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Running for the first time 
 
Step 1: Log into RMS-PARS using the “RMS-PARS Start” icon on your desktop, or from the RMS-PARS link on the 

SOCPORTAL under informational links. If you don’t have these links, the address is 

https://prolog.hhs.gov/pars/index.php 
 

If you are having problems accessing RMS-PARS, you may have to make an adjustment to your browser’s security 

setting. In either Windows Explorer or Firefox, you need to make sure that the security setting TSL 1.0 is set to 

disabled. On the IRCT laptops the COML will have to make this change as an administrator for Internet Explorer, for 

the Firefox browser, the user has this access right. 

 
When you reach the RMS-PARS site, you will see the following page displayed: 

 
 

 
If you have an email address associated with your account and have forgotten your PARS username or password, 

you can retrieve your username and reset your password by selecting “Forgot your Username or Password?” link. In 

keeping with HHS guidelines, all passwords will expire and you will not be able to use the previous password when it 

does. All users can change their passwords by going to the “Maintenance Tab” and select “Change My Password” 
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If a user fails to enter the correct username and password 5 times, the account will be locked. The user can self-reset 

the password by selecting the “forgot password” link from the login screen. If the user doesn’t have an address listed 

in their user account, you will have to have it added by the PSC who is on the deployment or John Caprio, 

john.caprio@hhs.gov.  There is also an additional security feature where you will be automatically logged out of the 

system after 30 minutes of inactivity. 

 
If you have a PARS username and password, you would enter it here. If you don’t have a PARS username and 

password, you must have the Planning Section Chief create this for you. When the account is created, you can have 

and email address associated with your account. If you have an HHS email address you must use this address, if you 

do not have an HHS email any address can be used, but if and when you acquire an HHS address, it should be 

changed to that address. Once this is created, the first time you log in you will be prompted to change your password. 

This is necessary to meet the security guidelines and you must ensure that you do not share this information. 

Everything you do in RMS-PARS is time stamped and the user is recorded. 

 

 
 
Your password needs to be 7 characters or more, you must use at least one upper case letter, and you must have at 

least one special character. As you type your new password, the screen will let you know when it is strong, and you 

will see a green check mark and an indicator that your password is acceptable. When you re-enter the password, it 

must match exactly. 

mailto:john.caprio@hhs.gov
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Your user defined access level (Appendix A) determines which tasks you will be able to perform.   The following 

screens and duties are set up for a member of the Planning Section at the User level of access. 

 
The First time you log into RMS-PARS, you will see the following screen with Event Not Set highlighted in red. 

 

 



Page 7 of 73 
Version 1 .5 July 2014 

 

You have to be working on an event to work in RMS-PARS.  Every user has to select the correct event applicable  to 

your deployment To do this, you will click the "Select Event" button and you will see a list of all active events 
 
 

Events 
 

You can sel ect your current event or edit a l ocal event. 

 

The "Count" column shows the total count of Team Members assigned to this event (including demobilizing).  
X  Clear Event 

 
 

Show  entries Search:  j 
 

 

Event Name  A
v 

 

Count A
v 

 

Event Type  A
v 

 
Server Av  Start Date 

2011 NMRT-NCR August Training  Training RMS 09/16/2011 Set  as Current 

2011 Northeast Mid-Atlantic Flooding  Disaster or Emergency RMS 09/14/2011 Set  as Current 

.2. 2011POHDV_9 Sep  Disaster or Emergency RMS 09/09/2011 Set  as Current 

.2. 2011l oint Session of  Congress_8SEP11 14 Other RMS 09/05/2011 Set  as Current 

.2. 2011MLK Memorial Dedication 3 National Security  Event RMS 08/25/2011 Set  as Current 

