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The Users Section

Introduction
Instructions in this chapter are performed in the Users section of the Admin window.

This chapter will cover the following Users managers.

o Users
e Positions
o Groups

e Sessions

You must be a WebEOC administrator or have appropriate admin profile permissions to perform the
functions outlined in this chapter.

The Users Manager

The Users manager allows WebEOC administrators to create and edit basic user settings (user names,
passwords, permissions, email addresses, etc.) for user accounts. You can also build user reports in the
Users manager. The User Activity Report lists users; their last attempted log-in date and time; and their
last successful log-in date and time.

Each user account must be assigned to a position; each position must be assigned to a group; and each
group must be assigned to an incident. Without a position, a user cannot log in to WebEOC. Without a
group, a user does not have permission to any incidents, and without being assigned to an incident, a user
does not have permission to any boards, plug-ins, etc.

Position assignments made in the Users manager are automatically applied to the Positions manager.
Changes made in the Positions manager are automatically applied to the Users manager. The
Administrative Access Report shows you which users have full or partial administrative access and which
admin managers they have access to.

If you (the WebEOC administrator) provide a position name, position access code (PAC), and your agency’s
WebEOC URL, users can set up their own accounts. If users will be setting up their own accounts, provide
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them with the instructions in this section. Users cannot grant themselves WebEOC administrator
permissions. User accounts configured as administrators must be created by a WebEOC administrator.
Granting users WebEOC administrator privileges through the Users manager automatically enables them
to perform all administrative functions in WebEOC.

Planning a New User Account
Before creating a user account, you should determine the user’s information and permission
requirements. Answer the following questions before creating a user account.

e What will be an appropriate user name and password for the user account?

e What position or positions will the user be assigned to? Does the position already exist?
¢ Will the user be a WebEOC administrator?

e Will the user need to be able to send emails?

e  Will multiple users be assigned to the account?

Single-user or Multi-user Accounts

Log-in accounts can be configured as either single- or multi-user. Multi-user accounts allow more than
one user to log in using the same user account at any one time. Single-user accounts allow only one
person to be logged in to a particular account. If a user logs in to an active single-user account, the active
user is logged out.

If your account is configured as single user and someone else is logged into that account, when you select
the OK button, the other user who is involuntarily logged off receives a pop- up message on his or her
Control Panel. When involuntarily logged off, the logged off user should exit the system (by selecting the
Log Off button) and contact the WebEOC administrator for assistance.
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Adding a User Account

To add a new user account, follow the steps below.
1. Inthe admin manager window, select the Users link in the Users section.

.\ ) \
“* Home Q Help

Solutions Center

Support Information

Groyps Website: ESi Support
Positions Email: support@esi91i.com
Sessions

Server Information

Sers

Customer ID:  ESi
Version: 7.400
Organization Name: EOC Professional
Process Build Number:  7.4.0.0.20111007.1.(32bit)

I I |

——T

1]

2. Inthe Users window, select the Add User button.

Filter by Name | |

ABCDEEGHIJKLMNOP Q@R ST UV W XX Z Al

Name s JadminCommentsLockedDelete
Tib

User Name

WebEQC Administrator v
Total Records: 2

View User Activity Report || View Administrative Access Report ([ Add User ’
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In the Add User window, enter the user name the user will use to log in to WebEOC in the User

Name field.

Home > Users > Add User

Add User

User Name

Password |

Confirm Password |

Administrator

Multiple User Login

Account Disabled

Change password at next login?
Dual Commit User

Primary Email

FREECIE ]

Secondary Email |

Color |

Additional Information

Real Name

Location |

Office Phone |

Mobile Phone |

Department

QOrganization [

Supervisor |

Attachment |

Comments

Positions
Available

CMD EOC Director
Position Name

|(Browse...

Assigned

|[ Add

® Default
O Default

4. Enter the password the user will use to login to WebEOCin the Password field, and
reenter the password in the Confirm Password field. Ifthe passwords do not match, a red
error willappear next to the Confirm Password field. Passwords are case sensitive, are
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limited to 50 characters,and can contain any character (i.e., alpha- numeric and/or
special characterssuch as a space,#,&,$, etc.). The only exception to this rule is the single
quotation mark symbol which, for security reasons, cannot be used in passwords.

5. Select the Administrator checkbox to allow the user unrestricted access in WebEOC. The
Administrator checkbox will not be available for users who do not have WebEOC administrator
privileges, even if they have access to the Users manager through an admin profile.

