Secure Portal User’s Guide

Exercise System

SCHEDULING EXERCISES

ODP created the Exercise Scheduler to facilitate cooperation and collaboration and minimize
conflict among Federal, State, and local agencies conducting preparedness exercises. This tool is
intended to be used to track the scheduling of all exercises, regardless of the sponsoring Federal
agency, in order to comprise a comprehensive calendar. This tool is also intended to be a user-
friendly template for reporting on ODP-sponsored exercises.

1. To access the Exercise Scheduler click on the
“Centralized Scheduling and Information System” I
(CSIS) link on the left side of the Portal’s homepage. _y| s
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2. Click the “Exercise Scheduler and Reporting” link on the CSIS main page. This will take
you to your respective State’s scheduling and reporting page.




Initiating an Exercise

1. Be sure your State scheduling and reporting page is in the current calendar year, then click on
the “Scheduling” Iin{<.
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2. The scheduling link takes you to a table listing all of the exercises being conducted in your
State during the selected calendar year. Click the “Add an Exercise” button to schedule a
new exercise.

Select te:lAIahama | SelectYear:IZDDfi 'l Viewl

Exercise Name Calendar Exercigf Status Point of Contact Exercise Last Modified
q . - . 2004-04-27 11:21:00
Springfield Test Tabletop Schedule Planning Dates Initiated Joe Exercise Planner : ;
(Seidenschwarz,Jamie)
Add An Exercise | Cancel
CZ10 Help Desk: If vou hawve any policy related questi i lving this Scheduli tion, please contact the CSID Help Dresh at(‘202)514—8008 or toll-free at 1 200 368-5498. If you are

experiencing problems using the portal, pleasze contacﬂhe ESP Group Help Deshk at(‘804)?44—8800 or by email at helpd




3. This Edit Exercise form asks the user for basic information regarding the exercise being
scheduled. Help buttons offer a detailed description of the information required for each
category. To view a category help description, click on the red question mark next to that
category. When the form is complete, click the “Save Changes” button.
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ﬁave Changes | Cancel |
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The information in this form can be accessed and edited at any time by clicking on the Exercise
Name from the Exercise View screen.

If an exercise is completely canceled, return to this screen, click the “Delete” button, and confirm
the deletion when prompted. The “Delete” button will appear only if all documents and
attachments associated with the exercise have also been deleted.



Scheduling Exercise Planning Conferences and Conduct

1. Once an exercise is initiated, the user can schedule planning conferences, exercise conduct,
and other related dates on the comprehensive calendar. From the Exercise View, click the
“Schedule Planning Dates” link next to the name of the exercise you are scheduling.

Select State:lAIahama ol select Year:lZDDfi 'l Viewl
Exercise Name Cal*dar Exercise Status Point of Contact Exercise Last Modified
) e - ) 2004-04-27 11:21:00
Springfield Test Tabletop Schedule Planning Dates Initiated Joe Exercise Planner : )
(Seidenschwarz,Jamie)
Add An Exercise Cancel

CS10 Help Desk: If vou hawve any policy related questi i lving this Scheduli

PP tion, please contact the CSID Help Desh at (202) 514-2006 or toll-free at 1 200 362-5498. If yvou are
experiencing problems using the portal, pleaze contact the ESP Group Help Ded at (304) 7442800 ar by email at helpdesh net

2. When you arrive at the Planning Schedule screen, click the “Add Dates” button.
Planning Schedule

Dates for Springfield Test Tabletop
Event Type Start Date

End Date Action
fou have no dates yet.

Add Dates | Calendar “iew Cancel |

3. Choose one of several planning conferences, exercise conduct, or an “other” activity. Enter
the start and end dates and times of the activity. Be cognizant of the time zone as it may not
default to your time zone, and the end date as it will not default to the start date. Choose
“Dates TBD” if a placeholder is needed. When finished, click “Save Data.”

Planning Schedule Q

Initial Planning Conference j =if "other', specify belaw

Initial Planning Conferance ol
hid-Term Planning Conferance
Final Flanning Conferance

Start Date: Exercise Conduct L She s IQ j IDD j IAM j

. |AfterAction Conferance ; . - - -
Bing Ditis: MSEL Conference End Time: |5 J IDD J IPM J

Concept and Objectives Meeting i -
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or [T Dates TED

Event Type:

Save Data | Cancel |

Instructions: To enterin a date, select from the dropdowns 3 start AND end date. If you do not know this
information, chedd the "Dates TBD" box.

C510 Help Desk: fyou hawe any policy related questions involving this Scheduling application, please
contact the CSID Help Desk at (2027 5142006 or toll-free at 1 800 368-56498. If vou are experiancing

problems uzing the portal, please contact the ESP Group Help Desk at (204) 744-8200 or by email at
helpdeski@espgroup. net.




Viewing the Calendar

1. Once you have saved your scheduling data, click the “Calendar View” button.

Event Type Start Date End Pate Action

Initial Planning Conference  16-Jan-04 9:00 AM 16-Jan-0411:00 AW T
Exercise Conduct 28-tdar-04 53:00 Ak 25-hgd04 11:00 Ak BAT
Add Dates Calendar Wiew Cancel

2. You will arrive at a calendar view of activities related to the exercise you scheduled in the
previous step. To view a calendar of all exercise activities in your State, click the “Switch to
State View” link. To view all exercise activities occurring in the country, click the “Switch
to National View” link. In either view, the user can gain more information by clicking on the
name of the exercise. If the word “more” appears on a day on the calendar, follow the link to
view additional exercises scheduled on that day.

Exercise Calendar Examnle
viewing:
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G -Game
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FSE -Full-Scale
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IPC -Initial Planning Conference
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FPC -Final Planning Conference
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AAL -AfterAction Conference
WSEL -MSEL Conference
C&0 -Concept and Objectives Meeting
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3. These calendars can also be viewed prior to initiating the scheduling process by clicking on
the “Exercise Calendar” link from the CSIS main screen.




REPORTING EXERCISE INFORMATION

ODP is committed to improving the preparedness of Federal, State, and local agencies by
applying facilitating the application of lessons learned and recommendations for improvement
garnered from exercise activities. The Secure Portal reporting tool is intended to be a user-
friendly template for reporting on ODP-sponsored exercises.

After Action Reports/Improvement Plans
1. To begin the reporting process, return to your State scheduling and reporting page by

clicking on the “Exercise Scheduling and Reporting” link at the top of the page below the
ODP logo.

o= 1 1A :
Domestic Preparednsss
2 Scheduler a Xt | 't-.lorﬂh =7/ Exercise Summany

Home | Secure Meszaging | Librany | Find Users | Calendar | Online Briefings | Forum Discussions | Survey WWizard | Chat | WebPort | TaskTrac | Logoeut

2. From the State scheduling and reporting page, click on the “Reporting” link.

3. To submit an After Action Report (AAR), click on the “Submit AAR” link next to the name
of that exercise.

Select State: | Alabama =l select Year: |2004 7| View
Exercise Name A.ARIIP/ Exercise Overview Exercise Status Point of Contact Exercise Last Modified
: : : ) . 2000427 12:00:00
Springfield Test Tahletop Subrnit A8 ey O e Scheduled Joe Exercise Planner ) )
(Seidenschwarz,.Jamie)

Add An Exercise Cancel

CSI0 Help Desk: If you have any policy related questions involving this Scheduling application, please contact the CSID Help Desk at (2027 514-800G or toll-free at 1 800 365-6492. If you are
experiencing problems using the portal, please contact the ESP Group Help Desk at (804 7448300 or by email at helpdeski@espgaroup. net.

4. Toupload an AAR, click the “Browse” button and find the appropriate file on your

computer. After Action Report - Springfield Test Tahletop
2. Once the file is Exercise Type: Tahletap
uploaded, only users Upload AAR: _ Browse.. |
who have permission Submit A4R | Cancal |
to access your State’s
information W||| be CZID Help Desk: If wou have any palicy related questions involving this Scheduling application, please

. contact the CSID Help Des at (20215148006 or toll-free at 1 200 363-6433. If you are experiencing
able to View the AAR problems using the portal, please contact the ESP Group Help Desk at (504 7448200 or by email at

by Clicking the helpdeski@esparaup.net.

“download<{jnk . )

or “Edit AAR” After Action Report - Springfield Test Tabletop

button. The file ge Type: Tabletop

can also be a download

deleted and Develop Improverment Plan Edit AL Cancel

C5I0 Help Desk: If ywou hawe any policy related questions invalving this Scheduling application, please
contact the CSID Help e at (202) 5448006 or toll-free at 1 200 363-6492. If wou are experiencing
problems uzing the poral, please contact the ESP Group Help Desh at (804) 744-8200 or by email at

helpdesk@espgroup. net.



replaced with an edited version at any time.

5. To build an Improvement Plan matrix, you must upload an AAR, then click the “Develop
Improvement Plan” button.

6. Click on the “Add Task” button.
_______________________________________________________________________________________________________________________________|
Task Recommendation Improvement Action Responsible Party Completion Date

AddTask | Viewthe AAR Cancel

CSI0 Help Desk: If you hawe any palicy related questions invalving this Scheduling application, please contact the CSID Help Desk at (202) 5142006 ar tall-free at 1 200 363-6493. If you are
experiencing problems using the partal, please contactthe ESP Group Help Desk at (804) 744-8200 or by email at helpdesu@esparoup.neat.

7. You will be asked to assign one Recommendation, Improvement Action, Responsible Party,
and Completion Date to each Task. When this information is entered, click the “Add Row”

button.
Task Recommendation Improvement Action Responsible Party Completion Date
L Jj L Jj L AF‘ | [ April =l |27 = 2004

Add Row

C5I0 Help Desk: If wou hawe any policy related questions invalwing this Scheduling application, please contact the CSID Help Dedk at (202) 5148006 or toll-free at 1 800 358-5495. If you are
expariencing problems uzing the portal, please contact the ESP Group Help Desk at (204) 7448200 or by email at helpdesk@espgroup.net.

Cancel ‘

8. As you continue to build the IP matrix, you may either add additional Recommendations to
xisting Tasks and additional Improvement Actions to existing Recommendations, or you
may add additiona\Tasks. /

Task / Recnmmendatiun\ provement Action  Responsible Party Completion Date

Decaontamination Irmprove setup time

Conduct Drill Fire Department 30-Jun-04 dit Delete

Add Recommendation to this Task Add Improvement Action to this Recommendati

Add Task ﬂ/ Yiew the S8R Cancel

CSI0 Help Desk: If you hawve any policy related questions invalving this Scheduling application, please contact the CSI0 Help Dresk at (2020 51480005 or toll-free at 1 200 368-6492. [f you are
expariencing problems using the poral, please contact the ESP Group Help Desd at (204 744-2200 or by email at helpdedi®@ezpgroup. net.



Exercise Overview

1. Return to the Exercise Summary page.

' Tt T Help Desk phone: (B04) 744-BB00
¥ 1 | 3 | % Office for Domestic Preparedness tmsﬁ!:‘hﬂg:iﬁskﬂhfﬁﬂﬁﬂp.nel *

Home -= ?15 Main Page -* Exercise Scheduler and Reporting -# Exercise Summarny

I Home | Secuk hezzaging | Library | Find Usersl Calendar | Online Briefings | Forum Discussions | Survey Wizard | Chat | WebPort | TaskTrac | Logeut

2. Click the “View Overview” link in the Exercise Overview Column.

Select State: | Alabama 2 SelectYear:IQDUfl ] ‘v‘iewl

Exercise Name AARSIP Exerc¥e Overview Exercise Status Paint of Contact Exercise Last Modified
. : . v& : : 20040427 12:14:00
Springfield Test Tabletop Submit AMR e Clve i e Completed Joe Exercise Planner ) :
(Seidenschwarz,Jamie)

Add An Exercize Cancel

CSI0 Help Desk: Ifvou have any policy related questions involving this Scheduling application, please contact the CSID Help Desk at (20215148005 or toll-free at 1 800 365-5493. If you are
expefiencing problems using the portal, please contactthe ESP Group Help Des at (804 7448800 or by email at helpdesk@espgroup.net.

3. This form asks the user for detailed information regarding the exercise. Help buttons offer a
detailed description of the information required for each category. To view a category
description, click on the red question mark next to that category. When the form is complete,
click the “Save Changes” button.



Start Date:
End Date

Exercise Type:
Pragram:
Scenario:

Focus:

(7] Classification:

Murnber of Participants:

Scope:;

Primary Jurigdiction:
Federal Region:
Country:

Military Installation:

Participants (Agoncios, Departmonts, Organizations) — pgees,

Local:

State:

Federal:

International:

Tabletap

Horneland Security Exercise and Evaluation

Prograrn

Chemical release or threat

Response
Recavery

Far Official Use Only -

Stateslocal
Springfield

United States

Agency Name: Office for Domestic Preparedness
HQ Invalvernent: [ Participate [T Cantrol I Evaluate I Mone
Regional Office Invalvement: T Participate I Control [ Evaluate [ Mone

Marre: I

Phane: | ||
E-mail: | ||
State Agencies: =

Federal Agencies: =

Cantract Suppart:




Inviting Others to Join the Portal

1. If you are a Portal Administrator you will see a link on the Custom Tools

left hand side of the homepage entitled “Organization Centralized scheauling and

Administration.” Information System
Collaboration Tools
Secure Messaging
Library
Find Users
Calendar
Online Briefing=s
Forum Discussions
Survey Wizard
Chat
WebPort
TaskTrac

Admin Tools

Update Profile/Preferences
My Groups

Suggestion Box

Report Problems

Organization
Administration

Log Out

2. If you click on “Organization Administration,” you will see a link to “Invite Someone to

Join”
Membership Management
\

—,

Invite Someone to Join

Few Registrants

Current Users

Quick Search for Users
First Mame | |

Last Mame | |
Ermail Addressl |

Cuick, 0A View of Users By Org




3. Enter the email address of the person you wish to invite, separating multiple addresses with
commas. Pull down the menu under Organization to Join and choose the name of your State.
If you prefer, enter a personal message in the white box. The instructions in the blue box will

appear in the recipient’s email automatically. To complete the invitation, hit the “Send”
button.

Invite another project member to join the Portal

To:

|exercise planner@jurisdiction. state.us| |

(Enter in ernail address. For more than one, separate by commas.)

Drganlzatlon |—
to join:

— |Your
Personal
Invite

v

Message:
foptional)




4. The recipient of the email will follow the instructions for requesting access to the Portal.
Once he/she has completed the process, you will receive a notification that his/her
application is ready for final approval. Return to Organization Administration. Click on the
“New Registrants” link.

Membership Management

Imvite Someone to Join

Mew Registrants

Current Users

Quick Search for Users
First Name I

Last Mame I
Ernail Addressl

search |

Cluick , OA& View of Users By Orig

5. The names of users waiting to be approved to join your State’s organization will be listed.
Click the circular button next to the names of those you wish to approve, then click the
“Approve” button.

Name exercise_planner@jurisdiction.state.us Waiting for approval

6. The user will now be able to log on to the portal using the log in name and password created
during registration.



mailto:exercise_planner@jurisdiction.state.us

PORTAL LIBRARY
Managing Access to Library Folders

1. Inorder to create a folder in the Portal’s Library for uploading and housing documents/files,
click on the “Create a New Private Category’ link on the left side of the Library.

| § | j | % Office for Domestic Preparedness

Home > Library

Home | Secure heszaging | Library | Find Users | Calendar | Online Briefir

Click on a category to view files |

Click SEARCH to search titles, descriptions and |
OWNETS, =
1 All My Documents =
Public Library Categories
["_“] Create A New Public Category
3 Top 10 Public Documents
1 Winois COMMDIR (1)
1 Interagency COMMDIR (1)
1 ODP Portal Training Materials (3
7 Public Information Officer (P10} COMMDI|
1 Technical Assistance Resources (5)
1 Training (2
[ Washington COMMDIR (5)
Washington COMMDIR 2 (5
Private Library Categories

Lj Create A New Private Category
3 Top 10 Private Documents
2003 Program Topics (1)
2004 Program Topics (33

7 2004 Studio Production Calendar (1
=2 After Artinn Rennrts (111

2. Give the folder a name (i.e., ‘Exercise Documents’)

T | ; Help Desk phone: (804) 744-8800
¥ § | 3 % |Office for Domestic Preparedness st R L) SR

Home -> Library -> Category Mgmt
Home | Secure Messaging | Library | Find Users | Calendar | Onling Briefings | Forum Discussions | Survey Wizard | Chat | WebPort | TaskTrac | Logout
B S L I

Enter the name of the category [Exercise Documents [ Create |

To create a category yoll must first name it Type in a category name above, then click "create”

Cancel




3. The next screen will allow you to manage access to the folder, so you can grant viewing
rights to either individual users or an entire organization (i.e., your state).

ice for Domestic Preparedness AR L

-> Category Mgt
Home | gs %:e r%eﬁﬁ n% | Librare | Find Users | Calendar | Online Briefings | Forum Discussions | Survey Wizard | Chat |

Title of @'afe'gow|Exercwse Dacumeants |

Available Users Users allowed to see category
Schweitzer, Pobert (Office for Domestic Preparedness) (admin)

OOrgs MUsers Ty Groups

| |[ Search j

.' Updlate Category | | Delete Category | '

4. 1f you want to grant access to the folder to individual users, click the box next to ‘Users’ and
hit the ‘Refresh’ button. If you want to grant access to an entire Organization (i.e. everyone
in your State organization), click on the check box next to ‘Orgs’ and then click the ‘Refresh’
button.

Title of Category |Exercise Docurmerts

Available Users Users allowed to see categary

Foote, Shelley (Admin) ~| Schweitzer, Fobert (Office for Domestic Freparedness) (admin)
Hardy, Allan {Admirn) =

Hubbard, Willett (Admin)

Loughran. Julia (Adrmin)
Miller, Chuck (Adrmin) =]

[10rgs MUsers [Ihiy Groups | Fefresh
| |[ Search ]

Update Category Delete Category




5. Scroll down the list of Available Users that you would like to allow access to, and then add
them to the right hand column by clicking on the > arrow. Click the Finish button when done
granting access.

Title of Categony |Exercise Documents

Available Users Users allowed to see categary
Hardy, Allan {Admin) ~ Foote, Shelley (Admin)
Hubbard, Willett (Adrmin) s Schweitzer, Rober (Office for Domestic Preparedness) (admin)
Loughran, Julia {Admin) Seidenschwarz, Jamie (TZ Management)
Miller, Chuck (Adrmin)
Stahl, Marcy (Admin) -
[I0rgs [vIUsers [y Groups
Finished Update Category Delete Category Cancel

Note: Only the users who created the original folder can manage its access. Users that have
been granted access to the folder can upload documents within the folder.

Please call the Portal Helpdesk (804-744-8800) with questions about administrative access and
rights (i.e., deleting a user’s account if he/she leaves the organization).



