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SECTION 1

WebEOC Basics
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WebEOC Introduction

WebEOC is the Crisis Information Management Software
(CIMS) used by Palm Beach County to manage and coordinate
information and resources during a disaster.

To access WebEOC, enter the following into your browser:
https://webeoc.pbcgov.com/eoc7/

Additional detail not contained in this summary training can
be found in the WebEOC User Manual at the link below:

https://discover.pbcgov.org/publicsafety/dem/Pages/WebE
OC.aspx

WebEQOC



https://webeoc.pbcgov.com/eoc7/
https://discover.pbcgov.org/publicsafety/dem/Pages/WebEOC.aspx

Browser Compatibility

When using WebEQOC, it is necessary to use a current, up-to-
date internet browser. Examples of compatible browsers are:

— Google Chrome
— Microsoft Edge
— Mozilla Firefox

NOTE: Google Chrome is the recommended browser.
Testing has shown that some features in WebEOC may not
function in other browsers.
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Logging In

Log in using the credentials IJ JUVARE webEOC

assigned to you.
— For PBC Employees, your
username will be your SIM name

Username %

used to log in to your computer, Pessword ¥

which is also your email address

without “@pbcgov.org.”

_ For Non-PBC Employees’ your Privacy Policy and Terms & Conditions
username will be your full email

address.

Forgot Username? Forgot Password?
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Troubleshooting Login

WebEOC accounts automatically

!ock gftcer twglve (12) months. of |J JUVARE WebEOC

inactivity or incorrectly entering

your password five (5) times or Username %

more. To avoid lockout,

periodically log in to your o ssword %

account.

* |If you forget your username or L
password, click Forgot Username? privacy Policy and Terms & Conditions
or Forgot Password? to reset it.

e |f your account is locked due to
incorrect attempts, wait 30 min and
try agaln or emall Forgot Username? Forgot Password?
webeochelp@pbcgov.org from your

registered email account for
assistance.
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Position & Incident

After logging in with your
username & password, you
will need to select your

position & incident.

* Position: Use the dropdown to select
the appropriate position. The
position should match your Unit or
Branch assignment.

* Incident: Use the dropdown to select
the appropriate incident. During a
disaster, you will be told which
incident to use. Otherwise, use the
Training incident.

WebEQOC

J JUVARE .
Select Position and Incident

Position

(Select) =
Incident

Training -

Register for a Position

Privacy Policy Terms and Conditions W LIVENE . COoIm




Additional Information

After selecting your position {J JUVARE

& incident, you will be Additional Login Information
prompted to fill in additional are #
information.

Please fill out your FULL
Name, your Location, your
Phone Number, and your
FULL Email address that you
can be reached at while

logged in. This information

may auto-populate for you.
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Home Page

After completing the log in process, you will be directed to
the WebEOC Home Page.

WebEOQC *PBC WebEOC Administrator*~ Training- Log Out

Notifications

S
&
X y System-wide Message

Llop 0™
If you experience any issues with WebEOC, please email webeochelp@pbcgov.org

Online WebEOC Training
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Position

Click here to change
your Position.

L—

WebEOQC *PBC WebEOC Administrator* Training~ Log Out

Notifications

@S
@ System-wide Message

LLog10t
If you experience any issues with WebEOC, please email webeochelp@pbcgov.org

Online WebEOC Training
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Incidents

Click here to change the
Incident.

l/

WebEOQC *PBC WebEOC Administrator* Training~ Log Out

Notifications

@S
@ System-wide Message

LLog10t
If you experience any issues with WebEOC, please email webeochelp@pbcgov.org

Online WebEOC Training
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Log Out

Click here to Log Out

of WebEOC.
WebEOC *PBC WebEOC Administrator®w Training~ Log Out
Notifications

System-wide Message
If you experience any issues with WebEQC, please email webeochelp@pbcgov.org

Online WebEOC Training
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Help Menu

Click here to access the Help
Menu and User Guides.

WebEOC *PBC WebEOC Administrator®~- Training= Log Out

Notifications

SEACH ¢
o
..my System-wide Message

If you experience any issues with WebEOC, please email webeochelp@pbcgov.org

Online WebEOC Training
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Help Menu and User Guides

If you have any other questions about WebEOC, check out the
Help Menu and User Guides.

WebEOC

Contact Support

WebEQC User

Boards

Add an Attachment

Boards Overview

Data Linking

Import and Export Board Data
Import and Export Boards
Manage Boards

Remote Boards

Standard WebEOC Boards

WebEQOC

Use the Search field or
select a User Guide topic.

Checklists
Add and Edit Remarks

Checklists Qverview

L

FAQs
How Do | Reset My Password?

How Do | Retrieve My Username?

Set Statuses of Steps or Substeps Inactive Password Reset Link?

File Library
Add a File

Replace or Delete a File

Information for Support Help?

Where Can | Find the Latest Installers?

Getting Started

Access WebEOC on a Mobile Device




Control Panel

Click here to open your
Control Panel.

raining- Log Out

=-J &
Notifications

GERCH
&
b System-wide Message

If you experience any issues with WebEOC, please email webeochelp@pbcgov.org

Online WebEOC Training
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Boards

Boards

AAR (8.0) n
3 County Status (Update) (st
a4

When you open your Control
3 Damage Assessment (2017)

Panel, you will be able to -

EIC | 3 Response Map r

access boards, maps, menus, 0 EOC | 13 Tramc Signas

a

3

[

= N

plug-ins, etc., that your -
) ) y ﬂ Floric » *New Boan g Dashboards t.
position has access to. DG, Crariotte sy Messages -
» EOC Menu g oc2reh -

» LMS

e — Advanced File Library r
MapTac r
WebEOC Mapper r
EIC Call Summary (a4
FPL Power Status (FOUO) (nt
FPL Power Tracker (Public) r
Individual Damge Reporting Tool r*
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Opening Boards
= I

. | 3 Municipal Status (a4
C||Ck the Nname Of boa rd tO iﬂ Muclear Power Plant Emergency Status =
Lo i TS .
open it in a new tab. The ﬂ z‘“”””-l-ﬂ f
ress Release (e
board will open next to the T —— "
home ta b ! 3 Regional Projects Board ¥ a1
. Regional Purchases Board ¥ (af
| & SERT - Damage Assessment ¥ (a4
. q . T T =
If you would like to open the | B SERF-Emeimenty, stes ¢ H
. . . E3 SERT - Info Message ¥ (a1
board in a new window, click [ serr . snetiers# =
the arrow icon to the right of FELSE R Shson Feron? 2
3 SERT Essential Elements of Information & | &
the board name. 3 SERT Road Closures ¥ (a1
Sign In / Out af
Sign In / Qut Admin (a1
M Sinnificant Fuenta i
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New Information

The star icon to the left of the
board name indicates that
new information has been
entered into the board.

WebEQOC

]

coopDOoooao

CWP Daily Log (2018)

Damage Assessment (2017)
HIC Call Log

EIC Summary

FOC Timeline

Flash Report

Florida TIMS (County Edit)
ncident Action Plan (Published)
hcident Action Plan (Template)
ncident Action Plan (Working)
ncident Creator 2018
fission/Resource (8.0)

Aunicipal Status

Huclear Power Plant Emergency Status

Position Log




Activations

During an Activation only, all staff in the EOC must Sign In when
on-duty and Sign Out when off-duty using the Sign In/Out
board. This board is used as a directory of all personnel filling the
roles of Unit Leaders, Branch Directors, etc. in the EOC.

I@‘ Sign In / Sign Out
NS Training

Pesiton-  Name-  Contact#
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Signing In and Out

;@Q@ Sign In / Sign Out
.“-aluﬂ". Training Actions =

Position Name Contact # Location Email Date/Time In

ﬁ Actions =
Click here to Sign In and
Sign Out. Q | search

Details

Position

Name <' Confirm your Details and
Location click Save.

Contact #

Email |

WebEQOC




Section 1 Review

In this section, we have learned:
— What browsers to use for WebEQOC.
— How to log in.
— The features of the Home Page.
— How to use the Control Panel.
— Sign in/out board during an activation.

WebEQOC




SECTION 2

Event Reporting
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Event Reporting in WebEOC

In this section, we will be discussing two boards — the Position

Log and Significant Events.

You will learn what and how to post to your Position Log and
what should be escalated to the Significant Events board.
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Position Log Overview

The Position Log serves two purposes:

1. Arecording keeping form for your position to track all of your
actions/activities. The Position Log is comparable to the ICS-
214.

2. To share information with other positions/individuals with a
disaster response role.

All WebEOC users are responsible for entering information and
activities pertaining to an incident in their position log.
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Opening the Position Log Board
= T

oy €3 Municipal Status (o JIPN
To access your Position Log, o
| ©_Nuclear Power Plant Emergency Status e
open your control panel and I | Position Log B
Press Release (1
click the board labeled | Publc information s
€3 Regional Projects Board ¥ (a1
POSitiOn |.0g. €3 Regional Purchases Board ¥ (a4
1 & SERT - Damage Assessment ¥ (4
ilﬂ SERT - Emergency Sites ¥ a1
l €3 SERT - Info Message ¥ (o
y & SERT - Shelters ¥ e
y 8 SERT - Situation Report ¥ (o1
€3 SERT Essential Elements of Information ¥ @
€3 SERT Road Closures ¥ e
Sign In / Out (1
Sign In / Out Admin (a1
M Sinnificant Fventa e
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Position Log

The following slides will go over each of the features of the
Position Log.

l@ﬁ, TI:i:i)n?ition Log

‘# Create New Record  Jileolt g

Filter by | View All[v] Search

WebEQOC




Search

@ Position Log

Training

Filter by | View All[v]

WebEQOC

=+ Create New Record Actions ¥

Search

Use the Search bar to
search for entries.

eate New Record Actions -

Search




Filter

@) Position Log

“om®”  Training

Filter by | View All[v] Search

AN

Use the Filter by dropdown
to filter for specific log
entries.

WebEQOC




Log Entries

;,w-n,?& mgm
4@ Position Log

toa®”  Training

i Basic details about the Click View to see the entry. [~
entry are seen here. Click Edit to modify it. (

Entry Title: test test test I T

test :]

Record #: 14399 NaW Position: *PBC WebEOC AdITTHTStrator TYPe:
Date: 06/18/2019 14:59:35 Phone: Attachments:
Q View | [& Edit BT

| £7 Not Submitted |
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Creating a New Record

oy =g =
48 Position Log
g

Filter by | View All[v]

Click here to create a

new record in the
Position Log. a

| ¢ Not Reviewed l

Entry Title: test test test

test

Record #: 14399 Name: Position: *PBC WebEOC Administrator* :
Date: 06/18/2019 14:59:35 Phone: Attachments:

+ Create New Record Actions

Search

WebEQOC




New Entry

Position Log

Details

Date/Time 06/18/2019 15:10:38 i)

Entry Title The DatE/Time will
Detits automatically populate.
Event Type Weather Humcane R

Priority v

Address/Location [T Map

Attachment 1 | Browse...

Attachment 1

Description

Aftachment 2 | Browse. ..

Attachment 2

Description

[ Post to Significant Events Review

WebEQOC




Entry Title & Details

Position Log

Details

Date/Time 06/18/2019 15:10:38 i

Entry Title

Details

Enter an Entry Title and
Details (description).

Event Type Weather Humcane

Priority v
Address/Location ([0 Map

Attachment 1 | Browse...

Attachment 1
Description

Attachment 2 | Browse...

Attachment 2
Description

[1 Post to Significant Events Review

Cancel Save

WebEQOC




Event Type & Priority

Position Log

Details

Date/Time 06/18/2019 15:10:38 i

Entry Title

Details

Event Type Weather Humcane R

—! Select an Event Type and
Priority from the
dropdown.

Priority v
Address/Location ([0 Map

Attachment 1 | Browse...

Attachment 1
Description

Attachment 2 | Browse...

Attachment 2
Description

[1 Post to Significant Events Review

Cancel Save
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Address/Location

Position Log

Details
Date/Time 06/18/2019 15:10:38 i
Entry Title

Details

Event Type Weather Humcane R

Priority v

Address/Location ([0 Map E nte r a n
Atachment1 | M\ Address/Location or

Atachment click the Map icon to

Description
Attachment 2 | Browse... sSed rCh d |Ocati0n.

Attachment 2
Description

[1 Post to Significant Events Review

Cancel Save
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Attachments

Position Log

Details

Date/Time 06/18/2019 15:10:38 i

Entry Title

Details

Event Type Weather Humcane B

pricrity v Enter any attachments by

AddresslLocation e clicking Choose File. Enter a
——— e | Description for each

by < attachment. All attachments
ptachment2 | _Browse.. | must include a description.

Attachment 2
Description

[1 Post to Significant Events Review
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Post to Significant Events

Position Log

Details
Date/Time 06/18/2019 15:10:38 i
Entry Title

Details

Event Type Weather Hurricane v

Priority v

Address/Location ([0 Map

Attachment1 [ _eed | the entry meets the criteria
erdndy of a Significant Event, check

Attachment 2 | thiS bOX tO Send it tO d
Hitachumerk 2 controller for review.

Description

[1 Post to Significant Events Review

WebEQOC




Save the Entry

Details

Date/Time 05/17/2019 10:32:33

Entry Title

Details

Event Type Weather Hurricane v
Priority T
Address/Location [ map

Aftachment 1 | Choose File | No file chosen

Attachment 1 Once complete, click Save to
Description
log the entry.

Aftachment 2 | Choose File | No file chosen

Attachment 2
Description

Post to Significant Events Review
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Significant Events Overview

The Significant Events board displays all vital situational awareness
information collected from individual's position log entries. When a
Position Log entry meets the following three criteria, it is considered a

significant event and “Post to Significant Events Review” should be
checked in the Position Log entry .

1. The entry is informational in nature. The user is not requesting
any actions or tasks to be completed, or resource to be deployed.

2. The entry affects positions other than the originating position.

3. The information in the entry must be confirmed from a reliable
source.
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Significant Events Workflow

Position Log entries tagged as a significant event first go through an approval
process prior to being posted to the Significant Events board. The Significant
Events Controller will have the ultimate decision whether an entry meets the
criteria. If it does, the entry will be marked “Posted,” if not, it will be marked

“Reviewed” (Not Posted).

Position Log

{Hosl Users) Not Significant Stays in Position Log
Significant

signiﬂcant Events Controller

Mot Significant to the
Incident > Stays in Position Log

Significant to the
Incident

Significant Events
Board

WebEQOC




Opening the Significant Events Board

E & Significant Events X

To access the Significant Events B3 seRT - Emergency sites § -y
board, open your control panel E“ SERT - Info Message ¥ c
% £ SERT - Shelters ¥ i
and click the board labeled €3 SERT - Situation Report e
. .. it E3 SERT Essential Elements of Information ¥
Slgnlflcant Events' £ SERT Road Closures ¥ r
Sign In / Out ~
. Sign In / Out Admin [
Due to the sensitive nature | [ siniicant Events o
. . 3 Situation Report (Builder) i
Of the |nf0rmat|0n on the i €3 situation Report (Published) =

T cr o o L
Significant Events board, not all 4 = Stuation Report (Working) =
3 Special Needs Registry r
users have access to the board. 2 03 Statewide EEI e
1 B3 Statewide EEI (Read Only) (a1
y B3 Traffic Signals (a1
ﬂ Weather Dashboard - Miami 51
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Significant Events Entries

Below is an example of the Significant Events board. You should monitor this
board for the latest information about the event.

@ Significant Events
“ene>  Training

ition “PBC WebEOC Administrator
Phone:

Click View, to expand
and review the entry.
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Section 2 Review

In this section, we have learned:
— What information should be entered into your Position Log.

— How to enter information into your Position Log & escalate them
to the Significant Events board.

— The three criteria for a significant event.
— The significant events approval process.
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SECTION 3

Mission and Resource Requests
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Mission/Resource Overview

WebEOC, through the Mission/Resource board, is used to assign,
track, and manage all missions and resource requests during a
disaster. A mission is defined as any task, objective, or purpose
assigned to a position or group (e.g. branch or unit) requiring
some degree of action or outcome. Missions are formal
“assignments” and therefore require follow-up and tracking.

The Mission/Resource board is not monitored daily - the board
will begin to be monitored at a Level Ill Activation.
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County Mission/Resource Workflow

logether

County Mission/Resource
Tracking Process

Version 6/17/2020
previous versions are obsolete

| mergencies

A mission should
be created when

[EUEET *Municipal Only.
e u S e r a S Requestor completes a equestor wil EELESEES Assign to
Need is identified by the New Mission/Resource . D AeI=D “EOA/Muni Unit
*Requestor” Request request in WebEOC appropriate o and assigns to Leader"
. . . unit to task EomiEL
position within
identified a need

erg;ﬁ;fi— :ne ;\/ Resource Unit
assigns to

nsure—» assign to Plan .
t h at t h ey Ca n n Ot A “mission” is defined as any task, objective or purpose assigned to a position Resgumg unit az’;’g%ﬁz;‘:"

or group (e.g., branch or unit) requiring some degree of action or outcome. Leader
Missions are goal-oriented and are assigned to specific units. Missions are

* . ° ° formal “assignments” and therefore, require follow-up and tracking. Missions
u I W It I n t e I r are entered into the “Mission/Resource” board. tRejected or

¥ —n i
As part of the Mission/Resource board, a “Resource Request” can also be eeds More Information
made. " and “Deploy ts” should be used strictly for the tracking

.
OW n u n I t A I I of tangible items or personnel to support a mission. In Progress
m. i
Unit initiates
1 1 Mission status deployments as . -
CO u n I S S I O n S changedto | On necessary. If he oes Unit have’ Unit changes slatus
Scene™—| Mission cannot be [«—in Staging+ the resources to fulfill > to“In Progress” in

Unit
receives mission

“Complete” in . =
WebEQC® completely filled, its the request? WebEQC'
status will be
. “Partially Filled”
egin at the 0
T Acquire ‘
mobilizin . =
g In Staging resiu:jc;:nd le——ve Unit Initiates a fIf a mission is Rejected,
We%EOCG Resource Canceled, On Hold, or Needs
CO u I I y eVe pmcﬁsggﬁ o aﬁ::ﬁ;gg:} More Information, comments are
L] -
find the resource in and assigns mandatry and a phondiellis
All assets retuned, T— mission to recommended. Comments for all
mission/resource Request Logistics status changes and updates
received and Request
request “Closed” o [ ——{ through FDEM f&——N Procurement Unit should also be included.
WebEOC' 10 SERTI | e ror\WebEoC
updaters *Start of mission/resource request

5 - . q . P . from municipal workflow.
During this time, Section Chiefs & Branch Directors should be constantly reviewing the progress of missions

and resource requests to ensure requests are consistent with objectives in the IAP, while notifying personnel of
invalid, incomplete, incorrectly routed and overdue missions.
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Municipal Mission/Resource Workflow

ogether
mergencies

Municipal Mission/Resource
Tracking Process

Version 6/17/2020
previous versions are obsolete

For a
municipality, a

re
lanaged

. .
mission/resource gt
Requestor completes a Requestor will changes status
N: Mission/Resource to "Assigned
leed is identified by the New - determine the — B e
‘Requestor” Request | requestin WebEOC Appropriate municipal 9 9
unit o task EIEL
municipal
position

e S

e e . O C e a A “mission” is defined as any task, objective or purpose assigned to a

position or group (e.g., branch or unit) requiring some degree of action or
outcome. Missions are goal-oriented and are assigned to specific units Needs More

. . .
I I l u n I CI a I It Missions are formal “assignments” and therefore, require follow-up and
tracking. Missions are entered into the “Mission/Resource” board.
As part of the Mission/Resource board, a “Resource Request” can also be
made. “Resources” and “Deployments” should be used strictly for the

.
d ete r I I I I n e S t h a t tracking of tangible items or personnel fo support a mission. In Progress
Unit initiates l

[ b

I t Ca I I I Iot e i deployments as
Mission status
changed to On necessary. If the

iRejected or

Municipal Unit
receives mission

0es municipal
Unit have

Unit changes status
10 *In Progress” in

‘. [— —— mission cannot be |«—In Staging
o Seene | completely filled, its Qe WebEOC®
. . status will be 4
ulfilled locally, it
Acquire resource No
and update [e—Yes- :
Demobilizing WEDEpOC® + TIf a mission is Rejected,

I I l a e Canceled, On Hold, or Needs
munic\(;;lﬁl;h;rocure U']‘FE é;";‘s:s: a More Information, comments are
the resource without Request” if not mandatory and a phone call is

" county? already done recommended. Comments for all
LS status changes and updates

Assign the request
to the "EOAMuNi [«——nNo-

Unit Leader” *Continue missien/resource
request on county workflow

should also be included

resource

request
submitted to
county

submitted to the
county.

reguest “Closed”
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Opening the Mission/Resource Board
= Mission/Resource

TO access the &3 Incident Action Plan (Template) g «
. . &3 Incident Action Plan (Working) (g
Mission/Resource board, open R -
your control panel and click D Mission/Resource e
&3 Nuclear Power Plant Emergency Status (a4
the boa rd Iabeled &3 Position Checklists e
Mission/Resource. et ey €
Press Release (af
Public Information (af
&3 Regional Projects Board ¥ (o
N OTE : Th e boa rd Name m ay &3 Regional Purchases Board ¥ (af
. &3 SERT - Damage Assessment ¥ (a1
vary based on position access. T -
&3 SERT - Info Message ¥ e
€3 SERT - Shelters ¥ (a1
€3 SERT - Situation Report ¥ (ag

€1 SERT Essential Elements of Information ¥
SFRT Missions ¥
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Mission/Resource Requests

The following slides will go over each of the features of the
Mission/Resource board.

&

N r
“ignio-

Status Al

Mission #

0003
(Support )

0001
(Primary )

0002
(Primary )

@l Mission / Resource

i My ltems  All
Priority Requester
Due Date
04/03/2020 'PBC_ WebEOc
10:44:00 Administrator
04/03/2020 ‘pEC, WebEQC
10:23:00 Administrator®
(Select)

WebEQOC

*PBC WebEOC
Administrator®

Type = All

Title

test 1 - support 1

test 1

test 2

Section

All

L3

Assigned To

*PBC WebEOC
Administrator®

z Board Testing

*PBC WebEOC
Administrator®

EOA  All

Support
Missions
Complete/Total

Support for 0001

None

L3

Status

Assigned

Assigned

Actions ™ | ‘ Filt

Search Ter | Search

Clear

Updated

04/02/2020

10:44:57
Q, Details

04,/02/2020

10:23:53
Q Details

04,/02/2020
10:00:21

Q, Details




Filters

Mission / Resource

m [ Actions = ] I Filter / Search

Status = All

4
qr

My Items  All + Type  All Section | All + ECA  All + Search Ter | Search = Clear

Mission # Priority Requester Title

Assigned To Support Status Updated
Due Date

Missions
Complete/Total

0003 test 1 - support 1 h . part for 0001 04/02/2020
Sty e There are six (6) ways to

04/03/2020 10:44:57
filter entries on this

10:44:00 Administrator® Q Details
(Primary) 04/03/2020 *PBC WebEOC boa rd US| ng the 10:23:53

10:23:00 Administrator® d d Q, Details

0002 (Select) test 2 p None Assigned 04/02/2020
(Primary ) *PBC WebEOQC Administrator® 10:00:21
Administrator® Q, Details
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Using Specific Filters

m [ Actions > ] | Filter / Search

i@®, Mission / Resource
l\\ti.mvb}
Status  All * My ltems Al Type  All + Section | All + ECA  All Search Ter | Search = Clear
Mis§ §n # Priority Aues‘ler Title A pned To Suppor‘l Status Updated
( . - test 1 - support 1 i:t?:tii Support for 0001 04;;[;2;/?5270
10:44:00 Elalog Q Details
‘ l/ test 1 Testing /1 aef 04,/02/2020
04/03/2020 ebECC 10:23:53
0 . . ails
Filter by || Filter by : Filter by Filter by Filter bya |
_ Filter by E
the status items section mergency || custom
: the type of : 0 ti
of the assigned to request perating search
mission. you. ' Area (EOA). || term.
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Mission Type

&

0 MiSSion / Resource m[ Actions ™ H Filter / Search

g

&
i

Status ~ All * My ltems Al + Type  All + Section | All + ECA  All s Search Ter | Search = Clear
Mission # Priority Requester Title Assigned To Support Status Updated
Due Date Missions

Complete/Total

0003 test 1 - support 1 *PBC WebEOC Support for 0001 04/02/2020

(Support ) 04/03/2020 *PBC WebEOC Administrator® 10:44:57
‘ 10:44:00 Administrator® Q Details

0001 test 1 2 Board Testing 0 /1 e — 04/02/2020
(Primary ) 04/03/2020 *PBC WebEOC 10:23:53
10:23:00 Administrator® Q Details

0002 test 2 *PBC Web N P 04/02/2020
(Primary ) *PBC WebEOQC Adminis, 10:00:21
Administrator® Q, Details

Missions can be identified A Support mission A Primary mission
as Primary or Support. will identify its will identify its
Primary Mission #. supporting missions.
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Search

= -
I? ?I MISSIon / Resource ‘ Actions = || Filter / Search
Nt
Status Al + My Items Al + Type Al + Section Al * EOA  All + Search Ter ~ Search = Clear
Mission # Priority Requester Title Assigned To Support Status Updated
Due Date Missions
Complete/Total
0003 test 1 - support 1 *PBC WebEOC Support for 0001 04/02/2020
(Support ) 04/03/2020 *PBC WebEOC Administrator® 10:44:57
10:44:00 Administrator® Q) Details
1 H 1 H Board Testi 0/1 i 04/02/2020
Use the Search field to find missions based on a | %™ psined
Q, Details
. . . . L] . IIO ”
variety of data including Mission #. Adding a “%
i . . . . “PBC WebEQC None e — 04/02/2020
sign in front of your search criteria will search for| smmsweer
Q Details

that term anywhere in the current view.

M| Actions ™ H Filter / Search

Example: If your Title is “Sign Board for Military
Trail,” typing “%Board” will search for records
with “Board” anywhere in the viewable fields,
regardless of the order in which it appears.

Search Term Search  Clear
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Sorting

I./’""\I Mission / Resource

[ Actions = H Filter / Search

e/
Status Al + My Items Al + Type Al + Section Al * EOA  All + Search Ter ~ Search = Clear
Mission # Priority Requester Title Assigned To Support Status Updated
Due Date Missions

Complete/Total

(Support ) *PBC WebEOC

Coaso Adminstator
oo ——— ot
o You can sort missions by Mission #,
e Priority, Requestor, Assigned To, and

Status.

WebEQOC

*PBC WebEOC
Administrator®

z Board Testing

*PBC WebEOC
Administrator®

Support for 0001

None

10:44:57
Q) Details

Assigned 04/02/2020
10:23:53
Q, Details

e — 04/02/2020
10:00:21

Q Details




Details and Update

The available options here will vary based on
your position. Many users will see Details and
Update. Click Details to see the specifics of any
mission, a location map, and other available
features. Click Update to make changes to or
update a mission.

ns Status Updatad

06/08/2020 10:02:18
Q, Details [ Update

06/08/2020 08:46:42
Q, Details [ Update

Units will only be able to update missions that
were created by or assigned to their position.

Branch Directors can update any mission
created by one of their units.

Procurement and other Controllers will be able
to update all missions.
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Creating a New Mission

Click here to create a new
mission/resource request.

Mission / Resource

/@\ |
R ({gob/.

S -

Status Al $ My ltems Al Type + Section Al + * Search Ter | Search = Clear
Mission # Priority Regquester Title Assigned To Support Status Updated
Due Date Missions
Complete/Total
0003 test 1 - support 1 *PBC WebEQC Support for 0001 04/02/2020
(Support) 04/03/2020 *PBEC WebEQC Administrator® 10:44:57
10:44:00 Administrator® Q, Details
0001 test 1 z Board Testing 0/1 e — 04/02/2020
(Primary ) 04/03/2020 *PBC WebEQC 10:23:53
i * Deta
10:23:00 Administrator’ Q, Details
0002 (Select) test 2 *PBC WebEQC None Aoz 04/02/2020
(Primary ) *PBC WebEOQC Administrator® 10:00:21
Administrator® Q, Details
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New Mission Entry

A new entry will begin with a rapid input form. Additional fields will be
available when clicking Update.

Select the position the mission will be assigned to.
Municipalities will only be able to assign to positions within their own
municipality and the EOA/Muni Unit Leader, which will forward the

mission to the county.

An asterisk (*) next to the position name indicates the position is
currently signed into WebEQOC.

Mission Status Information
Assigned To ©

(Select) v

WebEQOC




Order Information

Order |“f°rmatmn/
Title @

Purpose @

The Title field should be a short description
of what is being requested (e.g. "UC
Requesting Map of Damage Assessment
Information")

Priority ©
(Select)

Community Lifeline @

(Select)

What is the Purpose of this mission
request? (e.g. “To provide an accurate
assessment of the damage in PBC post
storm.”)

Description @
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Priority

Priority: There are five (5) options

for selecting a priority of the mission:

— Immediate (4 hours)

— Priority (12 hours)

— Routine (24 hours)

— Long-Term (96 hours)

— Extended (over 96 hours)

* Select the priority based on how soon
you need the mission to be completed.

WebEQOC

Priority
Due Date

Immediate {4 hrs.)

03/11/2021
17:23:00

Priority (12 hrs.)

03/05/2021
03:09:00

Routine (24 hrs.)

03/12/2021
13:23:00

Long-Term (96 hrs.)

03/15/2021
13:22:00

Extended (over 96
hrs.)
04,/10/2021
13:22:00




Order Information

Order Information

Title @

Purpose @

Select a FEMA Community Lifeline.

Priority © U T DU T

(Select) 7 e
Community Lifeline © Include a Description to explain what your need

(Select) is in as much detail as possible. Be specific!
Description D<

Answer What do you need and Why do you

need it, if needed to explain beyond the Title
and Purpose.

Example: “A 500 kW generator is needed to
power a lift station in Boynton Beach.”

WebEQOC




Resource Details

Resource Details
Resource Type @

NIMS Typed Reso
Group

(Select)

Definition
Unit of Measure ©

Description @

WebEQOC

If the mission involves a resource request, select a
Resource Type. Go through the dropdown list and
choose the item you are requesting. If none of the
items in the list are the resource you are in need of,
choose "Other" and explain the resource in the
Description.

Some selections, such as NIMS Typed Resource
and Generator, will populate additional fields or
forms requiring completion.




Resource Details

Select the Unit of Measure which the item being requested is
measured in. For example, water may be measured in pallets, sand
may be measured by the truckload.

Resource Details

Resource Type ©

Unit of Measure © Quantity @
v 0

Do iphion @ \

Enter the Quantity of the item you

are requesting (measured by the unit

you selected previously)(e.g. 4

pallets of water). Please use whole
numbers in this field.

Enter any additional information about
the resource in the Description section.
Be as detailed as possible regarding the
needs of the requested resource.

WebEQOC




Contact Information

Enter the Primary contacts information
or click Use my contact info to populate
the fields from your WebEOC account
record.

Contact Informati
Secondary

Primary

Phone Pl Enter the Secondary contacts
information. This should be

Alt Phone atl the alternate best able to
provide more detail on the
Email Emal mission or request.

WebEQOC




Location / Delivery Information

Provide a Point of Contact at
the location of the delivery.
This will allow that individual
to coordinate the delivery,
Location / Delivery Information address any access issues, etc.

Location V On-Scene Point of Contact

Street

Include the delivery
location Address and any
special Delivery
Instructions.

City / ZIP Phone
. 10 Map
City ZIp et
Delivery Instructions © Alt Phone

Email

WebEQOC




Updating a Mission

Once the mission/resource request is created you may view it
from either the Details or Update views. To edit the request,
click Update. You will only be able to edit missions that were
created by or assigned to your position. Update all fields as new
information is available. Additional fields will be available for
update after the mission is created, such as Status, Supporting
Missions, Comments, Deployments, and Attachments.

WebEQOC




Mission Status Information

All missions start as a New
Request. As needed, their
Status should be updated.

Mission Status on

Status ©

New Request v

Comments should be added here to explain the
e update or other relevant information. They will be

automatically logged into the Comments/History
< section.

Assigned To ©

Comments @

WebEQOC




Mission Status Types

Within WebEOC click here for
definitions to view a defined
list of mission status types.

Mission Status Information

Status @ click here for definitions

New Request

WebEQOC




Supporting Missions

Supporting Missions + Add Supporting Mission

Mission # Requester Title Assigned To S Updated

A Support Mission is used to facilitate a Primary Mission. For example, you
may submit a mission for truck needed to deliver resources. A supporting
mission may be a request for a forklift to load the truck. To add a Support
Mission click Add Supporting Mission. Complete the form following the
same instructions as a Primary Mission. These missions will be added to
the same list as primary missions and can be updated in the same way.
Additionally, support missions can be viewed when viewing their primary
mission entry or from the missions list.

WebEQOC




Comments / History

Comments / History #+ Add Comment

Name / Position Comment Assigned To Date/Time

Add a Comment for anything relevant to the mission/resource. This section
will also track all changes as a running log or history and record the name
and position of the person who initiated the change, as well as the

position it’s assigned to and the date/time of update. All comments added
from Mission Status Information are also logged here.

WebEQOC




Deployments

Deployments + Add Deployment

Deployment # Resource Type Quantity Status Remarks Date/Time

When a mission involves a resource request, the deployment or partial
deployment of that resource, it should be logged by clicking Add
Deployment and the status of the mission should be updated.

WebEQOC




Deployment Details

Enter a Deployment Number to identify
*+ Add Deployment | t+ha resource deployment.

Deployment Detai%
Deployment Number

Select the Resource Type being deployed.
Remmrm‘;l yp g ploy

Quanmyé Enter the Quantlty deployed-

0
Select the Status of the depl t.
Statu=4| €lec € uso e ep Oymen

(Select)

4‘ Add additional comments or Remarks
regarding the deployment.

Remarks

H Delete Cancel sy

WebEQOC




Attachments

+ Add Attachment

Attachments
Name / Position Description /4 Date/Time

To add an attachment, click Add Attachment. This field is unlimited and
multiple attachments may be added.

+ Add Attachment

Details
Attachment nmiptim< Ensure that an Attachment
Description is added to each

Attachment attachment.
| Choose File | No file chosen
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Mission Assignments

The mission assignments process and related fields control the
routing and tracking of mission/resource requests. The options
available to you in this section vary depending on your position.
There are three (3) sets of assignment options for users.

WebEQOC



Open Assignment

Positions with the Open Assignment option will be able to
assign their mission to any other Position in the system. When
creating a mission, they will see a list of all positions in the

Assigned To field.

If you are unsure of who the mission should be assigned
to, assign it to the PBC Plan Resource Unit Leader.

All EOC Units have the Open Assignment option.
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Pending Assignment

Positions with the Pending Assignment option will not have the
ability to assign their mission to other positions in the system.
Instead, the mission will be categorized as a New Request and
assigned to the appropriate Unit/ Branch by the Resource Unit

Leader.

A majority of users outside of the EOC have the Pending
Assignment option.

WebEQOC



Municipal Assignment

All municipalities have Municipal Assignment. They can assign
missions internally to their own municipal positions (the number

of positions varies per municipality). This allows municipalities to
work missions internally.

If a municipality cannot fulfill the mission, they may submit it to

the county by assigning it to the PBC OPS EOA/Muni Unit Leader
position.

WebEQOC




Section 3 Review

In this section, we have learned:
— What missions and resource requests are.
— How to create a new mission or resource request.

— How to appropriately complete each field in the mission/resource
request.

— How to update a mission/resource request’s status, and add
comments and deployments.

WebEQOC




SECTION 4

Advanced File Library

WebEQOC



Advanced File Library Overview

The Advanced File Library is where everyone can find many of
the files/documents needed throughout a disaster. Examples of
documents you may find in the file library are:

 Plans

* Forms

e Training Material
 Reference Documents

WebEQOC



Opening the Advanced File Library
A

To access the Advanced File  EOC Wenu R
. LMS

Libra ry, open your control LMS (Version 2.0 Testing)

panel and click the board New IAPs

labeled Advanced File Library.

¥
[
v
» PBC DEM Management Menu
» Region 7 Boards

»  Status Board Edit f
»  Status Boards

» WebEOC Administrator

Tools

» Dashboards (a1
Messages =
Search (a1
MapTac =
WebEQC Mapper (a1

WebEQOC




Shared Tab

Advanced File Library

Shared My Position

The Shared tab is where

Home .
all of the library folders
Tag Search: Ty €aN be found.
1-11 of 11
Name

& Admin / Finance Section
& Emergency Plans

B EQAs

& Forms

IS | ogistics Section

WebEQOC

Summary

Files for the Admin / Finance Section

Palm Beach County Emergency Plans

All files pertaining to PBC Emergency Operating Areas (EOA)
Contains all necessary request forms

Files for the Logistics Section




Navigating and Searching

Users can search by Tag.
< Tags are predefined words
- associated with certain files - e
ot (e.g. “form,” “REP” T
N “generator,” etc.
= o Users can also conduct a

& Logistics Section Files for the Logistics Section

basic search for the
file/folder name or its
summary.

Each shared folder has its
own permissions based on
the position. Click the folder
to open its files.
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Section 4 Review

In this section, we have learned:
— Accessing and navigating the Advanced File Library.
— How to search for and find files.
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SECTION 5

Situation Report
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Situation Report Overview

The PBC EOC uses a “roll-up” approach when creating the
Situation Report, meaning Branch Director’s review (and
summarize if necessary) entries from their Units, and Section
Chiefs review entries from their Branches. This section will show
you how to create an entry in the Situation Report.

WebEQOC



Opening the Situation Report Board

To access the Situation Report, 54 e

t I I d . 3 SERT - Emergency Sites ¥ P
open your control panel an |l'] SERT - Info Message ¥ 2 |
click the board labeled | &3 serT - sneters § @

. . . ' 4 SERT - Situation Report ¥ (a1
Sltuatlon Report (Worklng)' Eﬂ SERT Essential Elements of Information ¥ &
€3 SERT Road Closures ¥ (a1

! Sign In / Out (a4

Sign In / Qut Admin (a4

3 Significant Events (a4

3 Situation Report (Builder) (a1

3 Situation Report (Published) (at

Situation Report (Working) (1

3 Special Needs Registry r

€3 Statewide EEI (4

3 Statewide EEI (Read Only) (at

3 Traffic Signals (at

£3 Weather Dashboard - Miami (a4

WebEQOC




Viewing and Updating

Agency Report # Operational Period

Palm Beach County 01

Click View to see the
current report.

Last Updated » Situation Report Approval Matrix Cover Sheet
05/17/2019 13:34:31 Q View Q Matrix @ Edit
Situation Report Approval Matrix
Q View Q Matrix

WebEQOC

Click View or Matrix to
update the report based
on your position.




Updating the Situation Report
From the View scroll down the ':

page until you see your Unit.
— Click the Update button.

Logistics Section Chief

# Update

Status: Not Started Last Update

Operations Section Chief
# Update

From the Matrix scroll down the
Status:  View All A Search . .
page until you see your Unit or
Contributor Section Branch Status .
use the Search. Click Update
: : Approved by (¢ Update
Recovery Branch Director Operations Recovery Section Chief Status Status.
EQA Branch Director Operations EOQA Not Started gy 7
Status
Admin/Finance Section Chief Finance/Admin NIA Complete (¢ Upaate
Status
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Instructions

Instructions
Below are some questions to be incorporated when composing your Situation Report

Provide an update of your Section's activities for the last operational period.

Admin/Finance Section Chief

8 7 u s =|TheInstructions section will
| prompt your entry with several
questions and comments specific
to your unit.

Status

Draft Complete Approved by Branch Director Approved by Section Chief Approved by Publisher

WebEQOC




Adding Situation Report Entries

Instructions

Below are some questions to be incorpog

nort

Provide an update of your Section's activities FOIIOWing the instructions, answer the
guestions in this textbox. Formatting

instructions for the SITREP can be found
in the WebEOC User Manual.

Admin/Finance Section Chief

B I U & ==& 414
Status
Draft Complete Approved by Branch Director

Approved by Section Chief Approved by Publisher

WebEQOC




Situation Report Status

Instructions
Below are some questions to be incorporated when composing your Situation Report

Provide an update of your Section's activities for the last operational period.

Admin/Finance Section Chief

Before saving, either choose Draft, if you are not
done with your entry, or Complete, if your entry is
ready for review (most users will see these two
options). Depending on your level of permissions,
additional options may be available. To close the
report and save your work, click Save.

Status

Draft Complete Approved by Branch Director Approved by Section Chief Approved by Publisher

WebEQOC




Section 5 Review

In this section, we have learned:
— Viewing a situation report.
— Creating an entry to update a situation report.
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WebEOC Essentials Exam

Visit
https://discover.pbcgov.org/publicsafety/dem/Pages/\WebEQOC.aspx

to review the WebEOC User Manual and take the WebEOC
Essentials Exam.

If requesting WebEOC access, complete the Access Request Form
available after passing the exam.

WebEQOC
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