Administrator permissions are permanently assigned to the WebEOC administrator system account and
cannot be modified.

WebEOC administrator privileges override any permissions set up in the Admin Profiles manager.

6. If multiple users will use this account simultaneously, select the Multiple User Login
checkbox.

If you do not select the Multiple User Login checkbox and multiple users use this account, the last
user successfully logging in will cause the user currently logged in to be logged out of WebEOC.
When this occurs, the user attempting log-in will be asked to confirm if they want to continue the
log-in sequence and log off the other user. The user logged out of WebEOC will receive an error
message on his Control Panel.

7. Account Disabled is used to disable an existing account.

8. Ifyou want to force the user to change his password the next time he or she logs in, select the
Change password at next login? checkbox.

9. Ifthis user account will be used for Dual Commit purposes, select the Dual Commit User
checkbox. You can select the Multiple User Login checkbox for Dual Commit user accounts. See
Chapter 5: The Process Section for detailed instructions on the Dual Commit feature.

Note: When the Dual Commit User checkbox is selected, this user account will not appear in the Users
drop-down list.
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10. If the user will need to be able to send emails, enter an email address in the Primary Email
field. See Chapter 6: The Systems Section for detailed instructions on how to enable the email
feature.

As long as your SMTP server is configured in WebEOC, emails can be sent from within the WebEOC
Messages plug-in or an email-enabled status board to any external email enabled device. If an email
address is not set for a user, the email capability will not be available for that user in the Messages plug-in.

11. Ifthe user has a secondary email address, enter the email address in the Secondary Email field,
and select the Add button.

Note: An unlimited number of email addresses may be configured for a user. When an email is
generated in WebEOC, the message is sent to the primary and any secondary email addresses that have
been configured.

12. To assign a background color to a user name, click inside the Color field, and when the color
palette appears, use the crosshair icon to select the color. You can also enter a color code in the
field.

Note: Background colors can be useful to distinguish between user names that are displayed on a
status board.

13. In the Additional Information section, complete the fields as applicable. Information in this
section will populate the Additional Login Information window. In the Attachment field, you can
attach a JPEG, PDF, etc., to this user account.

14. Assign a position to the user account by selecting the position from the Available list, and
selecting the right arrow to move the position to the Assigned list.

15. When you have completed the Add User window, select the Save button to save the user
account, or select the Cancel button to abort the operation.

Editing an Existing User Account

To edit an existing user account, follow the steps below.
1. Inthe Users window, select the name of the user account you want to edit from the Name column.
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Note: The User List can also be filtered by selecting the letter of the alphabet that corresponds to the
first letter in the user’s first or last name.

2. Make your changes in the Edit User screen.

3. To delete a secondary email address, select the email address you want to delete, and select
the Delete button.

4. Toremove an assigned position, select the position in the Assigned section, and select the
left arrow to move the position into the Available section.

Note: If you make position changes in the Users manager, those changes will
automatically be applied to the Positions manager.

5. Select the Save button to save your changes, or select the Cancel button to abort the operation.

Deleting a User Account

The WebEOC administrator account cannot be deleted from the system. Deleting a user account will
remove the user from the Groups and Positions managers.

To delete a user, follow the steps below.
1. Inthe Users window, select the trash can icon next to the user account you want to delete.

Home > Users

Users

Filter by Name | ‘
ABCDEEGHIJKLMNOPQRSTUV WXYZ A
Name o Admin|Comments|Locked Delete
User Name a

WebEOC Administrator

Total Records: 2

View User Activity Report || View Administrative Access Report || Add User

2. When the delete confirmation window appears, select the OK button to permanently delete the
user account, or select the Cancel button to abort the operation.
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Locking and Unlocking a User Account

Only a WebEOC administrator or a user with appropriate admin profile permissions can lock or unlock a
user account.

In “The General Manager” section in Chapter 6: The System Section, the administrator can set a limit to
the number of times a user can log in unsuccessfully. If a user exceeds the number of log in attempts

allowed, his or her user account will be automatically locked and a lock icon will appear next to his name
in the User List window.

