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EMERS

Emergency Management Exercise Reporting System
Version 2.0,Release 2.03

‘The Emergency Management Exercise Reporiing System (EMERS) is a Microsoft Access database that was developed,

and wil be continually improved by and developed by the U.S. Department of Homeland Security (USDHS) Federal

Emergency Management Agency (FEMA) for use by emergency managers to capture the results of exercises or actual

disaster responses for the purose of program evaluation. EMERS allows users to assess capabilly strengths and
weaknesses against a setof 13 key emergency planning and response functional areas. This tool is designed to assist
emergency managers in their strategic planning process. EMERS is 3 user-fiiendly, menu-driven program that allows

users o, |

* Record exercise results
* Manage exercise data slectronically

* Monitor a jurisdiction’s progress toward satistying ts readiness requirements

* Analyze improvement plans for the difierent functional areas tested

* Create management reports to document exercise results and overal performance

With the 2.03 release, EMERS is available in two forms: a standard package, dependent on Microsoft Access 2000 fora
range of database capabiliies; and an independent, basic EMERS Text Input Form. Accordingly, you must have Microsoft
Access 2000 installed on your Syster to utiize the EMERS standard package. The new EMERS 2.03 release is provided
atno costto its users. For any organizations that have acquired and still maintain data using the old software befors the

previous major Version 2.0 release, please note that you wil not be able to import that data directly into the 2.03 update.

Rather, you will need to

* First obtain and instal the previous EMERS Version 2.0 that has the appropriate conversion utlties, which willbe
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IMPORTANT NOTICE: This user’s guide is associated and distributed with the updated EMERS Release 2.03 software and covers related enhancements.  All sections and materials in this guide should be used in light of the software upgrade, as appropriate.  

There is also available on the release web page a new Frequently Asked Questions (FAQs) file to assist overall user understanding of how the EMERS software functions.

Any reference of 2.03 stands for the current EMERS software’s release number, 2.0 the major version number.  Any reference involving 2000, except where specifically referring to Microsoft Access, are only the result of programming necessity or convention, have nothing to do with the current EMERS software’s version/release numbers, and should be noted and used only as appropriate.

This Page Is Intentionally Left Blank

The Emergency Management Exercise Reporting System (EMERS) was initiated in 1992 as a means of capturing information on emergency management exercises or actual disaster responses.  Like previous versions, EMERS 2.03 is a free, Windows-based data collection tool that uses 13 emergency management functional areas to identify strengths and areas for improvement.  

After the September 11, 2001 attacks, public and congressional concern about the ability of Federal, State, local and tribal governments to respond quickly and effectively to events resulted in an extensive examination of the nations emergency management capabilities.   Recommendations recognized the need to continually evaluate emergency response capabilities at all levels of government. Exercising emergency capabilities and continual evaluation and self assessment was also encouraged.  The National Incident Management System (NIMS) and Homeland Security Presidential Directives 5 & 8, mandate the implementation of all hazard preparedness planning in the United States. The U.S. Department of Homeland Security/Federal Emergency Management Agency offers EMERS to Federal, State, local and Tribal governments as an effective emergency capability assessment tool. EMERS is designed to analyze the performance of capabilities in exercises and actual incidents. When employed by its users EMERS will consolidate and characterize its analysis and present practical usable products such as lessons learned and a compendium of best practices. 

This guide to EMERS 2.03 includes a comprehensive series of text and illustrative instructions to effectively use the software.  Study of the guide should enable users to efficiently fill out EMERS forms, generate appropriate reports, transfer data between government levels, and convert information from older EMERS forms into the new program’s database.

The development and maintenance of a solid exercise program is vital to a government’s ability to effectively respond to the range of natural and man-made disasters – including acts of terrorism – that can occur in any jurisdiction at any time.  When employed, this program will prove helpful to the jurisdiction.

	OMB Control Number:
	3067-0248

	Expiration Date:
	11/30/2004


Title:  Emergency Management Exercise Reporting System (EMERS)

FEMA Form 95-44, Nov 01
Paperwork Reduction Act Burden Disclosure Notice

Public reporting burden for these forms is estimated to range from 30 minutes for a limited exercise to 1 hour for a full-scale exercise, with an average of 45 minutes per response at the local level.  At the State level, it is estimated to average 10 minutes per response to review, input, and transmit to FEMA data received from the local level. The burden estimate includes the time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing, reviewing and submitting the form.  Send comments regarding the accuracy of the burden estimate and any suggestions to reduce the burden to: Information Collections Management, Department of Homeland Security, Federal Emergency Management Agency, 500 C Street, SW, Washington, DC 20472. You are not required to respond to this collection of information unless a valid OMB control number appears in the upper right corner of this form.  Please do not send the completed forms to the above address.
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1. INTRODUCTION TO EMERS

1.1. Purpose 

The Emergency Management Exercise Reporting System (EMERS) was designed and developed by the U.S. Department of Homeland Security (USDHS) Federal Emergency Management Agency (FEMA) for use by emergency managers to capture the results of exercises or actual disaster responses for the purpose of program evaluation.  EMERS allows users to assess capability strengths and weaknesses against a set of 13 key functional areas and assists them in the strategic planning process.  It is a user-friendly, menu-driven program that allows the user to:

· Record exercise results

· Manage exercise data electronically

· Monitor a jurisdiction’s progress toward satisfying its readiness requirements

· Analyze improvement plans for the different functional areas tested

· Create management reports to document exercise results and overall performance
1.2. Who Should Use EMERS

USDHS/FEMA is making EMERS available to Federal, State, local and Tribal jurisdictions.  Numerous States currently use EMERS to accumulate data for a variety of programs.  Every State, local, and Tribal jurisdiction that conducts exercises or responds to emergencies is encouraged to use EMERS as a way to evaluate program components, determine trends, and identify future exercise requirements.  

1.3. Primary Benefits

Based on the continuing interest in EMERS, FEMA has updated to a Microsoft Access database that is more robust than previous versions, allowing Federal, State and local, and Tribal jurisdictions to efficiently facilitate self-assessments for capability enhancement.  The benefits to using EMERS are numerous.  They include the following:

Exercise Management

EMERS will be beneficial to State, local, and Tribal jurisdictions by efficiently managing both exercise and actual event information and assessing resource performance and program management during emergency conditions.  Data collected via EMERS may be used to: 

· Track annual accomplishments against the organization's multiyear exercise cycle 

· Identify the type of hazard, objectives, scope, and number of participants for each exercise 

· Serve as a means of requesting exercise credit for actual occurrences

· Identify those areas where corrective or remedial action needs to be taken
Functionally Based

At the core of the software program are thirteen (13) key functional areas to provide State, local, and Tribal jurisdictions with an accurate, thorough, and realistic picture of the broad spectrum of their capabilities.  The major functional areas include:

1) Alert Notification (Emergency Response)

2) Warning (Public)

3) Communication

4) Coordination and Control

5) Emergency Public Information

6) Damage Assessment

7) Health and Medical

8) Individual/Family Assistance

9) Public Safety

10) Public Works/Engineering

11) Transportation

12) Resource Management

13) Continuity of Government

Each function is further broken down into a number of subcategories to provide users with an appropriate level of detail to assist in program evaluation.

Efficient Use of Time

Users are able to easily complete the EMERS-based assessment of an exercise or actual event by marking the appropriate code for each functional area—“S” (Satisfactory), “NI” (Needs Improvement), or “NT” (Not Tested).  Text boxes are provided to allow users to record specific examples and related observations.  It is estimated that an average local user will be able to input exercise material into EMERS in approximately 45 minutes per event.

