DMIS Training Practicum

Exercise #1

Objective:
Provide experience using the functional features of DMIS.

Instructions:  This is an instructor-aided, “open book” exercise in which nearly all functional features of DMIS applications software will be used.  The pace will be very deliberate; students should not move on to subsequent steps in the exercise until they are familiar with using a functional feature.  This lab exercise starts with a basic scenario and steps through DMIS functional features similar to the manner DMIS may be used in an actual response.  Each student will play all the responder roles scripted.

Incident Type: 
HAZMAT Accident

Scenario
It is 7:30 a.m., March 26, 2004.  The 911 Call Center in Anne Arundel County, Maryland, has just received a cellular telephone call from a citizen stopped on the westbound Bay Bridge.  The citizen reports that “a tank truck and some cars” have been involved in a serious accident at the bend in the bridge.  The tank truck has turned over on its side and has apparently ruptured.  The citizen reports that a yellow-green mist is coming from the tank truck and is forming a cloud to the south southeast.  She says the cloud is “sinking toward the water” as it spreads.  The caller also reports that some people have “passed out” trying to get away from the accident and others are running away from it coughing violently.
1   Log-in 
	Steps
	Expected Result
	Task Details

	1.1 Select DMIS Desktop application from your Start menu. 
	Application Launches
DMIS Login Screen appears.
	

	1.2 Enter the user I.D. and password provided, and select your COG.  Click OK  
	Application Launches

Validation occurs

Status messages appear

DMIS Main Screen presents.
	Use your assigned Student UserID/Password and the DHS-FEMA NIC-NIMS SC Test EOC 1

	1.3 Click on the New Alert button in the DMI-Services Quick Start.
	
	

	1.4  The Quick Cap Alert screen should appear
	
	

	1.5 Enter the data into the Quick Cap Alert fields. 
	Alert Title: “Your Name” 
Description: Test + Name 
Category: Other
Severity: Minor
Certainty: Unknown
Information URL: www.DMI-Services.org
Contact: 555-1212
Expires Date: 12 hours from now
Web Link: www.disasterhelp.gov
Web Description: FEMA Site
	

	1.6 Click “OK”
	
	

	1.7 Select DMI-Services/ Disaster Management Tools/ Alerts List
	
	

	1.8 From the Alert List Filter the list on the Alert Title used in step 1.5 
	
	

	1.9 Select the appropriate Alert that you created in Step 1.5 and click the Post button.
	
	

	1.10 After the Post Alert box appears type “DMI” into the Search Box, select the filter button and then select the “DMIS Outreach Operating Group”
	
	

	1.11 Click OK at the bottom of the Post Alert Box
	
	

	1.12 A Post Confirmation Screen appears. Confirm that DMI-Services Test Team appears and then click OK. 
	
	

	1.13 Select the Posted tab in the Alerts List and confirm that your alert was posted.
	
	In the bottom view screen under “Posted to” will be the COG or COGs you posted your alert to.

	1.14 Using DMIS Messenger contact a user in the DMIS Outreach Operating Group COG and have them confirm that your alert was received.  
	
	Need to have a user already logged into the Outreach COG


2 Expert Reference
	Steps
	Expected Result
	Task Details

	2.1 Select DMI-Services ( Expert Reference ( Reference Links.
	The Reference Links page opens in a separate browser window.  
	

	2.2 Select a link.
	
	

	2.3 View the desired reference web site.
	
	

	2.4 Click on the “X” to close the browser.
	
	


3 Open Source Intelligence 

	Steps
	Expected Result
	Task Details

	3.1 Select DMIS-Services ( Expert Reference ( Open Source Intelligence.
	The OSINT Reports Browser opens in a separate window.  