Home > Users > User Name
Edit User
User Name |User Name
Password (essssssssce
Confirm Password [esesssssces
Administrator [
Multiple User Login []
Change password at next login? []
Dual Commit User []
Primary Email B
Locking a User Account Secondary Email Add
To manually lock a user account, follow the steps
below.
1. In the Users window, select the user Color |
account you want to lock. Additional Information
Real Name |John
2. In the Edit User, elect the Account Locaton .
. Office Phone ») Default
Disabled checkbox. Mobile Phone | ‘ O Default
Department
3. Select the Savebutton tosave your Organization |
Supervisor
changes, or select_ the Cancel buttonto e | —
abort the operation. e
Positions
Available Assigned
(Select) - Position Name
Admin Position
CMD EOC Director
CMD PIO |
FIN Compensation Claims Un
FIN Cost Unit
FIN Finance/Admin Section C
FIN Procurement Unit
FIN Time Unit
LOG Communication Unit ~|
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Unlocking a User Account
To manually unlock a user account, follow the steps below.

1. Select the Users link in the Users section of the Admin window.
2. Select the lock icon next to the user account that has been locked.
Home > Users
Users
Filter by Name |
ABCDEEGHIJKLMNOPQRSIUY WIXYZA
Name Admin Comments Locked Delte
User Name 0 i
WebEOC Administrator
Total Records: 2
View User Activity Report || View Administrative Access Report || Add User
3.

Select the OK button to unlock the user account, or select the Cancel button to abort the operation.

Message from webpage

? / Unlock this user? User Name
\w

f..0K 1 [ Cancel
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Viewing the User Activity Report
The User Activity Report lists users; their last attempted log-in date and time; and their last successful
log-in date and time. It is in PDF format. This report assists you in managing user accounts.

To view the User Activity Report, follow the steps below.
1. Select the Users link in the Users section of the Admin window.

2. In the Users window, select the View User Activity Report button.

Home > Users

Users

Filter by Name | [ i m E

ABCDEF K oL M NSO Uu v W XY Z Al

m
Adam Smlth
Amy Black

Bill Ryan

Bob West
Charlie Asher
Christy Campbell
Danny Craig
David Brown

Eric Terell

Erin Wright
Frank Fields
Fred Moore
George Jones
Gladys Johnson

FHEFIIIIIIIIITTITT

Harry Morgan
123/ Total Records: 40

‘ View User Activity Report_| DView Administrative Access Report || Add User
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3. The User Activity Report will appear as a PDF in a new window. Select the Print icon in
the PDF toolbar to print the report.

User Activity Report

User Name [ Attempted Log In | Successful Log In
User Name 10/20/2011 11:51:37 10/20/2011 16:45:33
Adam Smith 10/20/2011 17:05:34 10/20/2011 17:05:34
Amy Black 10/20/2011 17:05:46 10/20/2011 17:05:46
Bill Ryan 10/20/2011 17:06:10 10/20/2011 17:06:10
Bob West 10/20/2011 17:06:27 10/20/2011 17:06:27
Charlie Asher 10/20/2011 17:06:58 10/20/2011 17:06:58
Christy Campbell 10/20/2011 17:07:12 10/20/2011 17:07:12
Danny Craig 10/20/2011 17:07:23 10/20/2011 17:07:23
David Brown 10/20/2011 17:09:38 10/20/2011 17:09:38
Eric Terell 10/20/2011 17:09:56 10/20/2011 17:09:56
Erin Wright 10/20/2011 17:11:18 10/20/2011 17:11:18
Frank Fields 10/20/2011 17:11:41 10/20/2011 17:11:41
Fred Moore 10/20/2011 17:12:10 10/20/2011 17:12:10
George Jones 10/20/2011 17:12:21 10/20/2011 17:12:21
Gladys Johnson 10/20/2011 17:12:34 10/20/2011 17:12:34
Harry Morgan 10/20/2011 17:12:49 10/20/2011 17:12:49
Helen Lumpkin 10/20/2011 17:13:50 10/20/2011 17:13:51
Irene Carey 10/20/2011 17:14:15 10/20/2011 17:14:16
Iris Smith 10/20/2011 17:14:38 10/20/2011 17:14:38
Jason Wright 10/20/2011 17:14:53 10/20/2011 17:14:53
Jeff Rudder 10/20/2011 17:15:18 10/20/2011 17:15:18
Kelsey Graham 10/20/2011 17:15:48 10/20/2011 17:15:48
Kevin Bacon 10/20/2011 17:16:06 10/20/2011 17:16:06
Leslie Wilbanks 10/20/2011 17:16:23 10/20/2011 17:16:23
Lindsay Willingham 10/20/2011 17:16:41 10/20/2011 17:16:41
Melanie Scott 10/20/2011 17:17:03 10/20/2011 17:17:03
Morgan Nicholson 10/20/2011 17:17:16 10/20/2011 17:17:16
Nick Carter 10/20/2011 17:17:27 10/20/2011 17:17:27
Nicole Lewis 10/20/2011 17:18:09 10/20/2011 17:18:09
Oliver Mock 10/20/2011 17:18:30 10/20/2011 17:18:30
Oscar Busman 10/20/2011 17:19:01 10/20/2011 17:19:01
Payton Marks 10/20/2011 17:19:15 10/20/2011 17:19:15
Peter Jones 10/20/2011 17:19:35 10/20/2011 17:19:35
Richard Reeves 10/20/2011 17:19:45 10/20/2011 17:19:45
Roger Dobbins 10/20/2011 17:19:57 10/20/2011 17:19:57
Scott Knox 10/20/2011 17:32:43 10/20/2011 17:32:43
Steve Sandler 10/20/2011 17:32:57 10/20/2011 17:32:57
Travis Mcintire 10/20/2011 17:33:09 10/20/2011 17:33:09
Trent Butler 10/20/2011 17:33:20 10/20/2011 17:33:20
WebEOC Administrator 10/20/2011 17:33:46 10/20/2011 17:33:46