2.  EMERS 2.03 Setup

2.1 Software Requirements and Downloading EMERS Documentation

This section reviews the software required to download, install, and operate EMERS 2.03.
2.1.1 Hardware and Software Requirements for EMERS 2.03

· Pentium-compatible computer

· Memory of at least 16 MB or higher (32 MB or more highly recommended)

· Windows 95 or higher, or Windows NT – 4.0 or higher

· Minimum of at least 10 MB hard disk space

· Microsoft Access 2000 or later to use the Database; Access not required to use the Text Input Form

· 15 inch monitor or larger (800 * 600 pixels is ideal); or if using a laptop, any setting that allows the EMERS screen to show in full

· For technical support, please contact fema-emers@dhs.gov
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EMERS 2.03 FEMA Web page 

Figure 2-1: EMERS Web site

· http://www.fema.gov/preparedness/emers/
· Once the user is in the EMERS window, there will be six (6) sub-window options to view:
· EMERS Introduction
· EMERS Documentation
· Download EMERS
· FIPS Codes
· Frequently Asked Questions
· Contact Us
2.1.3 Documentation 

Saving the documentation to disk:

· Right click the file and choose “Save Target As…” (Microsoft Internet Explorer) or “Save Link as…” (Netscape)

· Locate the drive and folder where the file is to be saved

· Make note of the file name

· Click on the “Save” button

· The “File Download” window reappears showing that the file is saving

· Wait until the “Download Complete” window appears, then click on the “Close” button

· Depending on the browser settings, the “File Download” window may close automatically when the download is complete
2.2 Downloading EMERS Software 

This section provides step-by-step instructions for downloading the EMERS 2.03 software.

2.2.1 Downloading Software Package

On the Web Site, right click on a link to download the selected file.

· RIGHT click the file the user want and choose "Save Target As..." (Microsoft Explorer) or "Save link as..." (Netscape)

· By left clicking on the link, the “File Download” window opens and asks whether the user would like to save the program to a disk or run this program from its current location

· It is recommended that the user always choose to save the program (file) to disk
2.2.2  Saving the File to Disk 

· Right click the file and choose “Save Target As…” (Microsoft Explorer) or “Save Link as…” (Netscape)

· Locate the drive and folder where the file is to be saved

· Make note of the file name

· Click on the “Save” button

· The “File Download” window reappears showing that the file is saving

· Wait until the “Download Complete” window appears, then click on the “Close” button

· Depending on the browser settings, the “File Download” window may close automatically when the download is complete
· If the user is installing EMERS for the first time, it is necessary to download the FIPS file for the State or, if appropriate, FEMA Region (see Section 2.3)

2.2.3  Installing EMERS Software

· Locate and double-click the file setup.exe that was downloaded from the FEMA Web Page
· Click “Next” to confirm your desire to install EMERS 2.03
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Figure 2-2: Installation Window

· The following window will appear:
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Figure 2-3: File Backup Window

· If you have a previous version of EMERS installed, the screen will list the files that the installation program has backed up before installing the new version.  If you need to access previous versions of EMERS on your computer, the data is stored in C:\EMERS_Backup
· When the following screen appears, click “Next”
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Figure 2-4: EMERS Set-Up Wizard Window

· Click “Next” to install EMERS 2.03 in “C:\EMERS2000.” Do not change this folder unless absolutely necessary.
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Figure 2-5: Select Destination Drive

· Check the box if the user would like a desktop icon created; click “Next”
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Figure 2-6: Creating a Desktop Icon

· Review the installation options and then click “Next”
[image: image6.png]Ready to Install
Setup is now ready to begin installing EMERS2000 on your computer.

Click Instell o continue with the installation, o click Back ifyou waitto review or
change any setings,

[Destination directory:
CAEMERS2000

|Additional tasks
Create & deskiop icon

<Back | Install Cancel





Figure 2-7: Installation Options

· Uncheck the box if the user does not wish to launch EMERS 2000; click “Finish”
· The user may need to close the window containing the list of backup files (with the black background) by clicking the “X” in the upper right hand corner of that window
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Figure 2-8: Exiting Setup Wizard
2.3  Federal Information Processing Standards (FIPS) Choices 

There are seventy (70) FIPS package choices identified by State name or FEMA Region. Each package is a self-extracting zip file.  These packages cover the fifty (50) States, the ten (10) U.S. territories, and the ten (10) FEMA Regions.  There is no difference in instructions or operation between State and FEMA Region FIPS files.  A Region file is a file containing all the State files for that Region, plus one regional- level record allowing the Region to enter an exercise or actual event covering the Region.  Any reports of exercises or actual events that are transferred from the State to the Regions include FIPS records for the reporting jurisdictions.  This section reviews step by step downloading the FIPS files.

2.3.1 Downloading FIPS File 

To download from the list below, RIGHT click the file the user wants and choose “Save Target As...” (Microsoft Explorer) or “Save link as...” (Netscape)

2.3.2  Saving the File to Disk

· Right click the file and choose “Save Target As…” (Microsoft Explorer) or “Save Link as…” (Netscape)

· Locate the drive and folder where the file is to be saved

· Make note of the file name

· Click on the “Save” button

· The “File Download” window reappears showing that the file is saving

· Wait until the “Download Complete” window appears then click on the “Close” button

· Depending on the browser settings, the “File Download” window may close automatically when the download is complete
2.3.3 Unzipping FIPS
· Use Windows Explorer to locate the FIPS file that was downloaded
· The file name will consist of either the two-letter State abbreviation followed by “_FIPS.exe”, or “R” followed by the Regional number (01 … 10) followed by “_FIPS.exe”
· Double click on this file  
· Change the “Unzip to folder” value if EMERS was installed in a folder different from the default folder, then click on the “Unzip” button, then on the “Close” button
· If a user is upgrading from a previous version of EMERS, he/she should follow these steps:

· Use the Export feature to export all of the data to the Export File before overlaying their FIPS file
· After the FIPS file is overlaid, import all of the data back into EMERS, just to assure that any FIPS places that are being used and are not on the new FIPS file will become part of that new FIPS file
2.4 EMERS Database on a LAN

There is no separate version of EMERS for a LAN.  Files contained in the Data folder of the user’s current EMERS system can easily be copied or moved to a LAN.  Routines are provided in EMERS 2.03 Main Programs module to easily change file linkage from one location to another.   

· Install EMERS on a local drive. C:\EMERS2000 is the default location

· Using Windows Explorer or My Computer, create a folder on the LAN in which to store the data files

· Locate the EMERS Data folder.  The default location is C:\EMERS2000\Data

· Copy or move the files from the EMERS Data folder onto the LAN.  It is not necessary to delete the files from their original location

· To modify program linkage files, see Section 11, File Linkage Menu

· To redirect data files, see Section 2.5

2.5 Redirecting Data Files

If data files were moved to a LAN drive, the EMERS 2.03 Main programs modules are not linked to the new location of the data files.

· When the module is opened, the File Location Window will prompt the user for the new location of the file Data2000.mdb

· Type in the drive path of the new location or locate the file using Windows Explorer and then copy and paste the drive and path

· Click on the “Link File” button

· This message will repeat for the FIPS.mdb and Help.mdb files

3.  EMERS Main Menu

3.1  General Description

The EMERS Main Menu Window, shown below, is the user’s main navigation tool between the different forms and utilities of the EMERS software.  The screenshot below is a view of the EMERS Main Menu screen.


[image: image8]
Figure 3-1. The EMERS Main Menu

3.2  EMERS Menu Bar 

This screenshot is of the EMERS Menu Bar.
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Figure 3-2. The EMERS Menu Bar

The EMERS Main Menu Bar provides basic tools for the user in all of EMERS

· Edit Bar
· Located at the top of the screen

· Allows cut, copy, paste and limited functions via the mouse

· Function changes slightly depending on which window in EMERS is being used

· Status Bar
· Located at the bottom of the screen

· Indicates what field the user is currently on

3.3 EMERS 2000 Setup Screen 

The EMERS 2000 Setup Screen is used to set the region, State, county, and/or locality is using this EMERS 2.03 database.  Below is a screenshot view of the EMERS 2000 Setup screen.
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Figure 3-3. The EMERS 2000 Setup Screen

· EMERS Main Menu window opens with the EMERS 2000 Setup and the Paperwork Burden Disclosure Notice

· To prevent the PBDN screen from automatically opening every time user opens EMERS, check box in the bottom left hand corner
· The Paperwork Burden Disclosure Notice can be found at the front of this user’s guide
· EMERS 203 Setup Screen is now displayed
· To access the EMERS 2.03 Setup Window, the user can go to the Utilities Menu and click EMERS 2.03 Setup
· For State, County, Local, and Tribal Users: 

· Use the Program Level pull-down menu to select the level, State, county/IC (independent city), or city/town, if needed 

· If County/IC is selected, the FIPS County Code field appears in the window and a county or independent city code must be entered  

· Use the State pull-down menu to select State

· For any Regional Level Use: 

· Select Region from the Program Level pull-down menu, then enter the Region number in the Region field
· For any National Level Use: 

· Select National from the Program Level pull-down menu
· Enter Exercise Training Officer’s (ETO) name and phone number; used as defaults in the EMERS Reporting Form and Acknowledgement Letter/Menu
· The Acknowledgement Style Default Preference sets the default style for acknowledgement documents
3.4 EMERS Main Menu Window Action Buttons

Below is a quick description of the 10 action buttons available on the EMERS Main Menu.