	

	3.2 Select the Current Report link.
	The report is displayed in the browser window.
	

	3.3 Click on the “X” to close the browser.
	The window closes and you are returned to the DMIS Desktop.


	


4 DMI-Services Messenger 

	Steps
	Expected Results
	Task Detail

	4.1 Click the New Messenger button
	The messenger screen opens.
	

	4.2 Click the Add button.
	A list of active operators appears.  
	

	4.3 Highlight the name of a Trainer (logged into the Outreach or Project Team COG) to join your session and select the Add button.
	Each operator receives an invitation to join the chat session.


	· Students 1 through 5; invite trainer 1 to your session

· Students 6 through 10; invite trainer 2 to your session

	4.4 When the Trainer accepts your invitation, send 2 messages and receive 2 messages in your session.  Type your messages into the message box at the bottom of the Messenger Screen.  
	Each operator becomes visible in the list of participating operators as the invitations are accepted.  As you enter a message and hit send, it appears in the upper right field.  
	Short messages please, this exercise is long enough!

	4.5 Export (Save) your Messenger session transcript as a .rtf file.  Select “Save as” from the File menu.  
	The Save As dialog box presents.  
	Save it to Windows Desktop on your C: drive.

	4.6 Click the attach button
	The attachments screen appears.
	

	4.7 Click the add button
	The documents dialog box presents
	

	4.8 Select the file you recently created as an .rtf file.  Click on the file and then click on attach.
	The file you selected will appear in the Attachments screen.
	

	4.9 Click on the file in the attachments screen.  Click the view button.
	You will be able to view the file you recently attached.
	

	4.10 Close out of the view screen.  Click the close button on the attachments screen.  Click on the save button.
	
	


5  Incident Information

	Steps
	Expected Result
	Task Detail

	6.1 Select DMI-Services (  Tactical Information Exchange ( Incident List.
	The active incident list is displayed.


	

	6.2 Select File ( New to create a new incident or click on the New button in the top left screen.  

	An incident forms tree should appear on the left side and a new incident form should appear on the right.    
	

	6.3 Enter Incident Number
	
	For the Incident Number, enter SCClass1-<your name>

	6.4 Select the Incident Category of incident by clicking the radio button to the left of the selection.
	
	Select Training incident category radio button

	6.5 Enter Incident Name
	
	· For the Incident Name, enter Exercise 1 - <your name>


	6.6 Select Incident Type from the drop down menu
	
	Select HAZMAT-Chemical

	6.7 Use the Calendar Icon to indicate date/time of incident.  Select Actual.
	DMIS displays the incident date/time in the field indicated.  

	Select current date/time

	6.8 Enter Description of Incident
	
	Enter Exercise/Test – Hazardous Waste tanker with placard number 1017 overturned and ruptured; westbound Bay Bridge

	6.9 Select Incident Phase from the drop down list.
	
	Select Response

	6.10 Select Incident Notification Level from the drop down list.
	
	Select National (so National Map will work later in the exercise)

	6.11 Select Incident Status from the drop down list.
	
	Select Worsening

	6.12 Select Incident Severity from the drop down list.
	
	Select Minor

	6.13 Enter General Comments
	
	Enter Tanker is ruptured; airborne, yellow-green plume expanding.  

	6.14 Click Save button.  
	A message displays stating that the save has been successful.
	

	6.15 Click the OK button.
	The message box closes.  
	


7  Journal
	Steps
	Expected Result
	Task Details

	8.1 Select Journal from the incident form file tree.
	The Journal Form presents.
	

	8.2 Select the Edit Data button.
	Optional.  This step is only applicable if the incident was previously closed.  
	

	8.3 Place your cursor on the row of the Journal below which you would like to add a row. .
	
	

	8.4 Select the Add Row button.
	A row is added to the journal.
	You may also right click on the row and then select add.

	8.5 Make Journal entry 
	
	Enter ACTION in Category field;  Enter Activated EOC; initiated full EOC staff recall

	8.6 Select Save command item.  
	A message confirming successful save is displayed.
	

	8.7 Select OK button
	The message box closes.

Others with the Journal form open will see the updates appended to the Journal.
	This part of the exercise suffers since there are not multiple individuals working simultaneously on the Journal in the same incident.  Remember when you get in that situation in the “real world” to JUST SAY NO to messages asking you to accept changes from others until you save you own entries.