.2. 201l Hurricane Irene 20 Disaster or Emergency RMS 08/22/2011 Current Event 

.2. 2011Recovery Missions Support  Other RMS 08/08/2011 Set  as Current 

2011 NMRT-NCR Leadership Meeting  Other RMS 08/07/2011 Set  as Current 

2011 D MO Training  Other RMS 08/04/2011 Set  as Current 

2011 PDB Training- MAC-ST Basic Course  Training RMS 08/01/2011 Set  as Current 

2011 On-Call (September 2011)  Disaster or Emergency RMS 08/01/2011 Set  as Current 

2011 On-Call (August 2011)  Disaster or Emergency RMS 08/01/2011 Set  as Current 

2011 July Midway  I slands, HI Humanitarian Mission  Disaster or Emergency RMS 07/29/2011 Set  as Current 

2012 NSSE RNC  Other RMS 07/26/2011 Set  as Current 

.2. 2011ESF-8 Training- FY11- FTX #2R 3 Training RMS 07/22/2011 Set  as Current 

2011 Battle of First Manassas  Other RMS 07/21/2011 Set  as Current 

POB Training- VA FMS EMR Training  Training RMS 07/18/2011 Set  as Current 

.2. 2011HQ Ac t vity 4 Other RMS 07/11/2011 Set  as Current 

2011 Minot,NO Flooding  Disaster or Emergency RMS 07/09/2011 Set  as Current 

2011 I ndependence Day  Disaster or Emergency RMS 07/01/2011 Set  as Current 

2011 On-Call (July 2011)  Disaster or Emergency RMS 07/01/2011 Set  as Current 

2011 ESF-8 Training - FY11 - FTX #4  Training RMS 06/25/2011 Set  as Current 

2011 ESF-8 Training - FY11 - FTX #3  Training RMS 06/20/2011 Set  as Current 

2011 Missouri River  Flooding (Pierre, SO)  Disaster or Emergency RMS 06/02/2011 Set  as Current 

2011 June 01 New England Severe  Weather  Event  Disaster or Emergency RMS 06/02/2011 Set  as Current 

2011 On-Call (June 2011)  Disaster or Emergency RMS 06/01/2011 Set  as Current 

2011 Severe  Weather Tornado  Joplin, MO  Disaster or Emergency RMS 05/23/2011 Set  as Current 

2011 CANX ROSTERS  Other RMS 05/23/2011 Set  as Current 

2011 POB Training - NMRT May Training  Training RMS 05/23/2011 Set  as Current 

2011 Mississippi River and Tributary Flooding  Disaster or Emergency RMS 05/12/2011 Set  as Current 

2011 ESF-8 FTX Task Force  Group  Training RMS 05/12/2011 Set  as Current 

2011 On-Call (May 2011)  Disaster or Emergency RMS 05/01/2011 Set  as Current 

2011 Region I V Severe Weather  Disaster or Emergency RMS 04/28/2011 Set  as Current 

2011 RegionIV Severe Weather.  Disaster or Emergency RMS 04/28/2011 Set  as Current 

2011 Field Operations  Log  Other RMS 02/22/2011 Set  as Current 

2010 HQ Activity  Other RMS 10/15/2010 Set  as Current 

2010 Haiti Earthquake  Disaster or Emergency RMS 01/12/2010 Set  as Current 

.2. logistics Events {2009-2012) 9 Logistics Travel RMS 05/31/2009 Set  as Current 

Event Name 

 
Showing 1to  38 of 38 entries 

Count Event Type Server Start Date  

 
 
 

 

If you can't find a particular event, please check to see if it is on another page. As you can see in the illustration 

above, there are 2 additional pages that have events listed. You can also use the Search box to narrow down your 

results. To select your correct event, click the "Set as Current" link in the far right column. This only has to be done 

once for the duration of the event and the event name will appear at the top of your page 
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The events that are bolded are events that have personnel assigned to them and the count column lists how many 

personnel are still assigned to the event, including demobilizing. 

 
Next, you will need to click on the “BACK” button, which will take you to the main screen. It is essential that you have 

selected the correct event to ensure that you are updating the correct personnel into the correct event. The name of 

the event is always listed on the top left in bold. 

 
If you are the first person to sign into the event, you will be prompted to set the Event Time Zone. This will enable you 

to see both the Event Time Zone and DC Time Zone from the main screen; this will assist you with planning your 

meetings and conference calls. 

 

 
 
Click the “SET” button to select the Event Time Zone. 
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Select the correct Time Zone and click the “SAVE” button. From this point forward, both the Event time and DC time 

will be displayed. 

 

 
 
 
As you can see from this screen, the Event name is “2011 Hurricane Irene”. The User is listed in bold on the top right 

under the RMS logo. Under the name you can see there is a green circle which indicates a current connection with 

the RMS server. If the circle is red, it means that there is no communication with the RMS server. 

 
The current tab selected is Event tab. From this tab you can see the following: 

 
• Global Message – This is set for all events by the System Administrator 

• Event Message – This is set by the PSC and gives an event-specific message 

• Team Member Search – As the number of deployed personnel grows, it will become harder to find specific 

personnel. By using this search tool, you can find a person based on where they are located at the incident or 

on their initial deployment roster. If a person reports to the Event and is not found on any deployment roster, 

you can add them as a Single Resource. This should rarely be done. (Note: if a person is not on a 

deployment roster, contact HHS Field Operations to see why. If the person is approved to attend the event, 

EMG will create a new roster with the person’s name included). 
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• Sync Data – This button syncs the data in PARS with RMS to ensure that PARS has the latest data set. As 

many users will be using the system, you should check the Last Sync time listed under this button to see how 

current your data is. 

• Roster Check-In – This will display all of the approved deployment rosters currently assigned to the selected 

event and will allow you to check teams and personnel into the event and assign them to a location. 