Viewing the Administrative Access Report

The Administrative Access Report shows you which users have full or partial administrative access and
which admin managers they have access to. Only users with access to the User manager can access this
report.
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To view the Administrative Access Report, follow the steps below.

1.

2.

Select the Users link in the Users section of the Admin window.

In the Users window, select the View Administrative Access Report button.

Boundless Collaboration”

Home > Users

Users

Filter by Name | | [Laeety ] [[clesr |

A B € D E E G H J KL M NG PR S e  C a r aAll

Names i Comments Locked Doee
Adam Smlth
Amy Black

Bill Ryan

Bob West
Charlie Asher
Christy Campbell
Danny Craig
David Brown

Eric Terell

Erin Wright
Frank Fields
Fred Moore
George Jones
Gladys Johnson

FHEFIISSFTTSSSSE

Harry Morgan

123 Total Records: 40

: View Administrative Access Report

D) Add User |

View User Activity Report [
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3. The Administrative Access Report will open in a new window. Right-click in the window, and
use your browser to print the report.

Administrative Access Report

Archives
General
Groups
Master Views
Reporter
Scroller

< €K LK KAuditLog

Lists

L K KKK (MapTae

Adam Smith

Bob West

Charlie Asher
Danny Craig

Eric Terell

Frank Fields
Gladys Johnson
Harry Morgan
Jason Wright

Jeff Rudder

John Redmond
Kelsey Graham
Kevin Bacon
Lindsay Willingham
Melanie Scott
Morgan Nicholson
Nicole Lewis

Oscar Busman
Richard Reeves
Steve Sandler

Sue Andrews
Travis Mcintire
Trent Butler

User Name *
WebEOC Administrator *
* Denotes full administrator

<A K <« «KPual Commit

LA C C«Boards
CAU L € LS S Qe Library

C AL KKK (CAP Messaging
<K K K« [Checklists

<A K < «ncidents

LA L € LKL € CQLinks
<A < K Simulator

TR L AR WS sers

< K € LK < Admin Profiles
b BN < <KL «Positions

KA B ;s & ESEX

RS

REKEKESESS &

N RSN

RACECEsAss &

ARy N

LARE AR A & s

AU sAsss &

AESESKSARSARSS 8 PSASs & seas
LA L AL sessions
KRN ©

N KKs
A A2
s AUss
RS

X KL X

R
AN
AN
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The Master Views Manager

In WebEOC, organizations can track individual incidents or combine multiple incidents for
viewing in a common master view. Once configured by an administrator in the Master Views
manager, a user logged in to the master view can view the data from all sub-incidents together
or on a per incident basis by selecting the appropriate incident filter on each board display. The
ability to view the master view, along with its sub-incidents, is available only to those users with
the appropriate group permissions.

The option to track multiple incidents simultaneously yet separately, or rolled up into master
views, means that a local EOC can track their own ongoing emergency while a district EOC
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combines several local incidents into a master view, and at the same time the state EOC could
have a master view of all regional incidents. Each tier’s information can have a different level of
detail based on the information requirements for each organization.

Users select which incident or master view to participate in when logging in to WebEOC.
Master Views are not themselves incidents; instead they are a view of information from
selected incidents. Incidents are archived to and retrieved from the database on a per incident
basis. If a member incident (sub-incident) of a master view is archived, all information related
to the archived incident is removed from all boards and plug-ins in the master view when

displays next refresh.

Logging in to a Master View

Master Views and assigned sub-incidents are easily identified when logging in to WebEOC.

e Master views and
incidents that have not
been assigned to a
master view are
displayed left-justified
in the Incident drop-
down list.

e Sub-incidents assigned
to master views are

WebEOC 7.3 Login

Position: Position Name v

Incident: [Incident Name  +|

Car Accident :]
Hurricane 1
Incident Name

North Side

|—-Bridge Collapse
—Train Wreck

grouped together immediately under the master view and preceded by three short

dashes.

e Ifanincident is assigned to more than one master view, it will appear under each
master view to which it is assigned.

¢ A master view with no assigned sub-incidents will not appear in the login window.
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Adding a Master View

To create a new master view, follow the steps below.

1. Select the Master Views link in the Incidents section of the Admin window.
2. Select the Add Master View button in the Master Views window.
Home > Master Views
Master Views Filter by Name 1 Cappty | [ Crear
ABCDEEGHIJKLMNOPQRSTUVY WXYZAI
3. Enter a name for the master view in the Name field.
Home > Master Views > Add Master View
Edit Master View
Name )
Date [10/26/2011 11:61:64
Incidents
Available . Assigned
|Automobile Collision
|Flood
{Incident Name
|Train Derailment
NOTES
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4. The date is automatically set to the current date and time. If you want to change
the date, delete the text, and enter a new mm/dd/yyyy hh:mm:ss (month, day,
year, hour, minutes, and seconds).

5. Select the incidents from the Available list that you want to assign to the
master view, and select the right arrow to move the incidents to the Assigned

list.

Any changes you make to incident assignments in the Master Views manager will
automatically update in the Incidents manager.

6. Select the Save button to create the master view, or select the Cancel button to abort

the operation.

Editing a Master View

To edit a master view, follow the steps below.

1. Select the Master Views
link in the Incidents
section of the Admin
window.

2. Select the name of the
master view you want to
edit from the Master
Views window.

3. Make your changes in the
Edit Master View window.

4. Select the Save button to

Home > Master Views

Master Views Filter by Name | ]

Dats | Delste |

Columbia County - East 10/26/2011 11:51:54 iib

Columbia County - North 10/26/2011 11:59:38 lib
Columbia County - South 10/26/2011 11:59:54 ib
Columbia County - West 10/26/2011 12:00:12 i

Total Records: 4
Add Master View

save your changes, or select the Cancel button to abort the operation.
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Deleting a Master View
Deleting a master view does not delete the incidents.

To delete a master view, follow the steps below.

1. Select the Master Views link in the Incidents section of the Admin window.

2. Select the trash can icon next to the name of the master view to be deleted.

Home > Master Views

Master Views Fiter by Name |

Columbia County - East 10/26/2011 11:51:54

Columbia County - North 10/26/2011 11:59:38 il
Columbia County - South 10/26/2011 11:59:54 Tib
Columbia County - West 10/26/2011 12:00:12 fitb

Total Records: 4

Add Master View

3. When the delete confirmation dialog box appears, select the OK button to delete
the master view, or select the Cancel button to abort the operation.

Managing a Master View
When status board entries from multiple incidents are viewed collectively in a master view, a
filter drop-down list will be added in the upper left corner of each board.

To display entries for an individual incident in the master view, select the incident from the
filter drop-down list. The board will refresh and display only those entries related to the
incident selected.
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(-
--Train Derailment
--University Football Game

--Washington Rd Car Accident

) VSlllUg oo

User Name

Washington Rd Car
Accident

v
--Boat Accident at 15th St Bndge Controller Review

-Chemical Spill at Moores Industrial Plant Q[ Reviewed (Not Posted) ][ Removed Entries ]

have collided in fron of the Burger Joint. No fatalities.
ries. Medflight is in route.

Position Name
User Name

University Football Game

All roads near the university are closed. Traffic is being routed to the
interstate by state troopers.

Note: You can design or modify a board to display the name of the incident next to each entry.
This is done in the Advanced Board Editor by including the system field named “incident” in
the board view. A board configured in this fashion and displayed through a master view enables
users to easily relate each entry to its respective incident. See Chapter 8: Basic Board Building
for detailed instructions on modifying boards.
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Information is entered, updated, and managed from a master view in much the same way as
users do when logged into an individual incident. Like board master views, the input view
contains an incident drop-down list when logged in to a master view. Select the incident from
the drop-down list, and complete the data or settings. Information is posted and recorded to the
incident selected from the list.