· Help: Allows the user to search for help by subject and/or topic area.  It also contains access to another window that gives users an overview of navigating fields within MS Access  (see Section 8)
· Stop:  Sign icon closes the main menu and exits the system

· File Linkage Menu: Opens into the File Modifier (Easy Method) and the MS Access Linked Table Manager.  This will allow the user to change the linkage of data files, which have been moved or copied to a different location on the computer or on the LAN (see Section 11)

· Paperwork Disclosure Burden Notice

· EMERS Form:  User inputs and edits most of data from the exercise in this form (see Section 4)
· Blank Forms Menu: User can preview and print EMERS Main Form, Lessons Learned Form, Improvement action Notes Form, and the Participant Breakdown Form (see Section 5)
· Reports, Letters, and Memos Menu: Contains 4 action buttons that open to utilities within the menu.  This screenshot is a view of the Reports, Letters and Memos Menu (see Section 6)
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Figure 3-4. The EMERS Reports, Letters, and Memos Menu
· Standard Reports:  User can open one of the two report options to generate, preview, and print completed reports  (see Section 6.1)
· Setup Acknowledgement for Letterhead or Memo:  State/regional users can set up their own default letter or memo text to be used when creating letters or memos to send to their local jurisdictions  (see Section 6.2)
· Letters and Memos for Mass Mailings:  Allows users to create a letter or memo that will in turn create customized letters or memos to Jurisdiction contacts and State Area contacts  (see Section 6.4)

· Scheduler:  Feature that allows the user to track the exercise schedule of each jurisdiction in the State (see Section 7)

· Data Transfer Menu:  Opens the import-export menu, allowing the user to send or receive data from different localities (see Section 9)

· Utilities Menu:  Contains eight buttons that open additional windows.  Below is a screenshot of the Utilities Menu screen.
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Figure 3-5. The EMERS Utility Menu

· EMERS 2000 Setup: Opens the EMERS Setup Window (see Section 10.2)

· FIPS (Jurisdiction) Related Utilities: Opens the FIPS utility menu window that allows the user to add, edit, and delete information related to the FIPS codes (see Section 10.3)

· Edit or Use Help:  Gives user option to edit topics in the Help Window or just view them (see Section 10.4)

· Tables of Federal Agencies: Opens window to respective tables to be updated (Section 10.5)

· Table of State Agencies: Opens window to respective tables to be updated (Section 10.5)

· Table of Military Groups: Opens window to respective tables to be updated (Section 10.5)

· Table of Volunteer Agencies: Opens window to respective tables to be updated (Section 10.5)

· Custom Letterhead: Opens the window that allows users with the full version of MS Access to create and edit a custom letterhead for their Acknowledgement Letter/Memo (see Section 10.6)

4. EMERS Reporting Form

From the EMERS Main Menu, click on EMERS Form and then follow the instructions below for setting up and filling out the document that captures the results of exercises and actual occurrences.

4.1 EMERS Form Basic Functions

The four icons located at the top right hand section of the EMERS form are basic functions that apply throughout the EMERS program.
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 Print Preview all pages of report and all function notes
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Print all pages of report and all function notes on default printer
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Undo changes; only works before saving
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 Close form

4.2 General Information for All Data Field Tabs 

This screenshot shows the top portion of the EMERS Main Form.
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Figure 4-1. Top Portion of the EMERS Main Form

On the top of the EMERS reporting form screen is information that pertains to all of the reporting form.
· Select Report:  It is used to select a report on the data already entered
· EMERS ID:  Once the jurisdiction is selected, a unique identifier using a combination of FIPS code, the level of the user, and an accumulative number will be generated and inserted
· Fiscal Year (FY) and Quarter (Qtr):  This field is grayed out.  Data appears automatically after the user inserts the dates of the event in block 7 of the general information tab
· New Report:  This function is used to develop a new EMERS report based on the completion of an exercise or actual disaster response
· Save Report:  This function is used to save all the data that had been entered.  In order to save the report, the following five fields must be completed:
· Field 1: Selected Jurisdiction
· Field 5: Type of Event
· Field 6: Focus On
· Field 7: Dates of Event
· Field 8: Hazard Scenario
· Delete Report:  This function deletes all data on the form.  Before deletion occurs, a pop-up window will prompt, “Do you really want to delete this report?”  This is to prevent an accidental deletion of the report.
· Prepare Acknowledgement:  A State, region, or county can use this function to acknowledge receipt of the report from the local jurisdiction that submitted it.  This process is performed once the information from the EMERS form is completed (Section 6.2)

· Acknowledgement Style:  User selects either letter or memorandum format for acknowledgement

4.3 Entering Information into EMERS Reporting Form Data Field Tabs 

The EMERS Reporting Form is where the user can input all of the information for the exercise or actual occurrence.  This screenshot is of the EMERS Navigation tabs.
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Figure 4-2. The Tabs used to navigate the Main EMERS Form.

4.3.1 General Information Tab

· This tab captures the top-level information about an exercise or actual occurrence

· Field 1 Select Jurisdiction:  Allows user to select the State, local, and Tribal jurisdiction that is completing the EMERS report

4.3.1.1 FIPS Setup

This screenshot is of the FIPS setup form
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Figure 4-3. The FIPS Setup Form
· Clicking on the FIPS Setup box opens the FIPS selection menu.  This menu allows the user to choose which FIPS codes from the master table are to be shown as a subset table in the pull- down menu when entering a new report.
· Refresh Button:  The current FIPS Selection sub-window shows only jurisdictions that are currently selected.  The refresh button should be clicked after performing all actions to insure that the list is current.
· Show all FIPS Codes:  Click on this button to make all jurisdiction codes in the FIPS table available to the jurisdiction pull-down menu.  As a precaution against accidental modification, a message requesting verification of the action is given.
· Show Only Counties:  Click on this button to make only county-and State-level FIPS codes available.  As a precaution against accidental modification, a message requesting verification of the action is given.
· Manual Select/Edit Funded/State Region:  Click on this button to open the FIPS Choose Places Window.  Either the record selector or the vertical scroll bar can be used to navigate this window.
· Three fields can be edited in this window.  Buttons in the depressed state are selected.

· “Funded” field: Toggles Yes/No

· “State Region” field:  State/Region area can be entered

· “Show/Hide” field: Toggles Show/Hide

· Locate a county or jurisdiction by using the Find option on the Edit Bar

· Click in either the county or jurisdiction field, depending on what the user wants to find

· Click on the “Find” button (picture of binoculars) on the Edit Bar to open the Find window

· After closing the FIPS Choose Places Window, be sure to click on the “Refresh” button of the FIPS Selection Menu to see the new selections in the Current FIPS Selection sub-window

· Select One State and/or One County to Show:  Click on this button to open the FIPS Select One State and/or One County to Show Window to open a separate window. This is useful at the regional level, where the FIPS table contains jurisdiction codes for more than one State.  It is also useful at the county level, where jurisdiction codes for only one county would be needed.