• Operational Periods / Time Zone – Explained under Appendix B Administrator Functions 

• Event Defaults - Explained under Appendix B Administrator Functions 

• Locations – Lists all the locations for the event. Editing and adding new locations is an administrator function 

assigned to specific users and is listed in Appendix B Administrator Functions. 

• Event List – This is a list of all events listed in RMS-PARS 
 

 
 
 

Roster Check-­‐in Defined 
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When you select the "Roster Check-In" button, any rosters that are active for the event will be downloaded to your 

view. You will notice above the roster list on the right, you have the option to view rosters that have been fully checked 

in and closed from your view as shown below. 

 
Roster Check-In 

 

Available rosters for the current event 

 
 
 
Show Checked-In Rosters Only 

 

•  Apprio 10-0002 IMSuRT-E [ IMSuRT-E- 08/0512011 1  

 
Team Members: 51/ Checked-In: 51 

 
•  Apprio 10-0004 NJ1DMAT [ NJ1 - 08/0512011 1 

 

 
Team Members: 32/ Checked-In: 32 

 
•  Apprio 10-00121RCT  Haiti/Command Staff[ IRCT-A- 08/0512011 1 

 

 
Team Members: 15 / Checked-In: 15 

 
•  Apprio CDC Roster [Other Agency-  08/0112011 1 

 

 
Team Members: 1/ Checked-In: 1 

 
•  Apprio  Reload Test [ IRCT-A- 08/0112011 1 

 
 

•  r2J   Apprio T st Rostr [ MD1 - 07128120  

 

 
Team Members: 1/ Checked-In: 1 

 

 
Team Members: 10 I Checked-In: 8 
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When you select a roster from the list, all members who have not been checked in will be highlighted and the check 

box will be available for check-in. Any person who has already been checked in will be grayed out. The following is an 

example of a roster that is fully open with no members checked in: 

 

 
 
As you see from the counts on the top right, there are 5 team members on this roster and 3 have checked in. You can 

select the individuals that you want to check in. If they are non-NDMS members and are part of a team, you can add 

the team name (for this example, RIST or NIST can be added). You also have the option to add a comment that can 

be added to their record. Once all the members are selected for check in, you select a “Location” and a “Status” and 

hit the “Check-In” button (see below). Any record with a red star next to their status indicates that there is a note 

attached. Mouse over the star to view the note. 
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The next screen shot shows a roster that has some members already checked in. Those not checked in are 

highlighted and are available to be checked in. 

 

 
 
The procedure for checking in a “Single Resource” is as follows. From the “Event” tab, you will enter the resource’s 

name in the “Team Member” Search box: 
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Then, click "Go". If the person is in RMS or PARS, you will see the following screen: 
 

 
Search Results  X 

 

Event Attendance 

Member Name  Control  Agency Team 

No Results 

 

 
Location  Status  Last Update 

 
Event Rosters 

Member Name  Roster Name  Deployment Position 

No Results 

 

 
Status 

 
RMS Team Members (Non·Rostered) 

Member Name 

® Bates, Robin 

Agency 

NOMS 

Team  State 

AL 

Position 

Nurse Practitioner 

® Bates, David 

® Bates, Dale 

NOMS 

NOMS 

NM  Emergency Planning Analyst 

CRC-S 10  N/A 

 
 
 

No search resul ts found in Event Attendance or Rosters. 

If the Team Member i s in RMS,pl ease  click on their name to check them in. 

Otherwi se,woul d you like to check-in a Non RMS Singl e 
Resource? 

 
Check-In Non·RMS Single Resource  Cancel 

L  Jd. 
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From here, you can see that the person is currently not assigned to the event (Event Attendance), not listed on a 

roster for the event (Event Rosters), and there are three personnel listed in RMS that match the criteria set “Bates”. If 

one of the people listed is the person you are looking for, you would click on that “person’s name” to check them in. 

Then you assign them to a location, give them a status and click “Check-In”. 

 

 
 

If there are no matches in any of the 3 lists, Event Attendance, Event Rosters or RMS Team Members, you will get 

the following screen (Note: it should be a rare occurrence that a person shows up to check in to the Event and is not 

on an approved deployment roster. Before you check in a person as a single resource, you should call HHS Field 

Operations at 1-800-USA-NDMS and inquire if this person has been approved to be at this event. If they are 

approved, Field Operations should add them to a roster and push the roster to RMS. You should click the “Sync Data” 

button to import the roster from RMS into PARS. Then, check in the resource from the new roster. (If the person was 

not being added to a roster, you would click the “Check-In Single Resource” button at the bottom of the search results. 

