National Incident Management System Compliance Assistance Support Tool

Quick Guide: Managing Accounts

A. CREATING AN ACCOUNT HIERARCHY Figure 1: Sample Account Hierarchy
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Users with administrative privileges can create sub-accounts thus
establishing a primary/sub-account relationship. Figure 1: Sample Account
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B. IDENTIFYING YOUR CURRENT ACCOUNT

Some users have access to more than one NIMSCAST account. Itis
important to verify that you are using the appropriate account when working
within NIMSCAST.

Step 1: Look to the upper part of the page where you will see [Current
Account] » USA and the account string. The last entry in the
account string (in bold) indicates your current account location.

Step 2: To change your account, click on one of the links within the account

string to select that account or click the [Current Account] link for
a full list of accounts that you can access.

[Current Account] » USA » Region 3 ®» Virginia » Loudoun

C. CREATING A SUB-ACCOUNT

Users with administrative permissions can create
sub-accounts below their primary account to create
a hierarchy. For additional information see the
NIMSCAST Users Guide.

Step 1: Navigate to the account that will serve as
immediate primary account (i.e., the
account in the hierarchy immediately
above the new sub-account).

Step 2: On the Navigation menu, click the
Manage Sub-Accounts link.

Step 3: Click on the Create New Account link
located above the list of account names.

Select an Assessment
Submit for Rollup
Reports

Review Rollups

Review Rollup CAPs

Manage Guidance
IManage My Snapshots
lanans Dommiccinn

IManage Sub-Accounts

Create New Account

Junsdclon State Siib-
Type Accounts

Users Assessment Year LastRollup
Date

Hame = Contact Info
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Step 4:

Step 5:

Fill in the relevant
information related to
the new sub-account.

Note: Fields with an

asterisk (*) are required.

After all the relevant
account information is

You must have
administrative permissions
to create or edit an
account.

complete, click the Create Account button to create the account.
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D. EDITING A PRIMARY ACCOUNT E. EDITING A SUB-ACCOUNT
NIMSCAST users with administrative permissions can edit their primary NIMSCAST administrative users can edit sub-
account as needed. Verify that you are in the appropriate account before accounts within their account hierarchy. Select an Assessment

editing any account information. Step 1: Navigate to the appropriate primary Submit for Rollup
Step 1: Verify that you are in the correct primary account by reviewing the account before editing sub-account Reports

account string located near the top of information. Review Rollups
the page Review Rollup CAPs

o ) Step 2: On the Navigation menu, click the " o
Step 2: On the Navigation menu, click the T TeTeTeneE Manage Sub-Accounts link. ceEt e
Edit This Account link. Submit Feedback e e

Step 3: Click the edit details icon @ next to

the appropriate account.

Create New Account

System Administration

Step 3: Review and update the account
information displayed. For more
information on the field descriptions,

! i Jurisdiction Saam 5wk Users Assessmest Year LasiBollup
see the NIMSCAST User’s Guide. =1 S e — S—
; ® and Aescie tomas_Chestmadhab com Local WA ] 1 3
e State, Tribal, and territory administrative users can select the T Lovian Emgcy Fosoonc onnios BtFasomee @Ry Lol VA ;

assessments available for completion by their sub-accounts.

e From the Edit Account Details page, users can view their
Primary Account Administrator Details.

Step 4: Review and update account information displayed. For more

e Administrative users can update their account hierarchy by information on the field descriptions, see the NIMSCAST User’s
moving sub-accounts. Guide.
Step 4: Click the Save Changes. Step 5: Click the Save Changes button.
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F. DELETING A SUB-ACCOUNT

Users with administrative permission have the ability to delete empty sub-
accounts, clear responses or delete an entire sub-account with responses
entered. Great care should be taken when performing this action. Once an
account has been cleared or deleted, the data cannot [Tt |
be recovered. If a user deletes data in error the data
must be manually re-entered into the NIMSCAST.

Select an Assessment

Submit for Rollup

Step 1: Navigate to the appropriate primary
account before editing sub-account
information.

Step 2: On the Navigation menu, click the Manage
Sub-Accounts link.

Step 3: Select the delete icon " next to the
account that you want to clear or delete.

Create New Account

Reports
Review Rollups
Review Rollup CAPs

Manage Guidance
Manage My Snapshots

Manage Sub-Accounts

Jurisdiction 5Siana  Sub.  Usars Assassment Yoar Law Rellup
lame = Caniact info Type Accounis Daie
g Fre and Rescue Themas_Chastnai@bat com Local VA d 1

3 Emangency Aesgondsr Commifies BobRicspondeniEAC ong Local WA 1 i

Step 4: In the prompt window, click OK to confirm the deletion or click
Cancel to cancel.

Note: If the account has no metric responses or sub-accounts
recorded, the account is deleted immediately.

Step 5: In the Clear/Delete Account Options box, for accounts with metric
information, select the radio button to choose from the following
options:

o Clear Selected Responses: Select this option to clear a specific
assessment and retain all other assessment and account
information. Users can select from all available assessments.
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e Clear All Responses: Select this option to clear all assessment
responses but retain the account information.

e Clear All
Responses and
Delete Account:
Select this option to
remove all responses
and all account
information.

Step 5: Click the Submit button
to confirm the clear or
delete selections; click the Cancel button to cancel the action.

If an account has sub-
account(s), it cannot be
deleted until the sub-

accounts are moved under
a different primary account
or are deleted.

Clear/Delete Account

Clear/Delete Account Options

Account Bnstol has answered responses. Choose the appropnate option below:

O Clear Selected Responses
Clear FY2010 NIMS Implementation Metncs ONLY
Clear FY2009 NIMS Implementation Metncs ONLY
Clear FY2008 NIMS Comphance Metrics ONLY
Clear FY2007 NIMS Comphance Metrics ONLY
Clear FY's 2005-2006 NIMS Baseline (NIMCAST) ONLY
O Clear All Responses
O Clear All Responses and Delete Account
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