· The Select One State and/or One County to Show window contains two fields

· Select State: Select a State from the Select State pull-down menu.  All States are listed in this pull down menu, even if they do not exist in the current FIPS selection table located in the FIPS Selection Menu window 

· Select County: Select a county from the Select County pull-down menu.  Only counties for the State in the Select State field are shown in this menu.

· When the “OK” button is clicked, a verification message appears.  This message is given whether or not a county is chosen.  If no county was chosen, the operation acts as a State selector.

· Once the “OK” or the “Cancel” button is clicked, this window closes automatically.  It is then necessary to click on the “Refresh” button of the FIPS Selection Menu to see the new selections in the Current FIPS Selection sub-window.

4.3.1.2 FIPS Contacts 

The screenshot below is of the FIPS Contact Window


[image: image20]
Figure 4-4. FIPS Contact Window
· Clicking on the FIPS contacts window opens the Jurisdiction Contact Edit Window
· Users are given the opportunity to open the Jurisdiction Contact Window again, if the Preparer field is modified
· Field 2 Funded Jurisdiction:  If the jurisdiction is funded, click “YES.”  If not, click “NO.”

· Field 3 and 4 State Area (Region) Designation:  This field shows the regional area if there are regional areas within the State.  This is an information-only field

· Field 5 Type of Event:  There are (5) types of exercises (Tabletop, Functional, Full-Scale, Drill, and Orientation) and three types of actual occurrences (local, Tribal, State, and Federal) that may be selected.  Multiple entries can be selected and only the highest value is used for report. 

· If there was an actual occurrence, choose whether it was a local, State, or Federal declaration

· If a jurisdiction wishes to receive credit for an Actual Occurrence in lieu of an exercise, the “Exercise Credit is being requested” block should be checked after the appropriate level has been checked under Actual Occurrence

· Field 6 Focus On:  The event may focus on one or more phases of emergency management: mitigation, preparedness, response, and recovery.  Check the number of applicable blocks.

· Field 7 Date of Event:  Enter the Begin and End Date of the event using (mm/dd/yyyy) format
· Field 8: Hazard Scenario:  There are three (3) categories of hazards: natural, national security/terrorism, and technological.  Individual hazards are listed under each category.  Enter one only as the Primary Hazard and enter as many as required for the secondary hazard(s).

· To select the Primary Hazard, click the down arrow to select either natural, national security/terrorism, or technological

· Click on the “Hazard Text” button to identify the specific hazard

· Click on “Save New Report Now” button to save the entered information

· To select Secondary Hazards, click the down arrow to select either natural, national security/terrorism, or technological

· Click on ‘Hazard List’ identify the specific hazard

· Click ‘OK’ on each line to verify and finalize the selections

4.3.2 EMERS Participant Tab

This screenshot is of the EMERS Participant tab
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Figure 4-5. The EMERS Participant Form
· This tab is located to the right of the general information tab. It captures the number of participants in the exercise or actual disaster occurrence.  It accounts for participants from the local jurisdiction, State, Federal government, and military
· Field 9: Federal Agencies, State Agencies, and Military Groups

· The user may enter the number of Federal, State, and military personnel who attended the exercise or an occurrence directly into the white boxes/fields

· The user may also enter data into these fields by clicking on the “Itemize By (Federal Agencies, State Agencies, or Military Groups)” button

· A pull-down table appears allowing the user to enter numerical information on specific agencies and/or groups

· When the user closes each field, the total number of participants from each category will be displayed

· The tables are not comprehensive and may be edited (see Section 10.4)

· Field 9: Local Personnel

· Enter the number of local representatives that participated in the exercise or an occurrence in each of the appropriate boxes

· For the box labeled “Volunteer Agencies,” click on the “Itemize” button

· A pull-down table appears allowing the user to click on each agency that participated in the event

· When the user closes the field, the total number of participants will be displayed

· The tables are not comprehensive and may be edited (Section 10.4)

· For other participants, click on the “Itemize Other Participants” button

· All participants in the exercise are reflected in the total participants’ field
4.3.3 Functions Tested Tab

The Functions Tested tab is located to the right of the Participants tab.  There are 13 functional areas that may be tested and are listed on the left side of the page.  All emergency functions are listed by number.  Below each function is a set of sub-functions or capabilities related to the main item.  The sub-functions are the categories that are evaluated.  In general, an exercise may test or involve only a limited number of sub-functions.  An occurrence, however, may involve a significant number of functions.  During an event, jurisdiction officials demonstrate areas in which the jurisdiction did well, adequately, needed improvement.  Areas that demonstrate inadequate response would then be captured in an improvement action plan.  This screenshot is of the Functions Tested tab.
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Figure 4-6. The Functions Tested Tab

· Emergency Management Functions:  Users can scroll through the 13 different emergency management functions by clicking on the up and down arrows on the left hand side of the form

· Event Results:  To the right of the functions are the event results 

· To make a selection, click on the appropriate button

· There are three categories:

	Event Result
	Definition

	S - Satisfactory
	Function was tested and there were no serious problems.

	NI - Needs Improvement
	Function was tested and there were major or significant problems in the response.  This is critical for the results of the event and should lead to improvement action.

	NT -  Not Tested
	Function was not tested.


· Improvement actions:  Areas in emergency management that indicated some degree of deficiency in the response with respect to the results of the event.  There are five evaluation categories; the deficiencies may be in one or more of these categories.  The user checks the square boxes under improvement actions for each sub-function that is being evaluated.

· Planning

· Training

· Personnel

· Equipment

· Facilities

· Improvement Action Notes:  On the far right of the screen is a pushpin icon

· Click on this icon and a screen will open up and allow the user to enter notes on any of the five (5) evaluation categories in the improvement actions

· Where “Needs Improvement” is checked, the note might indicate the nature of the problem and recommend future actions to correct the deficiency

· Where “Satisfactory” is checked, a note may indicate that this worked very well

· General Comments:  A field for any comment the user may wish to make in regard to the particular emergency management function that was evaluated

· Note that there are three boxes to the right of the words “General Comments”

· Boxes are a tally of the event results of that particular function

· The first box is a tally of responses that were checked “Satisfactory”

· The second box is a tally of responses that were checked “Needs Improvement”

· The third box is a tally of responses that were checked “Not Tested”
4.3.4 Function Notes Tab

The Function Notes tab provides the user with the means to review and edit all General Comments and Improvement action Notes, as well as enter Lessons Learned.  This screenshot is of the Function Notes tab.
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Figure 4-7. The Function Notes Tab.
· General Comments: Clicking on this field will allow the user to view all the general comments that were added in the “General Comments” as each functional area was evaluated

· Users can scroll up and down at the bottom of the page to read all the comments made

· For a description of General Comments (see Section 4.3)

· Improvement Action Notes:  Clicking on this field lets the user view all of the improvement actions notes entered in the “Functions Tested” section

· Users may view all comments in this section by clicking on the arrows at the bottom of the form

· For a description of improvement action notes (see Section 4.3)
· Lessons Learned:  This field is meant to identify the most significant outcomes of the exercise or real-world experience.  These generally would be situations that were not anticipated but had a profound effect on the event - either positive or negative.  It provides an overview of the entire scope of the exercise and determines what, if any, lessons were learned by the participants.  They would not necessarily apply to all the functions tested.
· Positive Example: Function 12, Mutual Aid:
· This is a rural county where response resources are very limited.  However, the response to the recent disaster benefited significantly from the recently negotiated mutual aid agreements with adjacent jurisdictions.  Protocols for initiating assistance with two (2) nearby counties were very effective, leading to a prompt response that saved many lives.
· Negative Example:  Function 3, Communications:

· The exercise shows that the response to a tornado was severely hampered by the county response organization’s lack of intercommunications.  Responders were not able to communicate on a common frequency.  This resulted in a serious delay in getting needed assistance to victims.  It is an area where capabilities need to be strengthened.
4.3.5 Actual Occurrences Tab

The Actual Occurrences tab is intended to capture data on an actual occurrence, illustrated by the screenshot below
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Figure 4-8. The Actual Occurrences Tab
· There are seven (7) fields that ask for information on the occurrence:

· Number of Fatalities

· Number of Injured

· Number Evacuated

· Number Sheltered

· Estimated Public Damage

· Estimated Private Damage

· State Response:  This field allows the State to comment on the local event

4.3.6 Comments and Signatures Tab

The Comments and Signatures tab provides the user with additional space to comment on the exercise or actual occurrence and captures general information about who prepared the form.  This screenshot is of the Comments and Signatures tab.
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Figure 4-9. The Comments and Signatures Tab
· General Comments:  This area provides an opportunity for the local or Tribal emergency management to provide any necessary comments to the State or others about the exercise or occurrence. It is important for users to note whether a comment is self-evaluated or peer evaluated.

