1.
2.
3.
4.
5.
6.

Staffing and Operability Updates: CEPG, EOC, DOC, Outside Agencies
Infrastructure Failure: Building is damaged or collapsed.

Shelter Status: Open/Closed

Information: Evacuation location

Situational Awareness: Latest updates on fire, Hazmat spill update.
Current Conditions: Wind is blowing fire in the hills NW at 10 mph.

For Viewing and Printing Directions please review section 4.2-4.3.

SIGNIFICANT EVENTS

Incident: Administrator Training

| POF |
E VIEW: List

Event Type: Advisory 1
Info Status: Fact
Date: o3/14/2012
Time: 10:18:42
WebECQC Operator: Hilda Quiroz
Original Source: 1
Location: 1

tachment N -

This information is not for public disclosure and is intended for authorized ERO and WebEOC users only.

z
01c) MGT EOC Coordinator - Hilda Quiroz at 10:21:28 on 5/14/2012

Figure 2: Example of a Typical Read-Only Significant Events Board
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g 2) Information Board

7.1 INTRODUCTION

The Information Board tracks important incident information relating to the CEPG, a specific
EOC Section or a specific DOC. This board continuous documents all new information/intel that
is learned about an incident in the field, via reports, passersby, the media etc. Each Group,
EOC Section and DOC, manages their own information boards.

The 2) Information Board also has a routing capability that allows the CEPG, EOC Sections,
and DOCs to post critical information onto the Significant Events Board. Prior to this information
being posted to the Significant Events Board, users must first use the routing box to send it to
the EOC Director for approval. If the EOC Director or a delegate deems this information critical
enough for the entire ERO to know, it will be approved and posted on the 1) Significant Events
Board — (Read).

7.2 For Viewing, Printing, Adding and Updating an Entry see sections 4.2 - 4.5.

7.3 ROUTING

Step | Action

1 | Follow steps 1-3 of Adding a New Entry

2 If you would like to post your entry in the 1) Significant Events Board — (Read), ! the
box under Routing for EOC Director approval.

e i . L
g ! ADD ENTRY (Info)
=
= |
- @ Incident: Administrator Training
E——
Date: |3/22/2012 55z Status
Time: [15:57:03 @ Post
Ewent Type: |Advisory - O Remove
Priority: |Flash ~ Release
Info Status: |Fact @ Internal
Original Scurce: |Hilda Externa
Location: |Sproul Hall Routing
ROUTIMNG EOC
Director
Intel:
Attachment:

Result: Entry will be route to EOC Director’s Approval Log. If EOC Director or Delegate
approves entry it will be posted on the 1) Significant Events Board — (Read).

*Note: Repeat these process if you are updating an entry and want to post to 1)
Significant Events Board — (Read).
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! 3) Activity Board

8.1 INTRODUCTION

The Activity Board tracks actions taken by the CEPG, a specific EOC Section or a specific DOC.
Each Group, EOC Section and DOC, manages their own activity boards. (This will help organize
your Groups, EOC Section and DOC personnel activity for FEMA Documentation)

8.2 For Viewing, Printing, Adding and Updating an Entry see sections 4.2 - 4.5.

*Note: 1) This board does not have the capability to route information
2) Instead of an “Event Type” field there is an “Activity Type” field and a
“Checklist Item #” Field. Please identify your activity based on the Drop-Down
options, and if you are following a “Checklist” activity please enter the item
number. For all other activity enter N/A in the “Checklist Item #” Field.

Date:

Time:

F22201%2
16:11:14

A ctivity Type:| -

Original Source:

Location:

Activity:

Attachment:

Fricrity:f

Adrministrative

Checklist

External
Financial
Internal
Logistics
Operational

Office of Emergency Preparedness & Homeland Security
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| 4) Request Board

9.1 INTRODUCTION

The Request Board tracks all resource requests by specific EOC Section and DOC. Requests
for resources (i.e., tangible commodities) should not be made via the 5) Mission Board. Each
group manages their own request boards: EOC Sections and DOCs.

Keep in mind that all Requests are made via your chain of command and can only be made
upward and horizontally.

Requests can be updated by clicking on the Update Icon. Users who have been assigned a
request have the ability to “Accept”, “Reject’, “Complete”, or characterize the request as "In
Progress". Members of the receiving staff may also provide comments with their status

changes. All request are organize by position, to know what positions are available to assign a

request to, the position name will have a * nextto it, on the drop-down box. If you do not know

who to assign the request to or the position you want to assign it to is not available, select that
EOC Section’s / DOC’s WebEOC Operator.

This Board is Organize so that EOC Section Members and DOC Members only View Request
that they have Requested to others and those they have been Assigned to complete. Only
EOC Section Chief's/sDOC Managers/Deputies/ and WebEOC Operators can View all of the
Requests in there Section/DOC in List or Expanded View.