8 Site Information / Contacts

	Steps
	Expected Result
	Assigned To / Data Entry Notes

	9.1 Select the Site Information form from the tree.
	The Site Form presents.
	

	9.2 Double click on the first row of the “Site” table.  
	The Site Information data entry form presents.

	

	9.3 Select “Plot on Map”
	
	

	9.4 Select “Primary Site”
	For later use on the National Incident Summary Map.  
	

	9.5 Enter a Site Name 
	
	Enter HAZMAT Wreck

	9.6 Enter a short description of the site
	
	Enter Ruptured Hazardous Waste tanker with PLACARD 1017

	9.7 Enter the complete lat/long of that site
	
	Lat enter  38.9965

Long enter  -76.3947  (DON’T FORGET THE MINUS SIGN!)

	9.8 Select the OK button.
	The site entry from closes and the data appears in the first row of the site table.  

	

	9.9 Select the Save button.
	A message appears stating that the save operation was successful.       
	

	9.10 Select the OK button.  
	The message box closes.  
The icon to the left beside the site form in the TIE tree turns blue.
The edit indicator at the bottom of the screen turns from red to black.  
	

	9.11 Select the Contacts button.
	The Contacts entry form appears.

The site name appears at the top of the form.
	

	9.12 Enter the Contact name in the first line of the bottom half of the form.  
	The Contact name appears in the table at the top of the entry form.


	Use your own contact information

	9.13 Enter Role from the drop down list.
	The contact Role appears in the table at the top of the entry form.     

It may be necessary to scroll to the right in order to view all data.
	Enter Primary POC

	9.14 Enter Contact Method
	
	Select “Other” and enter “HP Net, Channel 4”

	9.15 Select the Save button at the top of the screen
	A message is displayed stating that the save was successful.
	

	9.16 Select the OK button. And then close the Site Contacts Window.
	The message box closes.  

The ICON with two people is displayed under the contact heading.
	


9 Post

	Steps
	Expected Result
	Task Details

	10.1 Select the Post command item.   
	The COG list presents.       
	

	10.2 Select the COG to which the incident will be posted.  
	A message is issued stating that the post was successful.

	Select the DMIS Outreach Operating Group COG 

It is unrealistic to post your incident to all COGs rather only post to those COGs that have a need to know or that can provide Specific Needs Requests.

	10.3 Select OK. 
	The Post dialogue closes.


	


10 Agent Information
	Steps
	Expected Result
	Task Details

	11.1 Select DMI-Services ( Tactical Information Exchange ( Incident List
	The incident list presents.
Optional.  This step is only applicable if the incident is not already open.  
	 

	11.2 Open the working incident.
	The Incident Information Form presents.

Optional.  This step is only applicable if the incident is not already open.  
	

	11.3 Select the Agent Information form from the file tree.
	The Agent Information Form presents.
The Incident Information form is displayed in the top half of the screen.  
	

	11.4 Select the Edit Data button.  
	The screen goes to Edit mode.

Optional.  This step is only applicable if the incident is not already open.  
	

	11.5 Enter the Agent Name in the Agent field.  
	
	Enter Chlorine

	11.6 Select an item from the drop down pick list under Confirmed.
	
	Select Preliminary

	11.7 For the “Terrorist Act Suspected?” question, select the No button.
	
	Select No

	11.8 Add remarks
	
	Enter – Placard 1017 observed on truck.  

