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Logging into WebEOC® in Utah


1. [image: image1.png]& inter

Notifications

System-wide Message

State of Utah
‘WebEOC
‘WARNING:
Zack Doe Information entered here should NOT be a reflection of any real life Planned Event or Disaster Incident.

This site and its content are for use by emergency management personnel for training and concept development ONLY.
Unauthorized access will be prosecuted.

This Utah installation of WebEOC performs best in Internet Explorer version 9 and higher as well as

Firefox. Contact the Utah Division of Emergency Management at (801) 538-3400 if you experience difficulty accessing
this site.




Using any standard browser (Internet Explorer, Firefox, Safari, etc), open the website:

https://veocutah.webeocasp.com 

· Ensure you include the 's' in 'https://'

· This is a secure website, so you may be prompted to accept security certificates before proceeding
2. Select the “Accept” button to proceed to the login page. 
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3. Login to WebEOC® by typing your username (firstname, a space, lastname) and entering your password.

· Select: “OK”
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4. From the drop-down menus select the position you will be filling and the incident you will be monitoring.
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On the 'Additional Login Information' screen:

· Update your name, location, phone number, and email (these are required fields – Comments are optional).Select: “OK”

WebEOC Home Page 

When you log in to WebEOC, or change positions, you are taken directly to the Home page. The Home page displays agency information, as well as system-wide messages and notifications so that you and other users are immediately informed of critical information. You can return to the Home page at any time by clicking the Home tab at the top of the page. 
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The position and incident you logged in to appear in fields at the top of the page. Clicking the position field opens a drop-down menu from which you can choose another position. Likewise, clicking the incident field opens a drop-down menu from which you can choose another incident. 

Open the control panel by clicking the control panel icon [image: image2.png]


 in the upper left corner of the Home page. 

Open the User Help at any time by clicking the Help icon [image: image3.png]


. 

Click the Logout link beside your username in the information bar to exit WebEOC.

Control Panel 

The Control Panel is the information hub of WebEOC. It is organized by Boards, Menus, Tools, Plugins, and Links. Within each of these sections, the items are listed alphabetically by default.
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Open the control panel by clicking the control panel icon [image: image4.png]


 in the upper left corner of the home page. 

The control panel's components and functions are described in detail in the WebEOC User Help [image: image5.png]


.
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 preceding a board name alerts users when new data has been posted to that board. Once the status board has been opened, the star disappears until new information has been added or existing information has been updated. 

Clicking the name of a board, menu item, or plugin opens it in a new tab within the existing window. Multiple status boards and/or multiple copies of a status board, plugin, or link may be opened. Clicking the window arrow [image: image7.png]


 to the right of the name opens the board or item in a new window. Clicking the name of a link automatically opens that item in a new tab.

Menus are located on the control panel in the Menus section. Menus can contain status boards, plugins, links, or other menus. 

The arrow symbol [image: image8.png]


 preceding the menu name indicates the menu contains items. Click the name of the menu or the arrow [image: image9.png]


 to the left of its name. The section expands to show you the available options. When an item under a menu name is selected, it opens in a new tab.
Items contained in the menus follow the same convention and behavior as status boards. A star icon preceding a menu item alerts users when a change has been made. Once the item containing new data has been opened, the star disappears until new information has been added or existing information has been updated.
Navigating WebEOC 

Clicking an item’s name in the control panel opens that board, tool, menu, or plugin, in a new window. The tab for the board or option that is currently in focus is dark blue.
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If you have a board tab in focus and changes are made to another board or item that you have open, the system notifies you by placing the star [image: image10.png]


 icon in the tab header and changing the updated tab’s color to light blue.
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When you have many tabs open, you can quickly move from one tab to another by using the menu on the right side of the tab bar. Open the menu and click the correct option. That tab comes into focus.

You can also scroll through the open tabs when they expand beyond the visible area by clicking the arrow icons to the left and right of the tabs.
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To close a status board, menu window, plugin, or link, click the close option in its tab. If the item was opened into a separate window, use the x in the upper right corner of the window.