9.2 For Viewing & Printing an Entry or Log see sections 4.2 — 4.3.

ONLY FOR
EOC/DOC
MANAGEMENT

Position - "Request Log"

Incident: Administrator Training

— . . i Je— —_ADD ENTRY
E W Staws: | Mew Request ~| Search \3‘Requ55t5 View Al v VIEWS: !__f!’

SEARCH HERE

‘7‘ Statug: | Mew Reguest
el Al
Mew Hequest
Accepted
In Progress
Delegated
Rejected
Owerdue
Unassigned
Meed Mare Infarmation
:CompletefClosed

Wy Assignments

Figure 2: 4) Request Board Navigation Key
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9.3 ADDING/CREATING A REQUEST

***You must contact the EOC Section or DOC that you are going to submit a request to
before entering or adding a new request into WebEOC. You first have to contact the
assigned party via telephone, message forms or runner. WebEOC is not meant to replace
actual human communication when it comes to requests, it is only meant to assist in
keeping track of request and remind those that have assigned or been assigned a
request that 1% they have a pending item for action, and 2" the status of the request.

Step | Action

1 | Click on 4) Request Board from the Control Panel

Boards

01 Tier 1 - (Residential)

1) Significant Events Board - (Read)
21 Information Board
)
)

31 Activity Board
41 Request Board

Result: The 4) Request Board window appears.

CO0DOO
I I 0 I )

2 |

To create a new Request, click on EO Add Entry Icon
Position - "Request Log"
¥ Incident: Administrator Training

I ol
I 7 Stans: Ve ¥ Search @ Clar Seatch ‘ Y Begests View Al | Vel Ee

i
Result: The EOC/DOC-Request add a new entry window appears.
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Report As | Hilda Quiroz v

#===| DOC- Request

B 6Incident:AdministratorTraining Spell Check

Originator.
Qriginated By:
Initial Date/Time
Tracking Mumber.
Status:

Request To:

1) RESP Manager

Hilda Quiroz

3£230201207:23:33 E]

Tracking Number will be assigned when request s submitted.
Mew Reguest

1) WebEOC OPERATOR - RS3P &%

Priority |(Select) v

Attachment:
Requested ltem:
Quantity:

Size:

Location Meeded:
Comments/Remarks:

Contact Name:
Contact Mo
Time Assigned:
Time Due:

Time Completed:
Completed By:

Browse..

3232012 07:23:33 ]|
e Click Calendar

Complete all the fields in EOC/DOC-
Request window:

Originator: Will default to your
position

Originated By: Will default to your
user name

Initial Date/Time: Will default to
current day and time. This can be
edited by clicking on the calendar
icon or directly into the field to
modify.

Tracking Number: Will be
assigned automatically.

Status: Will default to New
Request

Request To: Drop-down menu only
contain positions that you have a
right to request items from. Please

note that positions with an * are
those that are current staffed, if a
position you would like to assign a
request to is not available select the
EOC Section’s/DOC’s - WebEOC
Operator.

Priority: Select Low, Medium, High
or Flash.

Attachment: Click on _Erawse..

and add any if applicable.

Requested Item: Name of
commodity you are requesting.

Quantity: How many of the
requested item you need.

Size: Dimensions of the requested
item you need, if not applicable
enter N/A.

Location Needed: enter the exact
address item should be delivered to.

Office of Emergency Preparedness & Homeland Security
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Comments/Remark: Add any

special consideration about the
procurement or delivery of the

requested item.

Contact Name: Person who is
requesting the item or will be
responsible for the management of
the item.

Contact Number: The contact
number for the individual that
requested the item or will be
responsible for the item

Time Assigned: Will Default

Time Due: Click on
- Click Calendar and select the

right date and enter the time.

26 27 28 29 1 2 3

Time Completed: Leave Blank, this
will be updated by the individual you
have assigned the request to.

Completed By: Leave Blank, this
will be updated by the individual you
have assigned the request to.

4 | click to check the entry.

5 | When finished, click (%2
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Once the request is assigned and accepted by an EOC Section/DOC, the Section/DOC can

begin working on the request.

Responsibilities of the EOC Section/DOC:

It is the responsibility of the EOC Section/DOC to monitor the status of all requests

assigned to them.

9.4 ACCEPTING / RE-ASSINGING / COMPLETEING A REQUEST

The individual within Section/DOC that completes the request will need to complete and
close the request via WebEOC. Before closing any request, you will need to contact the

Individual that requested the item and advise them that you will be closing the entry.

Step

Action

Click on 4) Request Board from the Control Panel

Boards

01 Tier 1 - (Residential)

1) Significant Events Board - (Read)
21 Information Board
)
)

+ +
) I S )

31 Activity Board

‘ 4y Request Board (+ W~

Result: The 4) Request Board window appears.

=7

Click on 5&) Edit Entry Icon

Position - "Request Log"

% Incident: Administrator Training

s

=] _ —
St View Al v| Seach Search | [ ClearSearth | v Requests View Al ] Viewsi

Requested Item Contact Name Date,/Time Assigned [Edit En

1

Hilda Quirca oa/23/z012 oBi30:33
Quantity Size
1 3

Location Needed

Time Due:
o03/31/2012 08i39:53
Date/Time Completed

Result: The Edit Entry EOC/DOC-Request window appears.
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3 The top-white portion of this window will be

L aTHl
%9':’ DOC - Request used to update the request, the bottom-
Incident: Administrator Training grey portion cannot be updated but shows

the original request detalils.

Report £ | Hilda Quiroz ld
Priorit: [iow  |v] In this window you can update the:
Status Update: | Unassigned ™|
Update Comments: Priority: Select Low, Medium, High or
Flash.
Status Update: to

Completed By: Unassigned

Time

CompletediClosed: :is'gp'le':l
. cepie
Closed
Details History :I:-lc-;nrsgert:g =
Comments/Remarks: 1 EV'E;tDI;E
Bjecte
Reguest information
Local Tracking #: 4191 Update Comments: If a request has been
Criginating Position: 1f) RSSP Manager H H
oriainatar Name. Hilda Qures made to you EOC Section or DOC in error,
Request DaterTime 03232012 09:39:33 make a note here as to Why you are
R ted Item: 1 . . . . .
R ety 1 unassigning it. If your DOC is responsible
L S for the item but your position is not, you
Contact Name: Hilda Quiroz may not unassigned the request but must,
Contact Mo S10-642-8036 | reassign it by marking the status
e orraten Assigned and in this field placing the
Costmel T T REER- e Ciiiy Genttes name and position of the individual you
Time Assigned: 03f23/2012 08:39:33 .
Tirne Due: 03142012 08:39:53 have assigned the request to. The
Attachment:

comments field can also include all other
actions you have taken to procure the item
and deliver it.

Completed By/Time Closed: When you
change the Status Update to Complete
these fields will default to your position,
user name and the current date and time.
To change the position, name, date of time
simply click in the field and manually
update.

4 Result: The system will update/maintain the status of all requested items and will allow
users to visual see the priority of request and the status via a color matrix

=) Position - "Request Log"

# Incident: Administrator Training

= =
W Status [View A1 v] Search Search | [ Ciear Search W Beaquests Vi Al o] viewsi{Ust[A1)

Date/Time Assigned
oa/za/z01z oB:aciaa
‘Time Due:

B 1 E10-642-9036 03/31/2012 0839153
Location Needed View Attachment: Date,Time Complated
afaafaca eiagias

Buantity sizo

COMMENTS:
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F-{ 5) Mission Board

10.1 INTRODUCTION

The Mission Board tracks all missions or tasks assigned by the EOC Director to an EOC Section or
a DOC, or an EOC Section to a DOC, or DOC Managers to their DOC Sections/Members. A
“mission” is defined as any task, objective or purpose assigned to a group or position (e.g., EOC
Section / DOC, Section Chief or DOC Member) requiring some degree of action or outcome.
Missions are goal-oriented and are assigned to specific EOC Sections or DOCs. Missions are formal
“assignments” and therefore, require follow-up and tracking. Each group manages their own mission
boards: EOC Sections and DOCs.

Keep in mind that all Missions/Tasks are done via your change of command and move in a
downward motion.

Missions can be updated by clicking on the Update Icon. Users who have been assigned a Mission
have the ability to “Accept”’, “Reject”, “Complete”, or characterize the mission as "In Progress".
Members of the tasked staff may also provide comments with status updates. All missions are
organize by position, to know what positions are available to assign a mission to, the position name
will have a * next to it on the drop-down box. If you do not know who to assign the Mission to, or the
position you want to assign it to is not available, select the EOC Section’s / DOC’s WebEOC
Operator.

This Board is Organize so that EOC Section Members and DOC Members only View Missions that
they have Task others with and those they have been Assigned to complete. Only EOC Section
Chief's/DOC Managers/Deputies/ and WebEOC Operators can View all of the Requests in List or
Expanded View.

10.2 For Viewing & Printing an Entry or Log see sections 4.2 — 4.3.

Position - "Mission/Task Log"

Incident: Administrator Training

Views: i

Lror ]
FRINT 1Q PD'> H \-,‘ Status: | Miew Al ~| Search Clear Search \-,‘ Eequests | My Requests hd

%/ Status: | New Regquest N Requests | View Al ~
. e Al i

My Requests

My Assignments

ey Al

Mew Reguest
Accepted

In Progress

Delegated

Rejected

COverdue

Unassigned

|Meed Mare Infarmation
1Complete/Closed

Figure 2: 5) Mission Board Navigation Key
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10.3 ADDING/CREATING A MISSION

***You must contact the EOC Section or DOC that you are going to task a mission to
before entering or adding a new mission into WebEOC. You first have to contact the
assigned party via telephone, message forms or runner. WebEOC is not meant to replace
actual human communication when it comes to missions, it is only meant to assist in
keeping track of missions and remind those that have assigned or been assigned a
mission that 1% they have a pending item for action, and 2" the status of the assigned

mission.
Step | Action
1 | Click on 5) Mission Board from the Control Panel

Boards

0) Tier 1 - (Residential) (]
1) Significant Events Board - (Read) & &
2] Information Eoard (5]
3) Activity Board (]
4) Request Board (F =]
5] Mission Board (+ =

Result: The 5) Mission Board window appears.

|
To create a new Request, click on E{} Add Entry Icon

(1\\;‘ Position - "Mission/Task Log"

# Incident: Administrator Trainin, g
.
B | ¥ Stanus:[View Al [¥] Searct:

Mission Task:
W

s
M
o
|
o
o

o
Tracking # COMMENTS:
473

Request To: 1
1) PebEOCOPERATOR - RSSP

Priority: Read Mera
Medium

Result: The Add Entry Mission/Task window appears.

Office of Emergency Preparedness & Homeland Security 33

University of California, Berkeley
October 31, 2011
2.0 Beginner’s User Guide

WebEOC 7.4




3 Report Ag | Hilda Quiroz w

“==| Mission/Task

= e Incident: Administrator Training Spell Check
E——

Originator; 1) RSSP Manager
Originated By: Hilda Quiraz
Initial Date/Time |3/23/2012 1324 49 =)
Tracking Mumber: Tracking Nurmber will be assigned when request is submitied.
Status: | Mew Mission
Task To: | 1) WebEOC OPERATOR - RSSP i
Priority | i(Select) |v

Mission / Task:

CommentsiRemarks:

Contact Name:
Contact Mo
Time Assigned: 3/23/201213:24:49 gl
Time Due: Te-- Click Calendar
Time Completed
Completed By:

Complete all the fields in Add Entry
Mission/Task window:

Originator: Will default to your position

Originated By: Will default to your user
name

Initial Date/Time: Will default to current
day and time. This can be edited by
clicking on the calendar icon or directly
into the field to modify.

Tracking Number: Will be assigned
automatically.

Status: Will default to New Mission

Request To: Drop-down menu only
contain positions that you have a right to
request items from. Please note that

positions with an * are those that are
current staffed, if a position you would like
to assign a request to is not available
select the EOC Section’s/DOC’s -
WebEOC Operator.

Priority: Select Low, Medium, High or
Flash.

Mission/Task: Give a brief but concise
description of the mission you are tasking
including objective and location.

Comments/Remark: Add any special
consideration about the mission that field
teams need to consider such as
protective gear, proximity to a fire,
payment method etc.

Contact Name: Person who is tasking
mission.

Contact Number: The contact number
for the individual that tasked the mission.

Time Assigned: Will Default

Time Due: Click on

- Click Calendar and select the right
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date and enter the time.

0g ;130 (|18
March 2012
SunMonTue WedThu Fri Sat

Time Completed: Leave Blank, this will
be updated by the individual you have
assigned the request to.

Completed By: Leave Blank, this will be
updated by the individual you have
assigned the request to.

4 | click |__Seell theek Jig check the entry.
5 | When finished, click 52
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10.4 ACCEPTING / RE-ASSINGING / COMPLETEING A MISSION

Once the mission is assigned and accepted by an EOC Section/DOC, the Section/DOC can
begin taking action.

Responsibilities of the EOC Section/DOC:

It is the responsibility of the EOC Section/DOC to monitor the status of all missions
assigned to them.

The individual within Section/DOC that completes the mission will need to complete and
close the mission via WebEOC. Before closing any mission, you will need to contact the
Individual that tasked the mission and advise them that you will be closing the entry.

Step | Action
1 | Click on 5) Mission Board from the Control Panel
Boards
0 Tier 1 - (Residential) (5]
1) Significant Events Board - (Read) (+ ]
2 Information Board (F =]
3) Activity Board (+ =
4) Request Eoard (+ ]
5) Mission Board (+ =]
Result: The 5) Mission Board window appears.
2 =,

4

Click on % Edit Entry Icon

N Position - "Mission/Task Log"

%# Incident: Administrator Trainin; "

= N

Mission Task: Con
i i

COMMENTS:

Result: The Edit Entry Mission/Task window appears.
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3 The top-white portion of this window
E . . 3 . .
Mission/Task will be used to update the mission, the
Incident: Administrator Training bottom_grey portion cannot be updated
DOC - REQUEST UPDATE. but shows the original mission details.
Report A= | Hilda Quiroz i

In this window you can update the:

Status Update: |Unassigned  |w

Update Comments: Status Update to

Unas=signed

Completed By:

Time
Completed/Closed: In Progress
Qrrer Due
Rejectad
Details History

Update Comments: If a mission has
been made to you EOC Section or

Comments/Remarks: 1

Request Information DOC in error, make a note here as to
Local Tracking % 0471 why you are unassigning it. If your
ey PeelimE 1) RSP MEmeger DOC is responsible for the mission but
Criginator Mame: Hilda Quiroz e .
Request Date/Time 037232012 12:23:.45 your p_OSItIOﬂ IS no_t, )_’OU may not
Mission / Task. 1 unassigned the mission but must,

Contact Mame: Hilda

Contact Na. 510.647-9006 reassign it by marking the status

Assigned and in this field placing the
name and position of the individual you
e Aconed Daapote 2t have assigned the undertake the
Time Due: 0372472012 12:24:25 mission. The comments field can also
Bl include all other actions and difficulties
you have experience in accomplishing
the set task.

Assignment Information

Completed By/Time Closed: When
you change the Status Update to
Complete these fields will default to
your position, user name and the
current date and time. To change the
position, name, date of time simply
click in the field and manually update.

4 | Result: The system will update/maintain the status of all missions and will allow users to
visual see the priority of mission and the status via a color matrix.

“SN Position - "Mission/Task Log"

¥4 Incident: Administrator Training
(= — — iows: st [AT]
B | 7 staws: | View A ¥ search: [[Search | [ Clear Search | 7 Requests | My Requests [ viewsi{Lat]fAl]
=4
Status Mission /Task: Contact Name Date/Time Requested
Naw Mission b Hilda 03/28/z018 18:25:45
Time Due:

Hilda Oui oa/zafz012 12124125

§10-642-9936
Originating Position View Attachment: Date/Time Complated
4f) RS8P Manager

Tracking # COMMENTS:

o471

quest To: 1
LehECCOPERATOR (BEsD
Priority:

Read More
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6) Shelters Board

11.1 INTRODUCTION

The Shelters Board identifies buildings or locations which have meet sheltering criteria or have

been determined safe for occupancy by the campus’s Facilities Inspection Teams (FIT,
buildings have been greened tagged). In the Shelters board, you can view the name of a
Shelter, its Status (if the shelter is opened or closed), whether it is Pet Friendly, and the
Occupant Availability. Additional information on a Shelter can be obtained by clicking on the

Details button found on the display view of the board.

Everyone in the ERO, has read-only access to the Shelters board, with the exception of the

following Positions:

EOC Director

EOC Management WebEOC Operator
FS & RSSP DOC Manager

FS & RSSP Deputy

FS & RSSP WebEOC Operator

Only these positions can determined, approves, and add a shelter to the 6) Shelters Board

11.2 For Viewing & Printing an Entry or Log see sections 4.2 — 4.3.

11.3 ADDING A SHELTER

Step

Action

1

=)

Click on 6) Shelters Board — (Input) from the Control Panel

Boards

0) Tier 1 - (Residential)

1) Significant Events Board - (Read)
2} Information Board

3) Activity Board

4} Request Board

5) Mission Board

£) Shelters Board - {Input)

cooo0O0O
A < < < R ]

Result: The 6) Shelters Board — (Input) window appears.

, !
To create a new Shelter, click on i-:c Add Entry Icon

N Shelters Log

Incident: Administrator Training

-

Name | Status | Cupu:ilyl()::upum:y AvailahlelARCl SN | PF ‘ Detail

Result: The ADD ENTRY — “Shelters Log” window appears.
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Report &z | Hilda Quirez v

== | ADD ENTRY - "Shelters Log"
=

G Incident: Administrator Training

/

Shelter

@ Post
Name
ORemove
Address
Latitude
Longitude
County
Capacity |0
Oceupaney [0
Status
American Red Cross
Approved
Special Needs [
Pet Friendly []
Contact Information

Title
Hame

Phone Number
Remarks

Remarks

Result:

helters Log

Incident: Administrator Training

=
VIEW:

PF | Detail

OPEN 100 0 100

Complete all the fields:

Name: Name of the shelter if applicable
Address: Physical address of the shelter
Latitude / Longitude: If known

County: Enter name of county not zip
code.

Capacity: Maximum number the facility
can hold

Occupancy: The current number of
individuals in the shelter including victims
and response personnel

Status: Select whether the shelter is
CLSD (Closed), FULL, or OPEN. This
can be updated as applicable.

Click on the boxes if the shelter is:

American Red Cross Approved, can
accommodate Special Needs (is
handicap accessible), is Pet Friendly
(allows pets to be in the shelter)

Include Contact Information of the
Individual that is running the shelter

Title: Is they have one included it

Name: Their first and last name

Phone Number: The number where they
can immediately reached, whether it's the
personal, office or general shelter
number.

Remarks: Add any additional remarks
that

might be pertinent to know such as the
shelter location has food and water, or it
only has beds for 100 people but its
capacity is 200 etc.

Click L_Seell Check_Jio check the entry.

When finished, click L2
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| ) WebEOC Mgt Board

12.1 INTRODUCTION

The WebEOC Mgt Board facilitates data entry by defaulting to the “Control” view after a new
entry is entered, as a WebEOC Operator this feature will expedite the entry process. This board
also separates data entry from data viewing in a comprehensible and simple way.

12.2 For Viewing & Printing an Entry or Log see sections 4.2 —4.3.

12.3 For Entering a New Entry review directions for all the previous boards.

RSSP : Operator Control Panel

¥ Incident: Administrator Training

ADD ENTRY: VIEW BOARD:

B N

+ Infarmation Infarmation Board ]

+ Regueast Reqguest Board ]

[

+ Activity [ Activity Board ]
[
[

+ Mission Mission Board ]

+ Shelter Shelter Board
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Contact

13.1 INTRODUCTION

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

13.2 VIEWING AND EDITING CONTACT INFORMATION

Step | Action

1 Click on Contacts found in the Tools section from the Control Panel.

Tools

Admin g

Chat G Name [Agency [Phone [Pager [Mobile [Delete
Gorzalez, Sherl  UCE 510 643-0871 [

Contacts G Jones, Dorathy UCBerkeley (510) B43-5242 i3
Owverty, Kevin ESi 360-574-5504 I3

Messages G - Tremaine, Michelle  UCE Reglstrar  610-642-6430 [

Result: The regular Contact window appeatrs.
2 To edit your contact information click your name.

Edit Contact

Name [Agency [Phone [Pager [Mobile [Delete AGENCY. UC Berkeley e |Diect
Gonzalez, sheryl uce 910 643-0871 I3 Department ogpmis
Jones, Daratty UCBerkeley (510) A43-5242 b Address: | Sproal Hall, Rm 17
o Cvery ein I 360-574-6504 [
Quiraz, Hida Berkeley  510-642-9036 B poress
Bl B Registrar  510-642-6430 ik ‘ Adress
- e e Incose agma
Email 2 oapgberkeley edu Email 3
e g
SEeRaE Busness2 vome
Fax Otes
ausiess cai PersonaICel 53771718 F—
 Hoa o reso e
2 Do not hide from restricted users,
(Sam) [Cancal
Result: The Edit Contact window appears.
3 Fill all fields and once you are done click Save.
Result: Your contact information will be updated in the Contacts Tool.
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13.3 ADDING CONTACT INFORMATION

To add your contact information to the Contact Tool database follow the steps above (8.2) but
instead of clicking on a name click on ADD CONTACT button.

l Impart ] [ Expart ] l Search l

Name | Agency |Phone |Pager |Mobile |Delete
Gonzalez, Sheryl UGB 510 643-0871 b
Jones,Dorothy  UCBerkeley  (510) 6435242 B
Overby, Kevin ESi 360-574-5504 ib
Tremaing, Michelle  UCE Registrar  310-642-6430 Fi
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g Chat

14.1 INTRODUCTION

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

14.2 USING CHAT

Step | Action

1 Click Chat from the Tools section of the Control Panel.

Tools
Admin
[Chat ]
Contacts
Messages

B O B &

Result: The Chat Room List window appears.

2 | Select the name of the chat room that you wish to enter.

Chat Room List

[Room [Edit|Delete
ATHLETICS' &0
BEGINNER'S TRAINING &0
CEPG / COMMAND POST &
BEGINNER'S TRAINING Chat Room
Users Messages \
[ Hita uirez
c X Messages
urren panel will
participants be empty
are upon
displayed < / entering
here chat room
/
\
[ Send
Type your message here
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Result: The Chat Room window appears.

Note: Upon entering a chat room, the Messages pane will be empty and the current
participants in the chat room will appear in the Users pane.

Type your message in the text message area.

4 | Click Send or press the Enter key to send your message.
Result: Your message will be added to the Messages pane.

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

5 Click Leave Room to leave the chat room.
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Checklist

15.1 INTRODUCTION

The Checklist tool allows users to keep track of the progress of the responsibilities associated
with their position in a chronological, concise, and organize way. It also allows users with the
same position to know the progress that has been made during a previous operational periods,
this is critical during shift changes.

15.2 USING CHECKLIST

Step | Action

1 Click on Checklist from the Control Panel

Tools
Admin
Chat
Checklists
Contacts
Wessages

DE0BEO

Result: The Checklist window appears.

2 READ YOUR ENTIRE CHECKLIST! This will clarify your role, assist you in your
responsibilities, and establish your operational priorities!

Checklists

Open, Complete, Previously Accomplished, Not Applicable

Checklist: | RSSP - DOC Manager [~]
@ Hide Remarks < Show Remarks
~ | 1. Upon notification of the activation, report to 2610 Channing Way, RSSE 4th
Floor Berkeley Room and activate the DOC

| 2. Activate all communications and test with the EOC to ensure adeguate
communications. See EQC Telephone Directory in Appendix (Section 5.4A)

~ | 3. Assign staff to lead each team (Operations, Plans, Logistics, and Finance).

TWWith each team leader, determine the immediate functions that will be activated

| 4. Assess the overall status of department staff on-duty and on-site. Ask for a roll
call and status report from the Cperations Team Leader

~ | 2. Ensure that field teams are assembled and reacdy to deploy.
~ | B. Confer with the EQC to determine the operational priorities for the DOC

s | 7. Confirm building inspection team status with Facility DOC. Canfirm meeting
place for RS5SPF inspectars

~| 8. Coordinate all major field operations with the EOC. Contact other DOC

T managers, if necessary to confirm direction from the EQC. Do not make
operational decisions with other DOCs without contacting and werifying with the
EOQC!

3 | As you undertake tasks and work through your checklist, mark your progress by utilizing
the drop-down bars next to each checklist item.

1. Upon notification of the activation, report to 2610 Channing Way, RS5E 4th
—IFloor Berkeley Room and activate the DOC.

Use the following key found at the top of your checklist to track your progress.

[Open, Complete, Previously Accomplished, Not Applicable|

* Note: Your checklist works chronological, your previous denoted progress will affect the
choices in your subsequent checklist items and sub-items!
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4 | You can add remarks to checklist items by clicking O show Remarks  (bubble) at the
top of your checkilist.
Checklist
Open, Complete, Previously Accomplished, Naot Applicable
Checklist: |RS Manager [v]
® Hide Remark
Result: Remark hyperlinks are added to the end of every checklist item.
5 | Click on --- next to the checklist item you want to add a remark to.
[+] 1. Upon natification of the activation, repopto 2610 i v, RS5E 4th
— Floor Berkeley Room and activate the DO
Result: The item will underline and a remark box will open below your checklist item.
(v | 1. Upon notification of the activation, report to 2610 Channing YWay, RSSE 4th
— Floor Berkeley Roorm and activate the DOC, -—-
6 | Click inside the Remark text box and enter your remark. Once done click ER

[+| 1. Upon notification of the activation, report to 2610 Channing Way, RSSE 4th
- loorperkeley Hoom and activate the DOC. -

Save Maximum length iz 2000 characters.

Result: The remark will appear next to the checklist item.

(s | 1. Upon notification of the activation, report to 2610 Channing Way, RSSE 4th
— Floor Berkeley Room and activate the DOC. ---Test
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Messages

16.1 INTRODUCTION

The Messages tool allows WebEOCe users to communicate with each other via an internal
messaging link. Users can send email messages to email accounts internal and external to
WebEOCe. All messages sent or received by the user are seen by all users regardless of the
incident that the user is logged in to. Since messages are “real time” and there is no “queuing”
system, they will not be received if the intended recipient is not logged in. As such, messages
are not considered formal communication. No mission assignments or resource requests should
be conveyed via “messages.”

16.2 VIEWING MESSAGES

If you have a new message, you will receive a pop-up notification at the bottom of the Control
Panel.

E\

n
o
]
0
]

WebEOC 7.4 ——

L) =Ty
Administrator Training

Boards
©O) Tier 1 - (Residential)
1) Significant Events Board - (Read)

3F) Activity Board

4) Request Board

5) Mission Board

&) Shelters Board - (Input)
) WWEhE e Mot Board

gooogece

Qofoooogofeoocenon

Tools
Acmin
—hat
Checklists

Cantacts
rMessages
FPlugins
File Library

PSS W e ather Alarts
Links

IS
waather Channal
renha - B B -

Step | Action

1 | Click Messages from the Tools section of the Control Panel

Tools
Admin
Chat
Checklists

Contacts
Messages

btoeee

2 | Click on the name in the From column to open the message.

Messages

T

[ _[From Subject | Priority [Incident [Received |Delete |
|l Hida ouiroz Please Respond  High Administrator Training 2010-11-30 10:13:46 [ 3

Result: The Message Detail window appears.
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16.3 REPLYING TO MESSAGES

Step

Action

Contacts
Messages

Click Messages from the Tools section of the Control Panel

Tools
Admin
Chat
Checklists

btoeee

Click on the name in the From column to open the message.

Messages

[J[From [ sdbject [Priority [Incident [Received [Delete |
|| Hilda Quiroz  Plfase Resp High inistrator Training 2010-11-30 10:13:46 [y |

Result: The Message Detail window appears.

Click [Feet) or (Ferard ] 14 reply to or forward the message.

Message Detail

New Message

Hilda Guiroz
2012-08-27 09:57:46
Hilela Quiroz
Administratar Training
NormaEl

O WO they changed messages..