If only one sub-incident is assigned to the master view, the incident drop-down list will not
appear in the input view or display view. It is assumed that all data will be associated with the
single sub-incident.

When updating board entries in a master view, the incident drop-down list will not appear in the
input view. The incident was determined when the entry was initially entered.

NOTES
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The Reporter Manager

In addition to real-time access to emergency information, WebEOC provides extensive
information retrieval and reporting capabilities. Agencies can generate an unlimited number of
preformatted or ad hoc reports based on individual status boards. Preformatted reports can be
added as a link to the Control Panel.

Use the Reporter manager if:
¢ You need greater filtering capabilities than are present in the Archives manager,

¢ You need to sort archived data, or
¢ You want the information presented in a report format.

An unlimited number of user-defined reports can be developed for both default and locally
developed status boards.

Two types of board reports are available: Standard and Custom. The Standard Report is built
using standard Reporter manager tools. The Custom Report is built using HTML and can be
developed in an external editor, such as Adobe® Dreamweaver®, and then pasted into the
Reporter manager.
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A multi-board incident report can be generated through the Incident manager.

Creating a Standard Board Report
To create a standard board report, follow the steps below.

1. Select the Reporter link in the Incidents section of the Admin window.

2. Select the Add Report button.

Home > Reports

Reports Filter by Name | ‘
ABCDEEGHIJKLMNOPQRSTUV WXYZAI
Add Report

3. Enter a name for the report in the Report Name field.

Home > Reports > Add Report

Edit Report

Report Name

Options

Data Source |Please Choose... ¥|
Incident
Board/Table
Show Updates 7Yes \;

Custom No \;

Previous

NOTES
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4. From the Data Source drop-down list, select either Active Incident or Archived
Incident.

5. Ifyou select Active Incident, select the board or table from the Board/Table drop-
down list. This is the board or table that will be used to generate the report.

Home > Reports > Add Report

Edit Report

Report Name ::I;\V’:eporlr Name

Options

Data Source | Active !nciéiegnAtr v

Incident
Board/Table |Please Choose... v
Show Updates ije”ser
Custom \No v

Previous

6. Ifyou select Archived Incident, select the incident from the Incident drop-down list. This
is the incident that will be used to generate the report.

Home > Reports > Add Report

Edit Report

Report Name jRepon D]éme

Options

Data Source Archlved lnd&gnt v
Incident‘Pfqase wapse.;. V
Board/Table
Show Updates Yes v

Custom ‘,N° v

Previous
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7.

10.

From the Show Updates drop-down list, select either Yes or No. If Yes is selected, the
report will include all updates that have been made to an entry. When updates are
included, the initial entry and any updates made will appear in the report. If No is
selected, the report will include only the last update made to an entry.

From the Custom drop-down list, select No. This feature is detailed in the Adding a
Custom (HTML) Report section in this chapter.

Select the Next button to continue to the Edit Report Fields window, or select the
Previous button to return to the Reports window.

The Edit Report Fields window allows you to add the data fields that will be included in
the report. Select a field from the Available Fields drop-down list, and select the Add
Field button. The Available Fields list is populated from the board you selected in the
Edit Report window.

Home > Reports > Add Report > Fields
Edit Report
Fields
Available Fields |dataid v|[ Add Field
Displayed Fields

Note: If this is an existing report and the board/table was changed, you
must remove and/or add data fields corresponding to the board currently
selected.
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11. Repeat step 10 for each data field you want to include in the report. After adding the
fields, you can change the order the fields will display in the report by selecting the
field, and selecting the Up or Down button. To delete a field, select the field, and
select the Remove button.

12. When you have finished selecting and ordering the data fields, select the Next button to
continue to the Edit Report Sort window, or select the Previous to return to the Edit
Report Fields window without saving your changes.

13. Use the Edit Report Sort window to establish the parameters on which entries will be
sorted and displayed in the report. Single or multiple parameters may be configured for
the sort protocol.

Home > Reports > Add Report > Fields > Sorting

Edit Report
Sort
Available Fields |dataid v|[asc v

Displayed Fields

DE
o ||T
!
=

Remove

14. Select the field from the Available Fields drop-down list. The list is based on the
board specified for the report in Edit Report window.

Sort criteria using fields that have been configured as [TEXTAREA] in the Boards manager are
not supported, and if configured will not be executed.