· Prepared By, Title, and Date:  The jurisdictional official who prepared the form and the date it was prepared.  The “Prepared By” title is preset from the jurisdictional contact table.

· Address, Phone, and Email Address of Preparer:  These fields are present from the jurisdictional contact table

· If these fields are modified, the user is given the opportunity to modify the jurisdiction contact table first

· Any of the fields can be overwritten without modifying the jurisdiction contact table

· State Approving Official and Date:  These fields are for the State that reviewed the report

· Exercise Credit Rating:  If exercise credit is requested in field 5 of the General Information tab, the user can pick which type of exercise credit he is trying to get from the actual occurrence 

· Exercise Credit Approved:  Allows the State to indicate whether or not the exercise is authorized for the local jurisdiction

This Page is Intentionally Left Blank

5. Blank Forms Menu

The Blank Forms Menu gives the user the opportunity to see EMERS-generated forms either in hard copy or on the screen prior to printing.  This feature is especially helpful to any States supplying forms to local and Tribal jurisdictions that do not possess the EMERS software but still wish to complete the EMERS form.  Below is a screenshot of the Blank Forms Menu.
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Figure 5-1. The Blank Forms Menu
5.1 Using the Blank Forms Menu

· Click on the Blank Forms Menu in the EMERS Main Menu to open a window with eight (8) form options:

· Print all pages of the Main Form, the Lessons Learned Form, the Improvement action Notes Form, and the Participant Breakdown Form

· Preview Main Form Page 1 – Part I – General Information

· Preview Main Form Page 2 – Part II – Functions Tested

· Preview Main Form Page 3 – Functions Tested (continued)

· Preview Main Form Page 4 – Part III – Actual Occurrence

· Preview Lessons Learned Notes Form

· Preview Participant Breakdown Form

· Preview Improvement action Notes Form

This Page Is Intentionally Left Blank
6.  Reports, Letters, and Memo Menu

6.1 Reports Menu

This section reviews all of the different reporting options available in EMERS.  This screenshot is of the Reports Menu.


[image: image27]
Figure 6-1. The EMERS Reports Menu
· From the EMERS Main Menu, click on the Reports, Letters and Memos Menu.  A screen will appear (Figure 6-1) showing five (5) sub-menu headings:

· Standard Reports using FY and Qtr

· Standard Reports using Date Ranges

· Setup for Acknowledgement Letter/Memo

· For Letters and Memo

· Create, Edit and Print Letters/Memos for Mass Mailings

· For Reports click on either the Standard Reports using FY and Qtr or the Standard Reports using Date Ranges.  One of two very similar report menu windows opens. 

· Each report menu window has three (3) fields to fill:

· Select Report

· Select Options

· Select Action

· If the report does not have an “x” at the top right hand corner of the screen, the user can press “escape” to get out of the window

6.1.1 Standard Reports using FY and QTR

Below is a screenshot of the Standard Reports Using FY and QTR Menu.
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Figure 6-2. The Standard Reports Using FY and QTR Menu
· There are seven (7) buttons to choose for generating a report:
· Actual Occurrence List with Optional Comments

· Exercises List with Optional Comments

· Jurisdiction List (formerly Proofing Report)

· Functional Tracking

· Comments by Function

· Improvement action Notes

· Statistical Summary

· Click on the button next to the type of report needed.  

· After selecting the type of report that is needed, the buttons in the ‘Select Options’ field become highlighted. 

· Click on the appropriate buttons to complete the selected report.

· There are nine (9) Select Option Buttons:

· All or One Fiscal Year

· Select/Unselect Quarter(s) Q1, Q2, Q3, Q4

· All or One Region

· All or One State (National Level Data Entry is a default feature)

· Within State Limit to: All/State Area/County/ Jurisdiction (Note: When either State Area, County, or Jurisdiction is selected, a corresponding field appears, allowing selection of one State area, one county, or one jurisdiction.)

· Include General Comments No/Yes

· Include State Response No/Yes

· Include Lessons Learned No/Yes

· Actual Occurrences/Exercises/Both

· There are four (4) Select Action Buttons:

· Preview Report shows on the screen the data entered for specific report

· Print Report prints out hard copy of report

· Refresh Menu changes menu setting to begin a new report

· Cancel returns to the reports, letters, and memos menu

· Always refresh the menu before selecting a different report or before beginning a new report 

· By refreshing the menu, the buttons on the form turn back to gray, indicating a new form 

· If the user does not refresh the menu screen and continues to the next report, the entire Select Options will highlight, thus indicating the menu screen not refreshed

6.1.2 Standard Reports Using Date Ranges

The Standard Reports Using Date Ranges is much like the Standard Reports by FY and Qtr.  Besides allowing users to enter date ranges for reports, it contains two (2) additional features that are available when any of the reports except the Statistical Summary report are chosen.  This screenshot is of the Standard Reports Using Data Ranges Menu.
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Figure 6-3. The Standard Reports Using Date Ranges Menu
The first feature is the use of a temporary table, called a selection list, to accumulate identification and selected fields about reporting forms prior to generating a report. The selection list can be viewed as a window, much like a query. After viewing, selection criteria can be modified so that additional reporting forms are added to the selection list. The selection list can also be printed, “as is” without being formatted into a report. The second feature is that individual reporting forms can be added to the selection list.
· There are seven (7) buttons to choose for generating a report:
· Actual Occurrence List with Optional Comments

· Exercises List with Optional Comments

· Jurisdiction List (formerly Proofing Report)

· Functional Tracking

· Comments by Function

· Improvement action Notes

· Statistical Summary

· Click on the button next to the type of report needed

· After selecting the type of report that is needed, the buttons in the “Select Options” field become highlighted

· Click on the appropriate buttons to complete the selected report
· There are eight (8) Select Option Buttons and two (2) fields into which data can be entered:

· Date to Select Input into EMERS, Beginning of Exercise, Prepared By, and State Official Approval
· Enter Starting Date and Ending Date for Date Range
· All or One Region
· All or One State (User’s State is the default)
· Within State Limit to: All/State/Area/County/Jurisdiction (Note: When either State Area, County, or Jurisdiction is selected, a corresponding field appears, allowing selection of one State area, one county, or one jurisdiction.)
· Include General Comments No/Yes
· Include Lessons Learned No/Yes
· Actual Occurrences/Exercises/Both
· Alternatively, there is a pull-down menu from which the user can select one reporting form and a button that allows the user to add the selected reporting form to a temporary table.
· There are five (5) Select Action Buttons:

· View Selection List opens a window showing jurisdiction name, type of event, and the four date fields for all reporting forms in the temporary table. This temporary table can be used as a query of sorts and be printed, “as is.” After viewing the selection list, the user can choose a new set of options to be added to the temporary table or proceed with previewing or printing the report.
· Preview Report shows on the screen the data entered for specific reports
· Print Report prints out a hard copy of the report
· Refresh Menu changes menu setting to begin a new report
· Cancel returns to the sub-menu screen for reports
· Always refresh the menu before selecting a different report or before beginning a new report. By refreshing the menu, the buttons on the form turn back to gray and indicate a new form.
6.2 Setup for Acknowledgement Letter/Memo

Acknowledgement Letter/Memo is sent by State/regional/Tribal users to local jurisdictions to acknowledge the receipt of their EMERS exercise information.  The screenshot below shows part of the setup form for Acknowledging Letters and Memos.
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Figure 6-4. Part of the Setup Form for Acknowledging Letters and Memos

· Click on the “Edit Preset Text” button to open the screen for the Acknowledgement Letter/Memo Preset Text
· This window has preset values that will default into an acknowledgement letter or memo whenever a new letter or memo is created

6.2.1 Features/Buttons

· Help! searches for help by subject and/or topic
· Save Changes allows users to save changes to the letter file

· The left curly arrow will undo changes made in the letter
· The icon with a door half-opened with an arrow pointing left closes the window
6.2.2 Edit Preset Text

· “Do you have a custom Letter/Memo Head?”: Yes/No for indicating if user has a custom letterhead for letter or memo

· Yes: proceed to next question

· No: the first page of the letter or memo can be dropped to allow for preprinted letterhead paper
· “Which date format do you prefer?”: Click on the button for the preferred date format.