[(Rapiy ] ((Farward | [Frint] [Gack ]

Result: The message opens in the Compose New Message window.

Complete the following fields as necessary: | . Click on * next To: Select the recipient(s)

from the Users, Groups and Positions.

= To:

Note: To send a message to

= Priority and Subject

5oy multiple recipients: Press and hold
pra— () s e the Ctrl key and click eggh recipient
user, group, and/or position. To

deselect a choice, press and hold
the Ctrl key and then click once on
the choice to deselect.

« Click on * next Priority & Subject: Select
the priority for the message (High,
Normal, Low).

= To:

Users: | adan Tejada
Adetokunbo Adeyemi
Alex Gomez

Alex Yao

< 3

Groups: | (Select)

o Al

0) ATHLETICS'

09 SHELTERS - VIEW ONLY

Position: [a1) CEPG

01) WebEQC OPERATIONS - IC
01) WehEQC OPERATIONS - MGT
01) WehEQC OPERATIONS - OPS

X R

< >

[ Generate Ernail

e ] « Click on *'next Body: Original message
Subject [RE ew Message will appear. Enter your response above

the original message

- Original Message-——
rom:Hilda Quiroz
‘ o Attachment: If attaching a file, click

atischment to choose the file to attach.
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To spell-check your message, click (el Check |

Click [5=n¢_to send the message. After you send your message, you will automatically

return to your Messages Inbox.

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

You have received a new messade.
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R 16.4 COMPOSING MESSAGES
Step | Action
1 Click Messages from the Tools section of the Control Panel

Checklists
Contacts
hMessages

Tools
Admin
Chat

oooeo

2| click
Messages
Inbox ~
|_[From [Subject [Priority [Incident |Received |Delete |
| Hilda Quiroz Please P High istrator Training 2010-11-30 10:13:46 Tib ‘
Result: The Compose New Message window appears.
3 | Complete the following fields as « Click on * next To: Select the recipient(s)
necessary. from the Users, Groups and Positions.
Note: To send a message to
multiple recipients: Press and hold
e ) the Ctrl key and click each recipient
user, group, and/or position. To
deselect a choice, press and hold
o the Ctrl key and then click once on
SErST | Adan Tejada - .
b s 3 the choice to deselect.
Alex Yao v . . . .
O » Click on* next Priority & Subject: Select
0y Al . . .
DEMEES 1 the priority for the message (High,
postion: o1 cere Normal, Low).
013 WebEQC OPERATIONS - IC
013 WebEOC OPERATIONS - MGT
01y WebEQC OPERATIONS - OPS o
I » Click on *'next Body: Original message
Pty Nomalls will appear. Enter your response above
o e the original message
o B e Attachment: If attaching a file, click
[Sent:2012-03-27 09:57.46
ot O | to choose the file to attach.
‘ Attachment, .

4

To spell-check your message, click L8l Check |

5

Click [2=n¢_to send the message. After you send your message, you will automatically
return to your Messages Inbox.

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

You have received a new messade.
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NWS Weather Alerts

17.1 INTRODUCTION

NWS Weather Alerts is a tool issued by the National Weather Services that gives Current
Weather Watches, Warnings and Advisories for all the states and counties within the United

States.

17.2 VIEWING A WEATHER ALERT

Step

Action

1

Click NWS Weather Alerts from the Tools section of the Control Panel.

Plugins

File Library (5]
-NWS Weather Alerts %]

Result: The NWS Weather Alerts window appears and displays the Inbox.

Select a State/Territory from the drop-down bar (California)

NWS Weather Alerts
StatesTerritory: | Select a state... v _

Result: The NWS Weather Alerts window appears with alerts based on urgency and

county name.

Look for Alameda County, if no alerts present click “X” to close the NWS Weather

Alerts window.

NWS Weather Alerts

State/Territory: |

Current Watches, Warnings and Advisories for California [ssued by the National Weather
Service

High Wind Warning issued March 27 at 12:44PM PDT until March 28 at 5:00AM
PDT by NWS

L HIGH WIND WARNING REMAINS IN EFFECT UNTIL & AM PDT WEDNESDAY ... A HIGH
WIND WARNING REMAINS [N EFFECT UNTIL 5 AM PDT WEDNESDAY. * WINDS.. WINDS
ARE INMCREASING AMD EXPECTED TO REACH 40 TO 50 MPH THIS AFTERNOON %WITH
GUSTS TO 60 MPH. * TIMING.. WINDS WILL PEAK THIS AFTERNOON AND EVENING
BEFORE 5LOWLY DIMINISHING BY EARLY WEDNESDAY MORNING.

Office of Emergency Preparedness & Homeland Security

University of California, Berkeley
October 31, 2011
2.0 Beginner’s User Guide

WebEOC 7.4

51