However, this will be very rare.) 
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Once you click the “Check-In Non-RMS Single Resource” button, you will type in the resource’s name: 
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Click “+ Add As New” and you will see the following: 

 

 
 
You should add as much information as is available. Select the Agency and Team Name. If they are on the IRCT, you 

should select their IRCT Position, select their Location and Status, and click the “Check-In” button. (Remember that if 

you do not use the search function first, you may be entering a duplicate name, which can only be removed by the 

PSC). 

 
If you hit the search button and the person is listed under “Event Attendance” that indicates that the person has 

already been checked in to the event; selecting that name will take you to that person’s personnel record in PARS. 
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• Caprio, John  J  
 
[ Deployed Time:16  days,18 hours,34 minu tes I Time at event: 2 days, 8 hours,12 minutes ] 

 
Location & Status:    IRCT (On Site) 

 

First Nome:   John 
 

Middle Name: 
 

Last Name:  caprio 
 

Agency:  NOMS 
 

Position:    Team Commander 
 

Home  City:  Palm Coast 
 

Home State:  fl 
 

Primary Airport:  MCO 

Team:   IRCT-A 

Phone:    (123)4S6-7890(C) 

 
Email:   ndmshelpdeskChhs.gov 

 
Comment: 

 
 

IRCT Position:   OPERATIONS SECT. CHIEF 

 
 

AR emove Teilm  Member From Event 

 
 
 

Or Location 
 
 

IRCT -- Status --  Set Status 
 

r-0 Check All  All Teams  . 
Name  ¢  Agency   ¢  Team Name  ¢  Location   ¢  Status    ¢  Last Status  Check  ¢ 

0 Alarid, Carrie  NOMS  NMRT-CENTRAL  IRCT On Site  08/0S/201110:41:36 

0 Amrhein, John NOMS  MOl IRCT On Site  08/0S/2011 10:04:1<6 I 
0 Barber, Guy  NOMS  MOl IRCT On Site  08/0S/201110:04:16 I 

0 Bongiovanni, Diane  NOMS  MOl IRCT On Site  08/0S/2011 10:04:1<6 I 
0 Boone-guercio, Pamela  NOMS  MOl IRCT On Site  08/0S/201110:04:16 I 

0 Bowman, Thomas  NOMS  IRCT-A IRCT On Site  08/0S/2011 09:so:27 I 
0 Brast, Shawn  NOMS  MOl IRCT On Site  08/0S/201110:04:16 I 

0 Brown, Jimmy CDC  IRCT On Site  08/0S/2011 09:S0:4S I 
0 Camp,Dwight NOMS  IRCT-A IRCT On Site 08/05/2011 09:50:2 7  I 

0 Caprio, John NOMS  IRCT-A IRCT On Site  08/0S/2011 10:22:12 I 
0 Carlson, Karol  NOMS  NVRTS  IRCT On Site  08/0S/201109:so:27 I 

10  De Marco, Patrick  NOMS  IRCT-A IRCT On Site  08/0S/2011 09:so:27 I 
0 Fair, Donald  NOMS  IRCT-A IRCT On Site  08/0S/201109:so:27 I 

10 Farkas, Iii, Ernest  NOMS  MOl IRCT On Site  08/0S/2011 10:04:1<6 I 
0 Garrett, Andrew  NOMS  NOMS HQ STAFF  IRCT On Site  08/0S/201109:so:27 I 

10 Goemann, Gerhardt  NOMS  NVRTS  IRCT On Site  08/0S/2011 09:so:27 I 
0 Greim, William  NOMS  IRCT-A IRCT On Site  08/0S/201109:so:27 I 

10 Kleinman, Gary  NOMS  IRCT-A IRCT On Site  08/0S/2011 09:so:27 I 
0 Leach, Joanne NOMS  IRCT-A IRCT On Site  08/0S/201109:so:27 I 
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Making a selection from the “Event Rosters” will take you to the actual roster they are listed on and then you can 

check them is as you would normally do. The roster that the person is on will be highlighted in “blue”. 

 

 
 
Then selecting that blue roster will give you the person you are looking for, already checked. 
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Accountability Tab 
 
The “Accountability Tab” is the main location that Users will access to maintain accurate accountability of all deployed 

personnel. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The first tab is “Locations”, and this will list all of the locations for the event that have personnel assigned. You can 

show all the locations for the event by selecting the “Include Empty Locations” button. It is broken down by column as 

follows: 

 
• Location Name – This is the name of the Location 

• On Site – This is the status used to list a resource as physically being at the site and is listed as a total 

number for each site in this status. 

• Enroute – This is either going to a location or coming from a location, and is listed as a total number for each 

site in this status. 

• Staged – This is used for a resource who is staged in a reserve status and ready to be utilized. The list shows 

the total number for each site in this status. 