	11.9 Enter data for the first observation.  
	
	Enter Observation 1 = Color; Value = yellow-green

	11.10 Select the Add row button
	One row is added to the observations table.

	

	11.11 Enter data for the second observation.
	
	Enter Observation 2 = Physical State; Value = Vapor upon release

	11.12 Click “Sample Info” Tab; 
	The Sample Information data entry form is displayed.
	

	11.13 Check the Sample Taken check box.
	A check mark appears in the sample table under the Sample Taken heading.
	

	11.14 Enter date / time for the sample.
	The sample taken date and time appear in the sample table.
	Enter current date/time

	11.15 Check box at “Sample tested?” question
	A check mark appears in the sample table under the Sample Tested heading.  
	

	11.16 Enter date / time
	The sample tested date and time appear in the sample table.
	Enter current date/time

	11.17 Enter notional POC name
	The POC name appears in the sample table.  
	Enter Any name

	11.18 Enter data in Test Equipment Used field 
	The Equipment Used data appears in the sample table.  
	Enter Area RAE Sensors

	11.19 Enter Agent Monitoring Comments
	The Agent Monitoring Comments appear in the sample table.  
	Enter Chlorine sensors are in alarm status

	11.20 Enter Other Information
	Other Information appears in the sample table.
	Enter Need more area sensors 

	11.21 Select the Save Button.
	A message is displayed stating that save was successful.
	

	11.22 Select the OK Button
	The message box closes.
The icon beside the Agent Information Form turns blue.
	


11 Population Actions 

	Steps
	Expected Result
	Task Details

	12.1 Select the Population Actions Form.  
	The Population Actions entry form presents. 
	

	12.2 Select “Evacuation Information” Tab
	
	

	12.3 Enter area evacuated 
	
	Enter - Both bridge spans and river 2 miles south of eastbound bridge

	12.4 Enter number of evacuees.
	
	Enter 200


	12.5 Select “Designated Shelter” Tab
	The Designated Shelter entry form presents.
	

	12.6 Double-click on the first row. 
	The Address Entry form presents.
	

	12.7 Check the Plot on Map box
	Checkmark appears in the box
	

	12.8 Enter Shelter Name.
	
	Enter Log Inn Hotel

	12.9 Enter Shelter address.
	
	Enter 1344 Log Inn Road, Annapolis, MD 21401

	12.10 Select the OK button. 
	The address displays in the table.
	

	12.11 Select Save icon
	A message is issued confirming successful save.
	

	12.12 Select the OK button.
	The message box closes. 
	


12 Casualties

	Steps
	Expected Result
	Assigned To / Data Entry Notes

	13.1 Click on the Casualties Form to open it.
	The Casualties form presents.  
	

	13.2 Enter Victim Type from the drop down list.  
	
	Enter Fatalities

	13.3 Enter Number
	
	Enter 3

	13.4 Enter Confidence Level from the drop down list.
	
	Enter Estimate

	13.5 Add General Comments
	
	Enter Truck Driver and 2 from car hit head on

	13.6 Click Save icon
	A message is displayed confirming successful save.
	

	13.7 Select the OK button.  
	The message box closes.
The icon beside the Casualties form is blue.
	

	13.8 Click the Add Row button or right click on the row and click add.
	One row is added to the Casualties table.
	

	13.9 Enter the Victim Type from the drop down list.
	
	Enter ILL

	13.10 Enter Number
	
	Enter 50

	13.11 Enter Confidence Level from the drop down list.
	
	Enter Estimate

	13.12 Enter General Comments.
	
	Enter Respiratory distress

	13.13 Select the Save button.
	A message is displayed confirming successful save. 
	

	13.14 Select the OK button.
	The message box closes.
	


13 Medical 

	Steps
	Expected Result
	Task Details

	14.1 Select the Medical Form
	
	

	14.2 Select the Quick Pick button
	The Quick Pick dialogue box opens.
	

	14.3 Select Medical Facilities from the Select Data Category drop down box.
	A list of medical facilities is displayed.
	

	14.4 Select the desired medical facility.
	Medical facilities appear in the medical facilities table.  
	Please find and Quick Pick the Anne Arundel Medical Center, 64 Franklin Street, Annapolis MD 21401

	14.5 Select the OK button.
	The entry form closes.  

The facility information appears in the Medical Facility table.
	