Note: WebEOC remembers your most recent view of tabs for each position. That is, when you log in, the same tabs are open as when you last logged out of or changed from that specific position. 
Users, Positions, and Groups 

Each user has a unique username and password. Users can be assigned multiple positions where necessary. User accounts and positions are established based on specific organizational structures. Users have different levels of rights depending upon the position selected during the login process. Ideally, positions are assigned to users in advance of an incident based upon their response roles. For example, John Doe, a user, is assigned to the Operations Section Chief position. Multiple users can be assigned to a position, and multiple positions can be assigned particular views and privileges. 

Incidents 

WebEOC is an incident-based information management system, capable of managing multiple incidents simultaneously yet separately. This is critical for organizations that function in an oversight or regulatory role responsible for managing and/or tracking multiple incidents, or whose structure may involve multiple operating locations.

When logging in to WebEOC, you choose an incident. Data in some boards, such as the Activity Log and Incident Action Plan, is dependent on the incident you are logged in to while other boards show the same records regardless of the incident. 

How to Use WebEOC®
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Use the Activity Log Entry Form to . . .

…track… 
…calls made and received.
…conversations and commitments.
…record contact names & phone numbers.
…record…
…statistics related to your position.
…status of assignments that are not tracked elsewhere in the system.
NOTE:  The Activity Log entry form is the equivalent of an ICS 213 General Message Form.  The Activity Log and Significant Events log serve the functions of the ICS 214 Unit Log.
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…share…
(Is this important for others to know?)
…Significant Events - events and information needed by others.
· Check “Post to Significant Events Board?” box.
· Where, When, and Who in appropriate fields.
· Description – streamline this field by explaining the what and why in the first few words of your description.
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(Is this important for others to do something about?)

…Mission/Tasking - missions to be performed. 
· Check “Assign Mission?” box

· Be Specific about WHAT needs to be done

· Be General about HOW it will be accomplished
Use Significant Events to . . .

…see the big picture and information for the EOC
Click on Significant Events from the Control Panel.  A new window will open with the latest significant events listed from top to bottom for the EOC position you are logged into.
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· Records can be sorted by column by clicking on the appropriate column heading.

· To view all of the records on the current page, use the standard Windows scrolling features.  To move from the current page of records to older records, use the paging functions along the bottom of the window.  That is [image: image11.png]


  and  [image: image12.png]


.
· To see a complete record, click the [image: image13.png]


 link (or View) at the far right end of the list item of interest.
To see Significant Events in other participating EOCs…

Click on Statewide Events Monitoring in the Menus portion of the Control Panel.

Continue “drilling down” through the menus to the operations center of interest.

Use Missions & Tasks to . . .

…manage request for assistance
Select Missions & Tasks from the Control Panel.  The default view is a log of all Missions created by users in the incident you are logged into.
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· Mission numbers (#) are system-wide and not sequential in any one EOC.  This allows all missions to be unique regardless of the multiple Incidents in one or various jurisdictions.

· Missions may be sorted by number or any other column by clicking on the column heading.
· Buttons (My Missions, My Tasks, I Created) in the top left of the window allow users to see missions and tasks of particular interest.
· To view mission and task details, click the [image: image14.png]


 link at the far right end of the list item of interest.

· The top of the Mission Tasks Summary form is fed from the Activity Log Entry Form – Submitting Information, Event Details and Attachments -- and looks similar to the Significant Events form.

...update Mission Details
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1. Actions Taken are recorded in a single line (field) and then will be moved into the Log of Actions Taken field when the record is saved.

2. The Assigned To list shows all the positions of the EOC.  Positions in this drop down list that have an asterisk (*) are currently logged in.

3. The status can be changed by EOC management or mission related personnel from Unassigned to Assigned to In-Progress, to Working, to Complete, Closed and/or Rejected.
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 buttons are provided to help set to the current date and time.  Once the button is clicked, the date and time can be modified.
...break the mission down into tasks.
· Tasks are in support of the Mission listed.  They are the provided to divide the labor required to accomplish the mission among several positions in the EOC.  

· If a task needs to be added for an unlisted Mission, then a new mission should be created.

· Tasks are managed in much the same way as the Missions.
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