• Billeting – This is used for a resource that is off duty and subject to recall. The list shows the total number for 

each site in this status. 

• Total – This is the total number of resources in all Statuses for a given location. At the bottom of this column 

is the total number of resources in all statuses for all sites. 

• Include Demob – Adds in the members that are in a Demobilizing Status. (Note, this will affect your onsite 

counts) 

• All Teams Dropdown – using this function will allow you to filter records by team 

• Search Function – This search feature has been added to all views to allow you to find a resource from 

virtually any screen 

• Excel – By clicking this button, the current view will be exported to an Excel file. 
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As you work with locations, you can hover your cursor over a location name and view the latest weather update 

for that location, based upon the physical address and geocoding for the location. Below is a snapshot of this 

(Weather information can be toggled on or off for an event). 
 
 
 
 
 
 
 
 
 
 
 
 

Also, when you select a location, you will see the current weather for the location under the Local and DC Times. 

Here is a snapshot of that view: 

 

 

When you select a location, you can see all the following: 

 
• Name 

• Agency 

• Team Name 

• Location 

• Status 

• Last Status Check 
 

You can update personnel by checking all or individually, sort by any column, filter by specific teams, and also include 

members who are in a demobilizing status. 
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Status Changes 

 
There are 5 statuses for personnel in PARS. Every time there is a status update or status change, a record is created 

for every person and lists the date, time, and who made the update. 

 
• On Site – This indicates that a resource is on site at a location. It is also the status we use when a PAR check 

is done. 

• Enroute – This indicates that a resource is traveling to or returning from an operational location. This is not 

the status for resources that are traveling to or returning from the event. 

• Staged – This indicates that resources are at a location while awaiting a tactical assignment. Resources in 

this status are ready to be utilized by Operations. 

• Billeting – This indicates that the resources are out of service and may or may not be subject to recall. 

• Demobilizing – This indicates that the resource has started travel from the event to their home station or other 

location out of the event. When this status is used, the control of the resource is automatically switched from 

IRCT to EMG. When you make this change, you will see the following warning message before you make the 

change: 
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Accountability Tab, Event Counts 
 
This view shows resources broken down by Agency, Team, and Roster. As with the location view, this function can be 

sorted on any column, can include resources demobilizing, allows you to search for a resource, or can be printed. Like 

the locations tab, only Controller, Agency Count, Team Count and Roster Counts that have personnel will be shown, 

you can include all of the counts by hitting the “Include Empty Counts” Button. (Note: There is an additional group that 

can be viewed by the Administrators called Controller Counts. This gives a total count for personnel under the control 

of the IRCT and the EMG) 
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Accountability Tab, Event Resources 
 
From this tab, you will see a breakdown of all deployed resources. The default view is set with the control to your 

username so if you are on the IRCT, the control will be IRCT. 

 

 
 
Everyone has access to change the control view. This will allow you to see resources under the control of the EMG or 

ALL will show total resources. The next two screens are examples of this: 
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You can change the views to Show Position, which will display the rostered positions for each resource. This view can 

also include the IRCT resources and can include resources that are demobilizing. Any view that is selected can be 

printed by clicking the Print button. You can search for any resource using the Search function in the upper right. 
 

 
 
 

Accountability Tab, Demob Resources 
 
From the Demob Resources tab, you can view all resources that are currently in a demobilizing status. Once the 

resource returns to their home and are demobilized, they will be removed automatically from PARS, and can only be 

viewed from the Attendance tab under the Demobilized Home Report. When a person is placed in the Demobilizing 

Status, the Control changes from IRCTto EMG. This is a very powerful function as it changes the responsibility for the 

person from IRCT to EMG Control. Once a user is placed in the demobilizing status, only the Event Administrator can 

change them back to the control of the IRCT. 
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Accountability Tab, IRCT 
 

Selecting this tab will give you the view of all IR CT personnel. IR CT personnel will be under this view once they are 

assigned an IRCT position 
 

 
Event  Accountability  lAP 1 res Forms  Maintenance 

 
 

Locations  Counts  Resources Demobilizing  !RCT Map  Attendance Search P Go 

Print Control:!RCT   . Count: 16  All Teams 

Member Name  ¢   Agenc)¢  I RCT Position  ¢   Location¢    Statu!C:  Last Update  ¢   Time@Evt¢ 

® Amrhein, John Philip  COMMUNICAT ION UNIT LEADER  .2. IR CT On Site    08/18/2011 10:39:57 2d Oh 

® Camp, Dwight C OPERATIONS BRANCH DIR ECTOR .2. IR CT On Site    08/18/2011 10:39:57 5d 21h 

® Ca prio, John J OPERATIONS BRANCH  DIR ECTOR .2. IR CT On Site    08/18/2011 10:39:57 1d 1h 

® Carlson.Karol Jean  LOG IST ICS DEPUTY SEC. CH IEF  .2. IR CT On Site    08/18/2011 10:39:57 5d 21h 

® De Marco,Patrick Francis RESOURCE UNIT LEADER  .2. IR CT On Site    08/18/2011 10:39:57 5d 21h 

® Gallagher.Michael STAGING AREA MANAGER .2, FEMA  On Site    08/18/2011 10:39:48 5d 2h 

® Garrett,Andrew L  CHIEF MEDICAL OFFICER .2. IR CT On Site    08/18/2011 10:39:57 5d 21h 



Page26  of73 
Version 1.5 July 2014  

 

Accountability Tab, Map 
 

The Map Tab gives you all of the locations for the Event, in a map view that have personnel assigned. You can view 

all of the locations for the event by hitting the “Include Empty Locations” button. The PSC has the ability to adjust the 

locations under the “Location” tab in Events. 

 

 
 
 
 

 
When you click on a location icon, the following will be displayed: 

 
• Location Name 

• Address with LAT & LNG: 

• Updated weather information with 5 Day forecast (can be turned on and off via Event Defaults) 

• Number of Resources assigned to the location 
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Event 

Accountability lAP 1 res Forms 
 
Maintenance 

 
 

Locations Counts  Resources Demobilizing  !RCT'-'- 'M:..::.P::-'-  Attendance  Search P  Go 

 

Print Control: All 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mostly Cloudy 

Temp: 82 OF 

Humidity: 65 o/o 
1N'ind: SSE 10 mph 

5-0a y Forecast 
Mon : Pa rtl y Cloudy, Hig h : 91/ Low: 71 
Thu:Isolated Thunderstorms, High: 88 / Low: 7 3 

Fri:PM Thunderstorms, High: 90 I Low: 7 2 

Sa t: Sca ttered Thunderstorms, Hig h : 91/ Low: 74 
Sun: Scattered Thunderstorms, High: 89 / Low: 7 3 
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Accountability Tab, Attendance 
 
This tab gives you the following reports: 

 
• Current Attendance Record – This is the last status change for all resources 

• All Attendance Records – This lists all the status changes for a resource for the entire event. As the Event 

progresses, this list will become very long as every movement is listed. 

• Check-in Record (Order by Date) – This provides a list by date of when resources were checked in 

• Check-in Record (Order by Team Member) – This provides a list of check-in records in alphabetical order 

• Demobilized (Home) – This view lists all resources who have demobilized. 

• Historical Report – This view lists all resources from previous days in a deployment. 

 

 

 
 

 

Accountability Tab, Historical Report  
 

The Historical Report allows you to retrieve information from previous days of the deployment and not just current 
information. It is set up by day/date/24 hour period. When you change the time in the calendar, the number of team members 
changes (if applicable). 

 Click Run Historical Report 

 Click in the Choose date field 

 Select a date/time from the calendar 

 Click Done on the calendar 

 Click Run Report  
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IAP Module 
 
The IAP module allows the planning section to create an IAP using up to date, approved ICS forms. Before you begin 

working on the IAP, the PSC must define the initial operational period(s). The first operational period is always turned 

on, as you have to have at least one operational period to start the IAP Process. From the Events tab select the 

Operational Periods – Time Zone button: 

 

 
 
From this screen you can name the operational period (Day Shift, Night Shift, Swing Shift) and set the time for that 

period. As you define and turn on additional periods, the system will add additional IAPs. 

 
To start the IAP, select the “IAP/ICS Forms” tab from the main screen. The first time you go to this tab, you will see 

the following screen: 

 

 
 
As you can see from this screen, you must first select the date for the first operational period. Be careful to select the 

actual date that the IAP is covering.  As we normally create the IAP for the next operational period, it “usually” will be 

the next day’s date. Once the first IAP is created, the date will automatically change to the next day when the IAP is 

published and rolled over. 

 
After you select the correct date, click the “Start IAP” button and you will be presented with a final message asking if 

you are sure you want to start the IAP. 
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When you click “OK”, you will navigate to the following page. You will see that the Operational Period is selected and 

the only form that is turned on is the ICS-202. This form, when selected, allows you to choose the forms that you want 

completed for the event. 

 

 
 
You will also notice that there is a “change date” button below the Operational Period selection box. This will appear 

for the first operational period only in case a mistake was made when the “Create IAP” button was clicked. It will also 

appear again when a new operational period is added by the PSC. 
 

 
Another important task that has to be completed, especially as you start completing forms, is that the positions of your 

IRCT personnel have to be assigned, since those positions will be used on the forms. To assign a position for a 

person, go to the “Event Resources” tab, select the person that you want to assign an IRCT position for, and click on 

their name to bring up the Team Member Detail: 
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Click on the person that you want to assign the position to: 

 

 
 
Click on the name and you will be at the Team Member Detail Screen: 

 

 

From this screen, you will select the position that you want to assign from the “IRCT Position” dropdown box 



Page33  of73 
Version 1.5 July 2014  

 

 
 

Then click the “Update” button and a confirmation message will appear. Click “OK”, and you will be taken back to the 

Event Resources Page as shown in the next two screenshots: 



Page34  of73 
Version 1.5 July 2014  

 

 
 

 
 

You will notice that the person you just changed will no longer be in this view unless you click the “Include IRCT” 

button. Or, you can view them under the IRCT Tab. You should continue to do this for all IRCT personnel, or can 

come back to the screen at a later time. We recommend you assign these positions right after these personnel are 

checked in to the IRCT. 
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IAP (Incident Action Plan) 
 
To start an IAP, select the “IAP / ICS” Forms Tab, and you will see the following page: 

 

 
 
Insert the date of the operational period the IAP is being created for then hit the “Start IAP” button. You will notice that 

the IRCT that you are on will be listed on the button automatically based on what your control is set for. You will a 

pop-up box asking if you are sure that you want to create the IAP. If you are an “Admin” you will have to select your 

controller. 



Page36  of73 
Version 1.5 July 2014  

Hit the “OK” button to get to the first IAP screen. 

 

 
 
You will notice that for the first IAP you have the option to change the date for the first IAP. This is there in case the 

wrong date was used when you hit the “Start IAP” button. Once the first IAP is published, the date cannot be changed. 

To start the IAP hit the “ICS-202 Incident Objectives” button. 



Page37  of73 
Version 1.5 July 2014  

In designing the lAP portion of the software, we had to select a form that would be the launching pad for all 

the other forms; the ICS 202 was chosen for this purpose. The ICS-202 is shown below: 
 

2011 APPRIO TEST EVENT (GREENE) 0 Back Save  Cl  PDF Logoff 

 

 
ICS 202 • Incident Objectives 

The Incident Objectives (ICS 202) describes the basic incident strategy, incident objectives, command emphasis/priorities, and 

safety considerations for use during the next operational period. 
 

Additional PDF to include: [ No file selected IChoose File] 

 
 
 

Incident Name: 
2011 APPRIO TEST EVENT (GREENE) 

OperationalPeriod: 

08/14/2011 First  Op Period 0700·1900 

 
Objective(s): 

 

 
 
 

OperationalPeriod Command Emphasis: 
 

 
 
 

GeneralSituational Awareness: 
 

 
 
 

Site Safety Plan Required?: ( ' Yes r.'l No 

Approved Site Safety Plan(s) located at: 
 

Incident Action Plan (the items checked below are included in this Incident Action Plan): 
 

0 lAP Cover 

0 ICS 201• Incident Briefing 

0 ICS 202 • Incident Objectives 

0 ICS 203 • Organization Assignment List 

0 ICS 204 • Division Assignment 

0 ICS 205 • Radio Communications Plan 

0 ICS 206 • Medical Plan 

0 ICS 208 • Safety Message I Plan 

0 ICS 209 • Incident Status Summary 

 

0 ICS 211 • CheckI·n List 

0 ICS 213 • General Message 

0 ICS 214 • Unit Activity Log 

O ICS 215 • Operational Planning Worksheet 

0 ICS 215a • lAP Safety Analysis 

0 ICS 218 • Support Vehicle Inventory 

ICS 220 • Patient Movement 

O ICS 221• Demobilization Plan 

 
IRCT Phone Directory 

Position 

ESF 8 Lead : 

Commander : 

Deputy Commander : 

Operations Desk : 

Planning Desk : 

Logistics Desk : 

Admin I Finance Desk : 
 

Safety Desk : 

 
IRCT staff 

Position 

 
 
Name 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Name 

 
 
Cell Phone Desk Phone 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Phone Email 

Prepared by:  Submitted for Review  0 
 Approved 
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ICS 202 Elements 
 

At the very top is a way to add PDF’s to your IAP. As you receive the HASP and HERA documents, weather forecasts, 

etc. you should save the document in a location on your computer. Click the “Choose File” button, navigate to and 

select the file, select “Open”, and the file will be uploaded. The filename will be listed under the last form added under 

the ICS-221. As seen below, we added a document called Screen Shot. If that form needs to be removed, there is a 

button next to the form check box to accomplish this. 

 

 
 

• On the first row, Incident Name, Date/Time Prepared, and the Operational Period are automatically 

completed. 

• Objectives, Operational Period Command Emphasis, General Situational Awareness, and Site Safety Plan 

are all fillable fields. 

• The Incident Action Plan check boxes turn on access to the forms for the IAP. All the forms necessary to 

complete a basic IAP are completed, with a few still remaining to be developed. So as you check the boxes, 

the IAP menu selections will be turned on. (See Below) 

 

 
 

These are checked and below is the activated menu. 



 

 

 
 

• IRCT Phone Directory – This is the list of Personnel who are assigned to each section for this operational 

period. The Name, Cell phone and actual Desk phone numbers should be added. 

• IRCT Staff Positions – This is automatically completed for you and lists everyone that has an IRCT position. 

(See Below) They are sorted alphabetically by name. 

 

 
 

• The Prepared by and Approved by are Drop Down Box selections 

 
Once the person who prepares the form has completed it, and the form has been saved, the “Submitted for Review” 

button is checked and saved. 

 

 
 
When a form is submitted for review, the IAP menu shows a circle on the form tab. 
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Approval of the form is at the Incident Commander’s discretion. Some ICs want a printed copy that they sign off on, in 

that case the PSC can check the “Approved” check box and save the form. Others may want to go into PARS and 

approve the forms themselves. Either way, there is a timestamp of who approved the IAP and when. Once a form is 

approved, a checkmark appears on the IAP menu form button. 
 
 
 
 
 
 
 
 
 
 
This allows the Planning Section to visually see where the IAP is in the Review/Approval process. 
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lAP Cover 
 

As the name implies,  the lAP cover is the cover page of the document We have added the ability to insert a graphic 

on the page that can be changed every operational period    You can differentiate  the lAPs and add your own touch to 

the lAP. As in the 202, you just click the choose file button, attach your file, and it will be placed on the page. There is 

also a Notes area to add any comments, select the Prepared by and Approved by names from the drop down boxes, 

save it, save it for review, and have it approved 
 

lAP Cover - Incident Action Plan Cover Sheet 
 

l AP Cover Image: (  No file selected  I Choose File) File SucessfuiJy Uploaded 

 
 
 

Incident Name: 
2011 APPRIO TEST EVENT (GREENE) 

Operational Period: 
08/19/2011 Firs t Op Period 0700-1900 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Notes: 

This is where you can add comments 
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ICS-203 
 
The 203 should be easily completed by going through the form and just selecting the names to build the command 

structure. This form is driven by the personnel in the accountability module who are assigned IRCT positions, so as 

stated earlier, all IRCT personnel must be assigned a position so they will be able to be on this form. 

 
As you go through the form and make your choices, the personnel in that section will be at the top of the dropdown 

box. So for the command area, if we click on the IC position, the choices will be on top, with everyone else listed 

below. 
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In this example, you would choose the ICT1 Andrew Stevermer for the IC. You will do this for all the sections in the 

same manner. When you get to the Operations Section, you will see that there are 4 branches that can be set up, with 

3 being definable and one, the Patient Movement Branch, being defined. As you set up the operational structure from 

the ICS-215 (which is still being developed), you will define the names for each branch, division or group. This is 

important as each of these names will be listed on the ICS 204 form(s) as each will have a 204. Here is an example: 

 

 

 
You will continue with all the sections in the same fashion until the form is completed, submitted for review, and 

approved. I n  a d d i t i o n ,  the Technical Specialist fields are now editable. . 
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ICS-­‐204 
 
The 204 ties into the 203 and Accountability to allow selections for your locations, Branch Division and Group names, 

and Operational staff. It will lay out the assignments for each of these units. For the first operational period, this will 

take longer, but as the IAP is rolled over, all this information will be populated with just the assignments and special 

instructions requiring editing, until the operation changes. To create the form, click the New 204 button and select the 

Branch, Division, or Group you want to create the assignment for: 

 

 
 
Select Command Structure: 

 

 

 
A new feature on this form is the use of dynamic fields. If you want to add a resource, you will hit the “Add” button and 

it will add a line under the resources assigned. You can add as many as you want, so if you want to add 1 resource, 

you hit the add button once, and then hit save. If you want to add 5 resources, you hit the “Add” button 5 times and 

then hit save. 
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Insert the work assignments, special instructions, and radio information (radio channel selections will be tied into ICS- 

205 in version 2), save it, submit it for review, and approve it. 
 

 

 
You would then create the next 204 until you have completed all that are needed. The Division /Group 

Communications Summary is now tied directly to the ICS 205. When you select a Channel dropdown, and select a 

channel, the additional information will be filled in automatically when you hit the “Save” button 

 

 
 

 

This form and its contents will roll over when the next IAP is created.



Page45 of 73 
Version 1.5 July 2014 

 

ICS-205 
 

The 205 form should be completed by the Communications personnel in Logistics. You have to ensure that they have 

access to the form and have permission to edit the form. This process is explained in Appendix A, