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Any opinions, findings, conclusions, or recommendations expressed in this
publication and application do not necessarily reflect the views of FEMA.
Additionally, neither FEMA or any of its employees makes any warrantee,
expressed or implied, or assumes any legal liability or responsibility for the
accuracy, completeness, or usefulness of any information, product, or process
included in this publication and application. Users of information from this

publication and application assume all liability arising from such use.
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MICROSOFT ACCESS EXPERIENCE

It is highly recommended that the database administrator is an intermediate
to advanced Microsoft Access user.

For up to date information about Microsoft Access, the software webpage is:
http:/ /office.microsoft.com/en-us/FX010857911033.aspx.

BEFORE USING THE DATABASE
Database Specifics

The database application is composed of various files, including a Microsoft
Access front end database (FEMA452_Application_v1.mde), a back end data-
base (FEMA452_Data.mde), a workgroup file (FEMA452wg.mdw), a shortcut
to the database (FEMA 452 Database), a shortcut to the back end of the da-
tabase (Master Data), a Microsoft Word Document (FEMA452dB_UserGuide.
doc), and a Microsoft Excel Spreadsheet (ThreatMatrix.xls) for the Master
Database. An assessor database front end and front end shortcut are pro-
vided (FEMA452db_App_Assessor_vl.mde and FEMA 452 Assessor Database,
respectively). Also, a short cut to the workgroup file (Workgroup), to change
passwords and add users is provided.

The following are the hardware and software requirements for the Risk As-

sessment Database:

Pentium® 4 or equivalent processor

Windows XP

MS Access® 2002

256 MB of RAM recommended for all components
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The database application files are set to run on the C: drive, in the FEMA_
452dB folder. Similarly, the assessor database is set to run on the C: drive,
in the FEMA_45dB_Assessor folder. The database applications have a spe-
cific file structure that has to be adhered to for the database to function

= ) FEMA_452dlB
= 1) AssessmentSite]
= ) GIS_Portfolio
() High_Res
() Low_Res
() Photos
i) Site_Plans_and_Roomplans
) Strategic_Site_Plan
= ) AssessmentSite2
() Emergency_Plans
= ) GIS_Portfolic
() High_Res
() Low_Res
() Photos
I Site_Plans_and_Roomplans
) Strategic_Site_Plan

properly, regardless of location on the computer.

Note: AssessmentSitel and AssessmentSite2 are just example folders, and
these will be replaced by assessment site folders created by the database ad-

ministrator.

Files to be Integrated into the Database -
Assessment Supporting Materials

Assessment support materials that can be integrated into this database in-
clude:

O Emergency plans,

O GIS materials — an Adobe PDF format portfolio, high and low
resolution images (both high and low resolution images MUST have

the same name, but with the low resolution image ending in “_Ir”),
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O Photos,
O Site plans and floor plans (CAD, Image), and
O Strategic site plan (Microsoft Excel spreadsheet).

All of these materials MUST be placed in the correct folders for the database
application to be able to utilize them properly. See the following table for sup-
porting material placement:

Supporting Material Folder

Emergency plans - any format Emergency_Plans

GIS materials - PDF GIS_Portfolio

GIS materials - high resolution jpegs High_Res

GIS materials - low resolution jpegs Low_Res

Photos - jpegs Photos

Site plans and floor plans (CAD, Image) - any format Site_Plans_and_Floorplans
Strategic site plan - Microsoft Excel spreadsheet Strategic_Site_Plan

All of these folders need to be utilized in the created Assessment Site folder,

which is named while creating a new assessment location.

BEGINNING TO USE THE DATABASE

During Installation, a shortcut was placed on the desktop, “FEMA 452
Database.” Double click the shortcut, and log on with the username “Adminis-

trator,” with password administrator.

The Main Menu will open:

Main Menu

FEMA 452: Risk Assessment Database

{Assessments; |

Vulnerability A ssessment Checklist ‘

A dministrative Functions ‘

e |

\Fiis program was developed by and for FEMA and the Degarimext of Veterans
[gfairs, pars ; s

pariuantia a controct with the National Restitute of Building Science ® Mational Bstitute of Building Sclences 2003
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Security

Three user groups have been created, Admins, Full Data Users, and Read
Only Users. Be sure to assign “Administrator” a different password after initial

logon.

Admins has full access to the database. The Administrative Functions button will
only be visible for users in the Administrator group. Two users have been cre-

ated in this group, Administrator and Assessor. Both have initial passwords of
“Administrator” and “Assessor,” respectively.

Full Data Users can view and update data. The created user “Editor” has an
initial password of “Editor.”

Reader can only view data. The created user “Reader” has an initial password
of “Reader.”

Add users as necessary using the Workgroup short cut provided.
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ADMINISTRATIVE FUNCTIONS

Main Menu

FEMA 452: Risk Assessment Database

| iAssessments I

Vulnerability Assessment Checklist |

This program was developed 3y and for FEMA axd the Department of Veterans
i, purseot to o cowtract witk the Netional Bstirure of Building Sciences.  ational Rstitute of Ruilding Scieuces 2004

From the Main Menu, click the Administrative Functions button, and the Ad-
ministrative Functions Menu will open:

Administrative Functions Menu

Administrative Functions Menu
Risk Assessment Database
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Load ‘Miscellaneous’ Files

This form allows the administrator to load files, including the GIS Portfolio
PDF, emergency plans, and site plans/floor plans, so database users can ac-
cess these files. These files must be in the correct location. See Assessment
Supporting Materials.

Load Miscellaneous Files

Number of
Site ID Site Name Assessment Date Type Miscellaneous Files
» 3 SiteOne 11172004 Tierl 4 Load Files |
4 SiteTwo 9/28/2004 Tier2 4 Load Files |
5 SiteThwe 9i29/2004 Tier3 4 Load Files |

Record: 14| 4 [ T b [y of 3
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Assessment Locations

This form is where the database administrator can add new assessment loca-
tions and add questions and matrices to each of the assessment locations.

List of Sites

SitID Assessment Location Organization Name City State Site Description 2
' T [iteOme ABE e Tromegpice ||

[ 4 [rineTwo PEF T Jromewrbare ||

[ 5 [T [T Tne. Tromn ||

/

Hew Assessmant Location Hew Assessmant for: ABC Ine. Vaaw | Tl =
Record: | 1 M L2

1. The New Assessment Location button opens a form for the input of a new

assessment location.

2. The New Assessment for: (Organization Name) button opens a form
Assessment Information:

[ Assessment Information

Assessment [D: ! [ Aute b er)
Site ID: !

Assessment Location: !

Assessment Date: !—‘
Type: i‘ﬁ
Aszessment Folder Mame: l
Strategic Site Plan Fils Hame: f—
Entered By !—
Enter Date: !m
Modifiad By: !—
Moadifyy Date: i_

Contirme | Caneel !

This form must be completed to create a new assessment. It is important to
enter all of the information on this form correctly, as the database application
uses the fields Assessment Folder Name and Strategic Site Plan File Name as
“pointers,” to access Assessment Supporting Information.
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LOADING PHOTOS AND GIS IMAGES

The Administrator Group is the only group that has the permissions required
to load photos and GIS images. To load the photos and GIS images into the

database application:

1.

Go to the Main Menu, and click on the Assessments button, which will

open the List of Assessments page:

“List of A

Asgessment Assessment o
11] Assessment Location Organization Names Ascasamant Dade Type Assessment Folder Name
P T 1 FiteOme JABC Tne. SIT004  [Tier 1 FiteOmet
[ 2 FiteTwo [DEF Inc. SZB2004  |Twr2 FiteTwat
5 [iteThme [oHT Tnc. S04 [Twr3  FitsThoest
Executive Sununazy | Volnerabilities | Points of Contact | Assessmant Team Photos GIS Portfolio Miscellaneoas Files
Assessment Checklist | Critical Fanction | Critical Infrastrecture | Strategic Site Plan I Site Reports | Other Reports | Help | Close | —
v
record: M| 4 [ 1 pMre]of3

2. Click on either the Photos or the GIS Portfolio button (both circled in
previous image), both of which will open the Assessment Main Page:

“Assessment Main

»

Site Hama: [GiteOma

Assassment Location: [FiteOme

Assassmoant Date: 172004 Type E;u] -

Escecutive Summary | Valnerabilities | Points of Contact | Asssmment Tean

Ho Image Avadlible
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3. Click on the Photo Spreadsheet or the GIS Portfolio Spreadsheet button (both

circled in previous image), both of which will open a new form:

sment Main Page

4 Site Hame: [GiteCma | E|
Assassment Lecation: [Fiteome
Assassmoant Date: | 112008 Type [Tierl =]

Ho Dmage Avadlible

Executive Sumanary | Velnerabilities | Points of Contact | Assessment Team Photo Spreadshast | Photos | G5 Portfolio Spresdshust | GIS Portfolio | Miscalamsons Files |

File Name Comments for this assessment

¥ [oosine

juirintakel jpg

plcl re

pligbuenant jpg

podermomParking ipg

ectv.ipg

[Copy of sitePurimeter] jpg

[Copy of v

plectricpole jpg

loadinglock jpg

jrarwalgas | ipe

[ [Feine

Add Pictares

Record: I1|4 I 1k N’D*Iofm

=

Photo Spreadsheet or the GIS Portfolio Spreadsheet

sment Main Page

4 Site Hame: [GiteCma | E|
Assassment Lecation: [Fiteome
Assassmoant Date: | 112008 Type [Tierl =]

Ho Dmage Avadlible

Executive Sunumary | Vlneribdlities | Poits of Contact | Assessmmnt Team | Photo Spreadshest | Photos GIS Portfolio Spreadshest | GI Portfolio | Miscellumtoas Files |

File Name Comments for this assessment

3

P [ omide aved_brjpe

ings_of_Tuterest med_lrjpg

r_bowb.med_lripg

Esmargency_Reiporie mod_lrjpg

azat seed_lrjpg

Local_Tmagery weed I ipe

ite_Tmagery eed L jpg

ionmed_lr o

tvack_boawb wued_lripg
[10Mide sweed_br jpg
ings_of_Tuterest med_Irjpg

Jless_borb.med_iripe

Add GIS Portfolio Images

Record: M| < [T 1 v [vi[es]of 27

=

4. Add photos and/or GIS images by clicking either the Add Photos button

or the Add GIS Images button.

APPENDIX B2

B2-11



ASSESSOR’S DATABASE

The CD includes a folder containing the assessor front end database
(FEMA_452db_App_Assessor_vl.mde). To make this application function,
the administrator will have to provide the assessor with a backend database,
FEMA452dB_Data.mde and Assessment Supporting Information.

Creating an Assessor Database

An assessor database can be created following these steps:

Preparation: Assessment Supporting Information

1.

Create an assessment site folder (it can be named anything as long as it is
referenced properly when completing Assessment Information in step 4),
and populate all of the Assessment Supporting Information folders with

desired files. Be sure to keep the following file structure:

= ) FEMA_452dlB
= 1) AssessmentSite]
= ) GIS_Portfolio
() High_Res
() Low_Res
() Photos
i) Site_Plans_and_Roomplans
) Strategic_Site_Plan
= ) AssessmentSite2
() Emergency_Plans
= ) GIS_Portfolic
() High_Res
) Low_Res
() Photos
I Site_Plans_and_Roomplans
) Strategic_Site_Plan

Copy and paste all of the assessment site folders to the C:A\AFEMA_452dB_
Assessor folder.
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Working in the Front End

1.

Open the FEMA452dB_application_vl.mde, logging on as an
Administrator.

Create a logon account for the assessor (if one is not created already).

Create (an) assessment location(s) using the New Assessment Location
function on the Assessment Locations form.

Create (a) new assessment(s) using the New Assessment for: (Organization

just created) button function on the Assessment Locations form.

Load any miscellaneous files that may support the assessment.

Load any photos or GIS images that may have been taken or created for
the assessment.

A default photo for the assessment, which will appear on the Assessments

Main Page in the assessor’s database, may be selected using the drop
down menu located on the Assessment Main Page:

sment Main Page  ——

Tite Hamse: [GiteOma -
Assassment Location: [FiteOme u

Executive Summary | Valnersbilities | Points of Contact | Assessment Team | Photo Spreadshest | Photos | G5 Pertfolio Spresdshest | GIS Portfolio | Miscellunsous Files

Ho Image Avadlible

Assassmoant Date: | 112008 Type [Tierl =]

[3 -~

Record: M| 4 [T 1 Mot

8.

Close the database.
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Working in the Back End

Only step 1 is necessary if this is the first assessment to go to the field, there is
only one assessment, or if there is only one group of assessments

1. Copy the FEMA452dB_Data.mde and FEMA452wg.mdw file, and paste it
in the C\FEMA_452dB_Assessor folder.

The purpose of the following steps is to safeguard any sensitive material that
may have been collected on previous assessments. After completing these
steps, assessors will only be able to access information provided to them.

2. Open the FEMA452dB_Data.mde file by double clicking on the
Assessor Data shortcut and logging on as the administrator, to open the
Administrative Functions Menu:

‘ Administrative Functions Menu

Adimustrative Functions

:Create Field Databasa:

Impott Data from Fisld

iz |

3. Click the Create Field Database button to open the Assessments to Send to
the Field form:

frmAssessmentsToSendToTheField

Assessment Send =
A t Locati D Assessment Location To Field
» iteOne 1 [SiteOne I
SiteTwo 2 [SiteTwo I
Site Three 3 [SiteThoeel I

Create Cancel | —

Record: I4|‘:|] 1 P|>I|>‘|of3
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4. For any sites you want to send to the field, click the corresponding boxes
for the site in the “Send To Field” column.

5. Click the Create button. (This is a destructive process — all of the
assessment locations that are not marked will be completely deleted from
the database.)

6. Compact and repair the database (Tools = Database Utilities = Compact
and Repair Database...).

7. Close the database.

Providing an Assessor with the Database
Application

The assessor needs the FEMA_452dB_Assessor folder in its entirety (database
front-end, database back-end, workgroup file, assessment supporting mate-
rials) and the FEMA 452 Assessor Database shortcut. Be sure to provide the
assessor with their logon name and password (without any security changes,
this will be “Editor” and “Editor,” respectively.

Burn this folder and files to a CD, put it on a USB drive, or post them on a ftp

site to which the assessor has access.

Importing the Assessor Data into the Main Database
1. Open the FEMA452dB_Data.mde file using the Assessor Data shortcut and

Administrator logon.

2. Link the following back-end tables to the FEMA452_Data.mde database
the assessor provided using the Linked Table Manager.

¢ tblAssessmentPeoplel,

¢ tblAssessmentVulnerabilities],

tblBuildingsl,

tblCFMatrix1,

tblCIMatrix1,

tblExecutiveSummaryl,

tblObservationsl, and

tblPeoplel.
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3. Compact and repair database (Tools — Database Utilities— Compact and
Repair Database...).

4. From the Administrative Main Menu, click the Import Data From Field
button to get the Import Assessments form:

Import Assessments

Assessments Currently in the Master Database

m Date A 1 Locath
» || 14172004 iteCme
2 912812004 iteTwo
3 9/29/2004 iteThiee

Record: I(l'i“ 1 )|N|>'|of3 4[ bl
-
Assessments Curently in the Remote Database
Import " i =
Aueﬂrentm D Date i St
(from red fo blue) | [P 1 912712004 [FiteOne
2 972872004 iteTwo
3 912972004 [SiteThuee
Record: I4|4|| 1 bI)l|>'|of3 4[ l DI
Close I

5. Make sure the record you want to import from the assessor’s database is
selected in both the Master Database and the Remote Database.

6. Click the Import Assessment ID (#) (from red to blue) button and click OK
for all options for all assessment location data you want to import.

7. Compact and repair database (Tools — Database Utilities & Compact and
Repair Database...).

8. Close the database.

LINKED TABLE MANAGER

The Linked Table Manager is utilized to link the back end database to an as-
sessor database when importing data from the field.

The Linked Table Manager is accessed on the toolbar:

Linked Table Manager
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