· “CC”:  Used when a copy of the memo is sent to other recipients.  An up/down scroll bar appears at the end of this box allowing for more lines if needed

· “Subject”: Used for memos
· Paragraph 1: Comprised of eight (8) text fields and seven (7) insert fields

· Each insert field has a drop-down menu with eight subjects:

· County

· Date

· Exercise

· Focus

· Hazard 

· Jurisdiction

· Total

· Credit

· Select the appropriate word to use in each part of the paragraph. 

· The actual text of the paragraph is located below the text fields and can be used as a reference
· Once the actual letter/memo is generated, the text in the actual letter/memo can again be edited
· Paragraph 2: Uses standard text. It is not allowed to be edited.

· Paragraph 3: Used when function results are shown in a table format

· Paragraph 4: Used when exercise credit has been requested for an actual occurrence

· Paragraph 5, Part 1: Text can be modified or blanked out.  The insert field can be replaced with the blank box.

· Paragraph 5, Part 2: Text can be modified or blanked out.  A box of additional paragraphs follows paragraph 5.

· Last Paragraph: Users can modify text as they please and choose whether or not to use a telephone number
6.3 Custom Letterhead for Letters and Memos

This screenshot is of the Custom Letterhead Setup Form.
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Figure 6-5. The Custom Letterhead Setup Form

· Click on Custom Letterhead to open the window for the Custom Letterhead Maker screen with four (4) available options

· Create/Edit Letterhead: Click this button to open a window titled “Letterhead: Report in MS Access design view” 

· Text and/or images can be inserted into the area provided

· The area may be lengthened or shortened, but should not be widened, because it might exceed the page width limit

· Blank Letterhead: Click this button to overwrite the customized letterhead with the original blank letterhead that comes with EMERS.  An alert warning appears, “The name you entered already exists for another object of the same type in this database.  Do you want to replace the existing report ‘Letterhead’?” Yes/No.  Click “Yes” to overwrite existing letterhead and “No” to cancel the request.

· View Sample Letterhead: Click this button to see the Letterhead Sample

· The user will see the EMERS letterhead with the DHS seal

· If desired, copy it to a letterhead and use just the appropriate text to get started

· Backup/Restore: Click this button to backup and/or restore the custom letterhead from the main data file at any time 

· The letterhead must be backed up before installing a program upgrade and restored after installing the upgrade

· The user must provide the path to the main data file DATA2000.mdb

6.4 Create, Edit, and Print Letter/Memos for Mass Mailing

The purpose of the mass mailing form is to allow users to create and save a form letter/memo that can merge all jurisdictions and State/regional/Tribal contacts to enable the user to create personalized letters/memos.  The Mass Mailing Form is shown in the screenshot below.
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Figure 6-6. The Mass Mailing Form

· Click on Create, Edit and Print Letter/Memo for Mass Mailings to open the window
· The merge creates a working file that can be edited and printed
· This working file is saved until the next merge, when it is overwritten
· Option fields

· Will only show the first time the window is opened or when creating a new letter/memo
· “Do you have a custom Letter/Memo Head?”: Yes/No for indicating if user has a custom letterhead for letter or memo

· Yes: proceed to next question
· No: the first page of the letter or memo can be dropped to allow for preprinted letterhead paper
· “How many lines to drop the letter/memo for preprinted letterhead paper?”  Enter required number of lines
· “What date format do you prefer?”  Choose format

· “What style do you prefer?”  Choose document style

· Required Fields.  Fill in fields with necessary information

· Salutation

· Subject

· Body of Letter

· Complementary Closing

· Sender and Optional Title

· Optional/PS/Attachment

· Save document for future use or click on Process Letter/Memo

· Document will save and working file opens in another window

· User can walk through each letter/memo and make desired modifications

· Working File Feature/Buttons.  Below is a screenshot of the buttons used to control the reports

· Print Preview

· Print

· Delete

· Undo Changes
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Figure 6-7.  Report Buttons

· Individual letters/memos can be deleted as well
7.  Scheduler

This screenshot is of the Scheduler
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Figure 7-1. The EMERS Scheduler
7.1 General Description

EMERS includes a feature that allows State, local and Tribal exercise and training officers to track the exercise schedule of each jurisdiction in the State. This utility monitors the type of event and hazard scenario a jurisdiction plans to test as well as the fiscal year and quarter for which the exercise is planned.  Local coordinators who use EMERS can use the scheduler to plan their exercises, and State exercise officials can track the plans and progress of constituent jurisdictions using EMERS. This scheduling information is transmitted to the State Exercise Training Officer or State Training Officer (ETO or STO) at the time exercise data forms are sent to the State.

· Exercise schedules are organized around local jurisdictions.  After a user selects a local jurisdiction, a planned exercise is described by filling in the following information:

· Fiscal Year:  The fiscal year in which the exercise will begin

· Quarter: The quarter of the fiscal year in which the exercise will take place

· Exercise Type: Whether the exercise is Tabletop, Functional, Full-Scale, a Drill, or an Orientation

· Hazard Scenario: Indication of a natural, national security/terrorism, or technological hazard
7.2 Step by Step Instructions on Use

· From the EMERS Main Menu click on Scheduler

· Locate the desired jurisdiction from the jurisdiction’s list sub-window by using the vertical scroll bar for that list
· Clicking anywhere on the desired line selects the scheduler data for the jurisdiction shown in the View/Update Schedule sub-window
· The schedule data is normally shown in the View/Update Schedule sub-window in datasheet view
· The vertical scroll bar allows the user to scroll through all schedules 
· The schedule can be shown in form view by clicking on the record selector (the gray column to the left of the schedules).  Form view shows the selected schedule with comments in an enlarged box.  
· Clicking on the record selector again returns the sub-window to datasheet view
· Inserting a new schedule: 

· In datasheet view, scroll to the bottom of the list of schedules
· The fields Hazard Type and Exercise should be selected from the respective pull-down menus
· Comments can be entered if desired
· The schedule will be saved automatically
· There is an Undo button in form view, but this works only if the user switch to form view before starting to enter data for a new schedule
· Schedules are no longer limited to one per quarter
· Deleting a schedule: 

· Since the Scheduler is not limited to any number of years or records, it is up to the user to delete unnecessary schedules

· To delete a schedule, select that schedule and press the delete key

· The user will be asked to verify the deletion

· The Status table below the View/Update Schedule sub-window is for information only
· The “Print Preview” button brings up a print-ready report listing of all schedules for the selected jurisdiction
· Scheduler data is included when a form is exported but cannot currently be selected for export itself
8. Using Help

The Help feature is designed to offer limited user support on multiple subjects within seven general topic areas.  This feature serves as a supplement and is not intended to replace printed/electronic documentation.  Below is a screenshot of the EMERS Help Form.

.

[image: image35.png]EMERS Yersion 2.0 for Access 2000

B R[4 g o a0,

5 Main Menu EMERS

Blank Forms Menu

Reports, Letters and

Memos Menu Boxes, Etc.

by uisciction,

 on the Navigation Methods buiton abo

M




Figure 8-1. The EMERS Help Form

8.1 Navigation Methods, Buttons, Boxes, Etc.

· Click on the Navigation Methods, Buttons, Boxes, Etc. button to open the window

· This window gives the user an overview of the various types of fields, command button icons, and function keys available in EMERS and MS Access in general

· This window can be very useful for first-time users of MS Access-based programs

· The screenshot below is of the EMERS Help on Navigation
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Figure 8-2. The Navigation Buttons

8.2 Using the Help Window

· Select one of the general topics:
· General

· Reports

· Data

· Exporting/Importing Data

· The Form

· The Scheduler

· Maintenance
· Select from the subject scroll window by clicking anywhere in that field
· When a subject is selected, the text for that subject appears
· The text area contains a scroll bar, which can be used to see text further down in the window
· Clicking in the text window before using the scroll bar prevents the text from appearing blocked
· The Help window can be accessed from within the Utilities Menu in edit mode, allowing the user to enter additional helpful hints and notes (Section 10.4)
8.3 Other Options for Technical Support

· FEMA will continue to provide assistance to users experiencing significant problems impairing their downloading, installation, or use of the EMERS Version 2.03 software program

· Email: fema-emers@dhs.gov or phone 202-646-3000

9. Data Transfer Menu

This screenshot is of the Data Transfer Menu.
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Figure 9-1. The Data Transfer Menu
9.1 General Description

This important feature enables users to send or receive data from EMERS reporting forms.  Data can be copied from the EMERS 2.03 database to a portable file, which can then be exported to another disk drive or attached to an e-mail message for transmittal to another user’s database in another location.  This feature will enable, for example, local jurisdictions to send data periodically to their States.

· Click on the Data Transfer Menu on the main EMERS Menu to open the window

· The file provided with the EMERS system is named EI2000.mdb and should never be deleted

· The desired copy of the file must be linked to the main EMERS system when needed

· The file is unlinked when this window is closed or when a different file is requested to be linked
· To export the file (Section 9.2)
· To import the file (Section 9.3)
9.2 Export Menu

Below is a screenshot of the Export Menu

[image: image38.png]EMERS Yersion 2.0 for Access 2000

B R[4 g o a0,

M




Figure 9-2. The EMERS Export Menu

· After file has been linked, open the export menu

· Click on “Clear Linked File” to remove previously imported/exported data if needed

· Select report to export, then click on “Export Selected Report,” or click on “Export Group Menu” to get a group selection menu

· Repeat the step above for each report or group of reports to export

· In Windows Explorer, copy the linked file to a floppy, or attach it to an e-mail message
9.3 Import Menu

The screenshot below is of the EMERS Import Menu.
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Figure 9-3. The EMERS Import Menu

· Click on “Import All Reports Shown Below” to import data

· To prevent certain reports from being imported, select each report and click on “Delete Selected Report.”  The reports will be permanently deleted from the file. If there is a chance the reports will be needed at a later date, make a copy of the attached file before deleting

This Page Is Intentionally Left Blank
10. Utilities Menu

This screenshot is of the EMERS Utility Menu

[image: image40.png]EMERS Yersion 2.0 for Access 2000

B R[4 g a0,

Filease 2.03 as of 1/7/2003 11:11 AM

Table of Federal Agencies |  Table of Military Groups.
Table of State Agencies | Table of Volunteer Agencies.

Custom Lettethead

Data Transfer Menu

M




Figure 10-1. The EMERS Utility Menu

10.1 General Description

From the EMERS Main Menu, the Utilities Menu opens a window that contains eight (8) features/buttons

· EMERS 2000 Setup

· FIPS (Jurisdiction) Related Utilities 

· Edit or Use Help

· Table of Federal Agencies

· Table of State Agencies

· Table of Military Groups

· Table of Volunteer Agencies

· Custom Letterhead
10.2 EMERS 2000 Setup

The EMERS 2000 Setup Screen is used to set which region, State, county, Tribe and/or locality is using this EMERS 2.03 database.  This screenshot is of the EMERS 2000 Setup Menu.
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Figure 10-2. The EMERS Setup Menu
· Click on the EMERS 2000 Setup button to open the EMERS 2000 Setup Window

· See Section 7 for information on how to use the EMERS 2000 Setup Window
10.3 FIPS (Jurisdiction) Related Utilities

The FIPS (Jurisdiction) Related Utilities Menu allows the user to add or edit the FIPS codes, jurisdiction FIPS contact, and other FIPS related utilities.  This screenshot is of the FIPS Utilities Menu.


[image: image42]
Figure 10-3. The FIPS Utilities Menu
· Click on the FIPS (Jurisdiction) Related Utilities to open the FIPS Utility Menu which contains six (6) features/buttons

· Select FIPS Subset for pull-down menu opens FIPS Selection Menu

· Edit FIPS (Jurisdiction) Subset opens Jurisdiction Contact Edit for Current FIPS Subset

· Table of State Areas

· Append another State FIPS.mdb to current FIPS

· Add, Edit or Delete County Data

· Add, Edit or Delete FIPS Data

· FIPS Selection Menu.  
This screenshot is of the FIPS Selection Menu
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Figure 10-4. The FIPS Selection Menu
· Click on the “Select FIPS Subset for pull-down menu” button to open the FIPS Selection Menu

· This window can also be opened from the EMERS Form Window in Box 1 by clicking on “FIPS Setup”

· For more information on using the FIPS Selection Menu (see Section 4.2)

· Edit FIPS (Jurisdiction) Subset Opens Jurisdiction Contact Edit for Current FIPS Subset Form (located below).  This screenshot is of the Jurisdiction Contact Edit for Current FIPS Subset Form
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Figure 10-5. Jurisdiction Contact Edit for Current FIPS Subset Form
· Click on the ‘Edit FIPS (Jurisdiction Subset) to open Jurisdiction Contact Edit for Current FIPS Subset Menu

· This window can also be opened from the EMERS Form Window in Box 1 by clicking on “FIPS Contact”

· For more information on using the Jurisdiction Contact Edit for Current FIPS Subset Menu (see Section 4.3)

· Table of State Areas.  
      This screenshot is of the Table of State Areas
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Figure 10-6. The EMERS Table of State Areas
· Click on the “Table of State Areas” button to open the State Areas and Contacts window

· This window looks much like the Jurisdiction Contact Edit for Current FIPS Subset

· It allows name, address, and phone information to be entered and edited for each area within the State

· This window can also be opened from within the Jurisdiction Contact Edit for Current FIPS Subset window

· Append another State FIPS.mdb to current FIPS.  This screenshot is the one use to append FIPS codes
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Figure 10-7. Appending FIPS Codes

· If a user wants to have multiple county/regional/State regional FIPS codes in EMERS, the user should download the FIPS codes for all of the counties/regions/States
· Install the appropriate FIPS codes through the normal process (see Section 2.3)
· Append others through this menu
· Add, Edit or Delete County Data.  This screenshot is of the screen used to add, edit, or delete county data
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Figure 10-8. Adding, Editing, or Deleting County Data
· Click on the “Add, Edit or Delete County Data” button to open the FIPS County Names window
· This window allows the user to modify the FIPS County Names Table
· “Dummy” counties can be added, enabling a jurisdiction encompassing multiple counties to be added to the FIPS (Jurisdiction) Table
· Click on the “Data-Sheet View” button to change the window to scroll through the counties 

· Click on the record selector, the gray column to the left of the window, in datasheet view to toggle the window back to form view.  Changes to the form must be made in datasheet view.

· When the window is in datasheet view, it is necessary to use the “X” in the upper right corner of the window to close the form and get back to the main menu
· Add, Edit, or Delete FIPS Data.  This screenshot is of the screen used to Add, Edit, or Delete FIPS data
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Figure 10-9. Adding, Editing, or Deleting FIPS Data
· Click on the “Add, Edit, or Delete FIPS Data” button to open the FIPS Jurisdiction window
· This window allows the user to modify the FIPS (Jurisdiction) Table. New jurisdictions, either actual or dummy, can be added.
· Click on the “Data-Sheet View” button to change the window to scroll through the counties

· Click on the record selector, the gray column to the left of the window, in datasheet view to toggle the window back to form view.  Changes to the form must be made in datasheet view.

· When the window is in datasheet view, it is necessary to use the “X” in the upper right corner of the window to close the form and get back to the main menu

· The “Add County” button opens the FIPS County Names window
· The Show/Hide field indicates whether the jurisdiction will show up in the EMERS Form Window pull-down menu
10.4 Edit or Use Help

This screenshot is of the Help menu in Edit Mode.
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Figure 10-10. The EMERS Help Menu in Edit Mode
· Click on Edit or Use Help to open the window

· A window appears asking if the user wants to edit the Help File
· Click on the “Yes” button if the user desires to enter Help subjects that do not already appear in the pull-down list
· Click on the “No” button if the user do not wish to edit the list
· For more information on using Help (see Section 8)

10.5 Table of Federal Agencies/Military Groups/State Agencies/Volunteer            Agencies

This screenshot is of the Table of Federal Agencies.
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Figure 10-11. Table of Federal Agencies
· The four tables of: Federal Agencies, State Agencies, Military Groups and Volunteer Agencies have similar formats and update windows
· The directions described below for Federal Agencies Table apply to all
· Click on the “Table of Federal Agencies” button on the Utilities Menu to get the Table of Federal Agencies window

· Federal agency names can be added, edited, or deleted  

· New values or edits are saved automatically unless the “Undo” (left circular arrow) button is clicked

· The “Sort” button is available so that if several agencies are added, the list can be sorted for viewing prior to closing the window

· The list sorts automatically the next time the window is opened

· All table update windows can also be opened when entering detailed participant values in the Participants Tab of the EMERS Form Window

10.6 Custom Letterhead

· This option under “Utilities Menu” is the same as described under Reports, Letters, and Memos
· For more information on the Custom Letterhead Menu, see Section 6.3.
11.  File Linkage Menu

11.1 General Description

The File Linkage Menu is used to specify a different location for EMERS to find the FIPS codes (fips.mdb), EMERS Data (data2000.mdb), and Help information (help.mdb).  This screenshot is of the File Linkage Menu Main Window.
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Figure 11-1. The File Linkage Menu Main Window
· The File Linkage Menu can be found by clicking on “File Linkage Menu” on the EMERS Main Menu Window

· Clicking the File Linkage Menu will open a new screen that has three choices:

· File Linkage Modifier (Easy Method)

· Access to MS Access Linked Table Manager

· Close Window

11.2 File Linkage Modifier (Easy Method)

This screenshot is of the File Linkage Modifier
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Figure 11-2. The File Linkage Modifier

· Clicking on the “File Linkage Modifier” opens a new window where the user can specify which file he/she would like to link to a new location

· After selecting a file and clicking “Modify Linkage,” a new window opens prompting the user for the location and name of the new file

· Changes will not be saved until the “Link File” button is clicked
11.3 Access to MS Access Linked Table Manager

· Clicking on “Access to MS Access Linked Table Manager” is only recommended for advanced users with previous Access experience

· Clicking this selection will open a new window and show a new menu bar across the top of the screen

· The window provides instructions on how to manually link the files to a new location
· Clicking “Close Window” on the File Linkage Menu window will return the user to the main EMERS screen
12. Important Update Notice from EMERS 2.00 to EMERS 2.03

This section reviews all of the updates of EMERS from version 2.00 to 2.03.

· Electronic Input Form:  This utility allows individuals who wish to use EMERS but do not have Microsoft Access to prepare and review the Main EMERS Form  
· The EMERS Text Input Form is available as a stand-alone program within the main EMERS package.  Downloading and installation procedures for this program are the same as installation of the standard EMERS packages. 
· Once installed, it will be listed as  “EMERS Text Input Form” in the EMERS2000 folder of the Start Menu
· Import - Export Text File:  This allows users to more easily transfer data than in the past by creating text files that can be imported and exported in EMERS
· As stated above, the Import - Export Text File Module is used to import text files created by the EMERS Text Input Form, also known as the Electronic Input Form, into your EMERS database. This module can also create text files containing existing reports from your EMERS database. Instructions for using this module are found in a file called IEText.txt that is included in all EMERS packages. This file can be opened from the main menu of the module by clicking on the “Help” button. IEText.txt can also be opened directly by double clicking on the file name or by using Notepad or WordPad.
· USDHS:  EMERS has been modified to reflect FEMA’s integration within the Department of Homeland Security
· Updated Federal Agencies Table:  The standard list of Federal agencies has been updated.  Users can still modify this list if they choose (see Section 10)
· Report Formatting:  The reports have been modified so that long dates are no longer cut-off on the screen
· OMB Notices:  EMERS now displays all of the appropriate Federal Office of Management and Budget (OMB) notices in the EMERS forms and users guide
· Acknowledgment Letter Report:  The size of the table has been expanded so that all data prints
· Acknowledgment Report:  Omitted printing of an unwanted “X” on the drop-down lines
· User Development Module:  Corrected file linkage
· FIPS Codes:  Corrected Wyoming and Vermont FIPS code files.  Also added regional FIPS codes.
· Increased Field Sizes:  There are increased field sizes in two tables within the EMERS main database and in one table within the export-import database
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13. EMERS LICENSE

By installing the Emergency Management Exercise Reporting System (EMERS) software application, you agree to the following terms and conditions.  If you do not agree to the terms and conditions, do not install or use EMERS.

System Requirements and Existing Licenses.  The EMERS software offers users a means to track exercises and their testing of key functional capabilities.  EMERS is available in two forms:  a standard package, dependent on Microsoft Access for a range of database capabilities; and an independent EMERS Text Input Form in the case of the new Release 2.03.  The standard package for Release 2.03 will work only with Microsoft Access 2000 or higher.  Accordingly, you must have Microsoft Access installed on your system to utilize the EMERS standard package.  The terms of your agreement with or license from Microsoft Corporation for use of its Microsoft Access software are not altered by this license.  

License.  FEMA grants you a non-exclusive, free-of-cost license to use EMERS subject to the provisions herein. EMERS is in the public domain and may be freely reproduced and distributed.  Credit to the Federal Emergency Management Agency (FEMA), a component of the U.S. Department of Homeland Security, is appreciated.

Replacement.  If your copy of EMERS does not perform in substantial accordance with its documentation, your exclusive remedy shall be either to-- (1) discontinue use of EMERS, or (2) request that FEMA provide a replacement copy.  
Disclaimer of Warranty.  EMERS is provided “as is” without any representations, conditions, or warranties of any kind including, without limitation, any express warranties or implied warranties of fitness for a particular purpose or merchantability.  FEMA does not warrant EMERS to be free of defects, errors or inaccuracies.  Further, FEMA is not responsible for any defects, errors or inaccuracies in EMERS that result from the provision to EMERS of inaccurate, incompatible, or incorrect data by other programs, the operating system, firmware, or hardware.
Limitation of Liability.  FEMA will not be liable to you or any other person or entity for any damages arising from this license or related to use of EMERS, including any direct, indirect, incidental, special, punitive or consequential damages of any kind.  This limitation applies even if FEMA has been advised of the possibility of such damages or if such damages are reasonably foreseeable. Specifically, FEMA is not responsible for any costs or damages that may arise from use of the software, including, but not limited to, lost profits or revenue, damage to data or other commercial or economic loss, loss of use of the software or other computer programs loss or damages, the cost of recovering such software or computer programs or data, the cost of any substitute program, claims by third parties, or any other costs.  
Support and Updates.  This license does not grant or entitle you to updates or enhancements of EMERS or the right to receive any support in respect to EMERS. Such updates and other support services may be provided to you by FEMA at its discretion.
Miscellaneous. This license is the entire agreement between you and FEMA regarding your use of EMERS, including any upgrades to or revisions of EMERS.  It supersedes any other agreement or discussions regarding EMERS, and may not be changed except by a signed agreement. FEMA employees, contractors or their agents are not authorized to make any modification or addition to this license.
Questions.  Should you have any questions about this license or EMERS, please contact FEMA at FEMA-EMERS@dhs.gov .
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