	14.6 Double click on the row in the Medical Facility table
	Data entry box opens
	ensure the Plot on Map check box is checked

	14.7 Select the Save button.
	A message appears confirming successful save.
	

	14.8 Select the OK button.  
	
	

	14.9 Highlight the medical facility for which properties will be added.
	A row is added to the Facility Properties table
	Highlight Annapolis Mercy

	14.10 Select the In-Patient Capacity property from the drop down list in the Properties table.
	
	

	14.11 Enter a corresponding value.
	
	enter 250

	14.12 Select the Save button.
	A message confirming successful save is displayed.  
	

	14.13 Select the OK button.
	The message box closes.

The icon beside the medical form is blue.
	


14 On Scene Weather 

	Steps
	Expected Result
	Task Detail

	15.1 Select the On Scene Weather Form 
	The On Scene weather form presents. 
	

	15.2 Select the Edit Data button.
	Edit capability becomes active.
	

	15.3 Select the “New” link in the Incident On-Scene Weather Observations Panel
	The weather data entry screen opens.
	

	15.4 Enter the Site Name
	
	Enter Westbound Bay Bridge

	15.5 Click on the Calendar button.  
	A calendar is displayed.
	

	15.6 Select the current date and time. 
	
	

	15.7 Enter Site Lat/Long
	
	Enter – Lat: 38.9965 and Long:   -76.3947  DON’T FORGET THE MINUS SIGN IN FRONT OF THE LONGITUDE NUMBER!

	15.8 Double-click a properties row to select a property from the list of properties.  
	A pick list presents
	Select Wind speed 

	15.9 Enter a value for the property.
	
	Enter 10 

	15.10 Select units.
	
	Select mph

	15.11 Select the Add Row command item.
	A row is added to the weather properties table.
	

	15.12 Double-click on the new properties row to select a property from the list.  
	A pick list presents
	Select Wind direction

	15.13 Enter a value for the property.
	
	Enter NNW 

	15.14 Select units.
	
	Enter compass

	15.15 Select the Save button.
	A message is displayed confirming successful save.
	

	15.16 Select the OK button.
	The message box closes.  
The icon beside the On Scene Weather form is blue.
	


15 Weather Forecast Tool
	Steps
	Expected Result
	Task Details

	16.1 Select the Weather Forecast Form
	The Weather Forecast Tool presents.
	

	16.2 Enter Zip Code for local weather then click “Go”.
	The hourly forecast for the next 48 hours is displayed.
	Enter 21401

	16.3 Select Alerts from the tree structure to the left of the forecast display.
	Any alerts that have been issued are displayed.
	

	16.4 Select Radar from the tree structure to the left of the forecast display.
	Local radar image is displayed. 
	

	16.5 Click the Convert button.
	The enter site name dialog box opens.
	

	16.6 Enter a name for the observation site.
	
	Enter Annapolis

	16.7 Select Enter.
	A message is displayed confirming that weather forecast conversion was successful.
	

	16.8 Select the OK button.
	The message box closes.  

	

	16.9 Close the Incident.
	
	

	16.10 Open the incident.
	The Incident Information form presents.
	

	16.11 Select the On Scene Weather Form.
	The weather observations that were manually entered and the converted observations are both present.      
	


16 Infrastructure 

	Steps
	Expected Result
	Task Details

	17.1 Select the Infrastructure form from the file tree.
	The Infrastructure form presents. 
	

	17.2 Select the Edit Data button.
	
	

	17.3 Select a Transportation Type from the drop down list.
	
	Select Roads

	17.4 Enter corresponding comments for transportation.
	
	Enter Bay Bridge closed – both directions

	17.5 Place the curser on the existing row, press the right mouse button, and select the Add option. 
	A row is added to the transportation table. 


	

	17.6 Select a Transportation Type from the drop down list.
	
	Select Other

	17.7 Enter corresponding comments.
	
	Enter Bay closed to all boat traffic from ½ mile north of Bay Bridge to 1 1/2 miles south of Bay Bridge

	17.8 Select the Save button.
	A message is displayed confirming successful save.
	

	17.9 Select the OK button.  
	The message box closes.

The icon beside the Infrastructure form is blue.
	


17 Additional Information

	Steps
	Expected Result
	Assigned To / Data Entry Notes

	18.1 Select the Additional Information Form
	
	

	18.2 Select Edit Data button.
	
	

	18.3 Input Additional Issues
	
	Enter - Open incident to EPA

	18.4 Input Immediate Plans and/or Recommendations
	
	Enter – Contact Coast Guard to implement bay traffic closure of impacted area.

	18.5 Select the Save button
	A message is displayed confirming successful save.
	

	18.6 Select the OK button.
	The message box closes.
The icon beside the Additional Information Form is blue.
	


18 Create Specific Needs Request
	Steps
	Expected Result
	Assigned To / Data Entry Notes

	19.1 Select the Open SNR button.  
	The main SNR screen opens.


	

	19.2 Double left click the single highlighted line in the upper portion of the SNR main screen.  
	The SNR data entry screen opens.


	

	19.3 Enter SNR Number
	
	Enter Student < your student number >

	19.4 Enter Priority
	
	Enter Urgent

	19.5 Enter Status
	
	Enter Open No Reply

	19.6 Enter Transportation
	
	Enter Fastest Means Possible

	19.7 Enter Deployment Instructions
	
	Enter Approach from West

	19.8 Select the Requestor button in the SNR data entry form.  
	The Requestor Information Form opens.


	

	19.9 Enter Requestor Name
	
	Enter Jim Weed

	19.10 Enter Requestor Role
	
	Enter Primary POC

	19.11 Enter Address Line 1
	
	Enter Director, Emergency Management

	19.12 Enter City
	
	Enter Anne Arundel County.  Purpose of doing this is to demonstrate that you can sometimes use fields to communicate information other than their original purpose.

	19.13 Enter State
	
	Enter MD

	19.14 Select the OK button
	The Requestor Information form closes.
	

	19.15 Select the Deliver To button on the SNR Data Entry form.  
	The SNR Deliver/Attention To entry form opens.

	

	19.16 Select Plot on Map
	
	

	19.17 Enter Name
	
	Enter George Kravitz

	19.18 Enter Role
	
	Select Secondary POC

	19.19 Enter Address Line 1
	
	Enter 2100 Sandy Point Road

	19.20 Enter City
	
	Enter Annapolis

	19.21 Enter State
	
	Enter MD

	19.22 Enter ZIP Code
	
	Enter 21401

	19.23 Enter Site Name
	
	Enter Staging Area

	19.24 Select the OK button
	The Deliver To form closes.
	

	19.25 Select the OK button again
	The SNR data entry screen closes.
	

	19.26 Select the Save button.
	A message is displayed confirming successful save. 


	

	19.27 Select the OK button.
	The message box closes.
	

	19.28 In the top half of the SNR Request / Replies main screen, select the row containing your request information.  
	The row highlights with a light blue background?
	

	19.29 Double click on the top row of the table in the Requests tab (bottom table on SNR screen).  
	The SNR Request Line Item data Entry Screen opens.

	

	19.30 Enter Status
	
	Enter Open no Reply

	19.31 Enter Resource Type
	
	Enter Organizational Unit

	19.32 Enter Capability Type
	
	Enter Fire

	19.33 Enter Item Name
	
	Enter HAZMAT Team

	19.34 Enter Quantity
	
	enter 1

	19.35 Enter Unit of Measure
	
	enter Each

	19.36 Enter Priority
	
	Enter - Immediate

	19.37 Enter Date/Time needed
	
	Enter current date/time.

	19.38 Enter Self-sustainment Instructions
	
	Enter Expect one day stay

	19.39 Select the OK button
	The Line Item entry screen closes.
The data is displayed in the table under the appropriate headings.
	

	19.40 Select the Save button.
	A message is displayed confirming successful save.

	

	19.41 Select the OK button
	The message box closes.  

	

	19.42 Close the SNR screen and form.
	The working incident is displayed.

	

	19.43 Select the Map form. 
	An SNR icon is visible on the map at location plotted.


	Check that SNR icon is near the Shelter icon


19 Send Specific Need Request
	Steps
	Expected Result
	Assigned To / Data Entry Notes

	20.1 Select the Post button.
	DMI-Services displays the Post dialogue box with the list of available COGs.
	

	20.2 Select the COG to which the incident will be posted.
	
	Select the DMIS Outreach Operating Group COG.

	20.3 Select the OK button.
	A message is displayed that there are requests associated with the incident.  It will ask you if you want to send the requests now?
	If you click no, the incident will post to the COG(s) you selected but will not send the SNR(s) .  If you click yes, your SNR(s) will be sent along with the posting of the incident.  Follow the steps below to manually send your SNR.

	20.4 Select the OK button.
	A message is displayed confirming successful post of the incident.
	

	20.5 Select the OK button.
	The message box closes.  
	

	20.6 Select the Open SNR button. 
	The SNR form opens.
	

	20.7 Select the Request row.
	
	

	20.8 Select the Send button from the button bar.  
	A dialogue box is displayed that identifies the request, information about the line items and states that it will be sent to the same COG(s) to which the incident was posted. 
	

	20.9 Select the OK button.
	The dialogue box closes.
	

	20.10 Close the SNR screen.
	
	Unfortunately, Replies to Specific Needs Requests are not covered in this exercise.  We encourage you to review that portion of the classroom material or Operator’s Guide.


20 Mapping Tool

	Steps
	Expected Result
	Task Details

	21.1. If the map is not already open, select “Map” from the Tree Structure
	Area of Interest appears as your jurisdiction
When the map presents, you may wish to enlarge the view by hitting the small “up” arrow in the bar dividing the core incident information from the map, AND hitting the little “down” arrow in the bar dividing the map from the pre-plotted location data table.
	Note:  Prior to starting this portion of the exercise, a folder will need to be installed onto your computers hard drive that contains several files for this training evolution.  The folder is called DMISTemp.

	21.2. Verify that pre-plotted sites plotted correctly
	
	Check the addresses or lat/long of the items that were plotted earlier in the incident in the table below the map.  These are the items for which you selected the Plot on Map check box.  They include items such as Sites, Shelters, Medical Facilities, or Specific Needs Requests.

	21.3. Add additional map layer
	
	· Select the DMI-Services Training COG layer and ensure it is highlighted with a light blue background.

· Right-click on the Training COG layer and select Add, then select Layer.

· Right-click on the new Layer and select Rename
· Enter new name - C2.

· Highlight the C2 layer, then drag/drop the ICP icon (from the Incident stencil category) to a point near the west end of the Bay Bridge.

	21.4. Highlight the DMI-Services Training COG layer
	
	

	21.5. Select the Web Map Services button
	Web Map Services dialog box appears
	

	21.6. Select MicroSoft TerraServer as Provider
	
	

	21.7. Select an item from the Layer Name – Description field
	
	Select – DOQ – USGS Digital Ortho-Quadrangles (DOQ) 2 meter imagery

	21.8. Select the Add button in the dialog box
	The dialog box disappears and a “Retrieving WMS” message appears in the upper left corner of the map.  A “DOQ” layer containing the orthoimage is automatically created.
	

	21.9. Create a new map layer and name it Plume
	
	

	21.10. With the new Plume layer highlighted, select the Fill Polygon drawing tool (lower right portion of map frame)
	
	

	21.11. While holding down the SHIFT key, use your mouse to draw a plume extending from the site to the SSW a short distance south of the eastbound bridge span. 
	
	This works much like the polygon drawing tool in PowerPoint.  A left click defines a point on the outline of the shape.  Just start over the yellow star, drag to the northeast a bit, left click, a little more northeast, left click, and so on in the shape of a common plume until you return to the yellow star.  When you make your last click in the vicinity of your first click, the plume will appear.

	21.12. Select the Cursor tool from the Drawing Tool set and right click on the polygon perimeter line.
	A function box will appear
	

	21.13. Select attributes, line and width.  Select the last line.
	Notice how the perimeter line widens on the polygon.
	Try different settings in attributes using the  fill and line menus.

	21.14. Create a new map layer and name it Logistics
	
	

	21.15. Highlight the new Logistics map layer
	
	

	21.16. Use the “no fill” Rectangle drawing tool to mark a staging area
	
	Place the rectangle so that it surrounds the pre-plotted Shelter and SNR icons.

	21.17. Use the Text drawing tool to label the rectangle Staging.
	
	

	21.18. Drag and drop the HAZMAT icon into the Staging rectangle
	
	

	21.19. Select the Cursor tool from the Drawing Tool set and right click on the HAZMAT icon.
	
	

	21.20. Select the transparency menu and move the arrow from 100 to 50
	HAZMAT ICON becomes somewhat transparent
	

	21.21. Select the Cursor tool from the Drawing Tool set and right click on the HAZMAT icon.
	
	

	21.22. Select the Link menu item.
	
	

	21.23. Use the Browse command to find a file, highlight the file, and select the Link button
	
	Navigate to C:\DMISTemp and select the Chlorine MSDS.doc file

	21.24. Check Link.  Double left click on the HAZMAT icon when it shows the small arrow indicating the link has been defined.
	The linked file will display
	


21 Reports
	Steps
	Expected Result
	Task Details

	22.1 Select Reports from the DMI-Services pull-down menu
	The Reports menu is displayed.
	

	22.2 Highlight Working Incident Detail Report and click on OK.
	
	

	22.3 Select the OK button.
	A list of reports that corresponds to the forms in the incident tree is displayed. 
	

	22.4 Select the desired sub-reports. Hold down the ctrl key to select multiple reports.
	
	Select Agent Information, Casualties, Property Damage, Map, and Journal.  

	22.5 Select the OK button.
	The generated report contains incident and site information as well as Agent Information, Casualties Information, Property Damage, the Map, and the Journal.  IMPORTANT NOTE:  If you have never had the map form open during this incident editing / viewing session, you will NOT obtain the map in the report.
	

	22.6 Click the Export button.
	DMIS displays a dialog box requesting export type.
	

	22.7 Highlight Rich Text Format.
	
	

	22.8 Select the OK button.
	A dialog box requesting save information is displayed
	

	22.9 Save the .rtf report to your DMISTemp folder.
	A message confirming that the report has been exported is displayed.
	

	22.10 Click OK
	The message box is closed.
	

	22.11 Open the .rtf file with a word processing application. 
	
	

	22.12 Edit a field.
	
	

	22.13 Save the edited .rtf file in the DMISTemp folder.
	
	


22 Closing and Archiving Your Incident Record
	Steps
	Expected Result
	Task Details

	5.1 Select Incident Information from the TIE forms “tree”
	The Incident Information form is displayed.
	

	5.2 Pull down the Incident Status pick list and select Closed.
	
	

	5.3 Select the Save button.
	A Save confirmation is displayed. 
	

	5.4 Select the File menu then Archive. 
	An Archive dialog box is displayed.
	

	5.5 Select the Yes button.
	A confirmation of the archive is displayed.  The incident record will no longer be visible on your incident list.
	To retrieve archieved incidents, click on DMI-Services, Tactical Information Exchange, Archived Incident List.
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