Note: If this is an existing report and the board/board table was changed, you must remove
and/or add data fields corresponding to the board currently selected.
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15. Select either ASC for ascending or DESC for descending from the drop-down list.

16. Select the Add Sort button.

17. Repeat the steps for each rule added. As each rule is configured, it is added to the

Displayed Fields pane.

To remove a parameter, select the parameter in the Displayed Fields pane, and select the
Remove button.

18. After the sort parameters have been set, select the Next button to continue to the Edit
Report Filter window, or select the Previous button to return to the Edit Report Fields

window without saving your changes.

19. The Edit Report Filter window allows you to create a single query using one or more
criteria to filter board entries included in the final report. The last filter configuration for
an existing report is displayed in the Edit Report Filter window. If this is an existing

report, and the board/board table was : : —
changed, you must remove and/or add Home > Reports > Add Report > Fields > Sorting > Filtering
the corresponding data fields to the Edit Report
board currently selected.
Filter
20. Select AND or OR from the Boolean Boolean |AND v
drop-down list, and select the field from Field | dataid &
the Field drop-down list. Where Operation |= v | Use % (percent sign) for wildcard searches.
multiple parameters are configured for Value | |
the query, select AND or OR for the
second and subsequent parameters. If
AND/OR is not specified, AND will
automatically be appended to the second Criteria
and subsequent parameters.
Note: See the Query Option Table at the end of
this section for Boolean descriptions.
NOTES
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21. Select =, <, >, <>, or LIKE from the Operation drop-down list.

22, Enter a value in the Value field, and select the Add Filter button.

23. The query will appear in the Criteria pane. To delete a filter parameter, select the
parameter in the Criteria pane, and select the Remove button.

24. After filter queries have been set, select the Finish button to save the report
parameters, or select the Previous button to return to the Edit Report Sort window

without saving your changes.

25. To create a link for the report, select the Create Link icon next to the report in the

Reports window.

Home > Reports

Reports

£ 25

Report Name

Filter by Name ==

‘ Apply Clear

Total Records: 1

The link is created and added to
the Links manager and will also
appear in the Available list in the
Groups and Menus managers.

After you create the report, you
need to add the report link to
each group profile or menu as
applicable.

Home > Links

Links

Filter by Name :

FEMA www.fema.org I}
Red Cross www_redcrss.com i

Report: Report Name  /eoc7/admin/reporter/runreport.aspx?reportid=1 iib
State EOC www_state.com b
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Query Option Table

If all board entries are to be included in the report, leave the Criteria pane blank. A combination
of criteria may be configured using simple query statements. Queries are constructed based on
the parameters (Boolean and Operation) selected. The table below describes each query
parameter.

Symbol Query Option
AND “AND” is used in multi-query statements to specify that entries must
meet all parameters linked by “AND” in order to be included in the
report.
OR “OR” is used in multi-query statements to specify that entries meeting

any parameter linked by “OR” will be included in the report.

LIKE The query result will include matches containing the parameter
entered in the Value field. This is comparable to a “contains” query.
The wildcard (%) can be used with a “like” query.

= The query result will include entries that exactly match the parameter
entered in the Value field.

< The query result will include matches that are less than the parameter
entered in the Value field (numerically or alphabetically).

> The query result will include matches that are greater than the
parameter entered in the Value field (numerically or alphabetically).

<> The query result will exclude those entries matching the parameter
entered in the Value field.
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Running a Board Report

To run a report using the Reporter manager, follow the steps below.
1. Select the Reporter link in the Incidents section of the Admin window.

2. Select the Run icon next to the report to be created.

Home > Reports

Total Records: 1

Reports Filter by Name
ABCDEEGHIJKLMNOPQRSTUV WXYZAI
Name o Run|Create Link
Report Name 25 B

3. Ifyou are running a report for an archived incident, the report is automatically
generated and displayed in a report preview window. Skip to step 5. If you are running a

report for an active incident, continue to step 4.

4. Inthe Run Report window, select the incident from the Incident drop-down list.

Home > Reports > Select Incident for Report Name Report

Run Report

Select Incident

Incident if\utomorbjle Collision v

Previous

5. Select the Run button to preview the report, or select the Previous button to return to

the Reports window.

6. When the report opens, select the Print Reportlink to generate a hardcopy, or select
the Close Window link to close the report preview window.
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Addinga Custom (HTML) Report

Custom board reports developed in an external HTML editor or WebEOC’s basic board builder
can be imported directly into the Reporter manager. The Reporter manager employs HTML tags
in addition to several special tags for controlling data to be displayed. A user must know HTML
standards to fully understand the functionality of special HTML tags supported for the Reporter
manager. See Chapter 9: HTML Conventions for detailed instructions on using tags.

To add a custom report, follow the steps below.
1. Select the Reporter link in the Incidents section of the Admin window.

2. Select the Add Report button.

Home > Reports

Reports Filter by Name [ ]
Nameg ——— JRun|Crete Link
Report Name [ fib
Total Records: 1
3. Enter a name for the report in the Report Name field.
Home > Reporis > Add Report
Edit Report
Report Name \
Options
Data Source Please Choose. ¥
Incident
Board/Table
Show Updates TYes v
Custom No \;
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4. From the Data Source drop-down list, select either Active Incident or Archived
Incident.

5. Ifyou selected Active Incident, select the board or table from the Board/Table drop-
down list. This is the board or table that will be used to generate the report.

6. Ifyou selected Archived Incident, select the incident from the Incident drop-down
list. This is the incident that will be used to generate the report.

7. From the Show Updates drop-down list, select either Yes or No. If Yes is selected, the
report will include all updates that have been made to an entry. When updates are
included, the initial entry and any updates made will appear in the report. If No is
selected, the report will include only the last update made to an entry.

8. From the Custom drop-down list, select Yes from the Custom drop-down list.

9. Select the Next button to continue building the report, or select the Previous button to
return to the Reports window.

NOTES
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10. In the Edit Report window, paste the code from your HTML editor into the HTML text
field.

Home > Reports > Add Report > Custom Report

Edit Report

HTML

11. Select the Next button to continue building the report, or select the Previous button to
return to the Edit Report window.
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12. Use the Edit Report Sort window to establish the parameters on which entries will be
sorted and displayed in the report. Single or multiple parameters may be configured for
the sort protocol.

Home > Reports > Add Report > Custom Report > Sorting

Edit Report
Sort
Available Fields |dataid v|[asc v|[ Add sort
Displayed Fields Down

Remove

I C
=l

13. Select the field from the Available Fields drop-down list. The list is based on the
board specified for the report in Edit Report window.

Sort criteria using fields that have been configured as [TEXTAREA] in Boards manager are
not supported, and if configured will not be executed.

Note: If this is an existing report and the board/board table was changed, you must remove
and/or add data fields corresponding to the board currently selected.
14. Select either ASC for ascending or DESC for descending from the drop-down list.
15. Select the Add Sort button.

16. Repeat the steps for each rule added. As each rule is configured, it is added to the
Displayed Fields pane.

NOTES
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To remove a parameter, select the parameter in the Displayed Fields pane, and select the
Remove button.

17. After the sort parameters have been set, select the Next button to continue to the Edit
Report Filter window, or select the Previous button to return to the Edit Report Fields
window without saving your changes.

18. Select AND or OR from the Boolean drop-down list, and select the field from the Field
drop-down list. Where multiple parameters are configured for the query, select AND or
OR for the second and subsequent parameters. If AND/OR is not specified, AND will
automatically be appended to the second and subsequent parameters.

Home > Reports > Add Report > Custom Report > Sorting > Filtering

Edit Report
Filter
Boolean [AND v|
Field [dataid v
Operation | = V Use % (percent sign) for wildcard searches.
Value

Criteria Remove

Note: See the Query Option Table in this chapter for Boolean descriptions.

19. Select =, <, >, <>, or LIKE from the Operation drop-down list.

NOTES
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20. Enter a value in the Value field, and select the Add Filter button.

21. The query will appear in the Criteria pane. To delete a filter parameter, select the
parameter in the Criteria pane, and select the Remove button.

22, After filter queries have been set, select the Finish button to save the report parameters,
or select the Previous button to return to the Edit Report Sort window without saving
your changes.

Deleting a Board Report
To delete a board report, you must delete the report in the Reporter manager and delete the link

to that report in the Links manager.

To delete a board report, follow the steps below.
1. Select the Reporter link in the Incidents section of the Admin window.

2. Select the trash can icon next to the report you want to delete.

Home > Reports

Reports Filter by Name| 1

Report Name [
Total Records: 1

Add Report

3. When the delete confirmation dialog box appears, select the OK button to delete the
report, or select the Cancel button to abort the operation.

Note: After you have deleted a report in the Reporter manager, you must delete the report
from the Links manager. See Chapter 5: The Process Section for detailed instructions on
deleting links.

NOTES
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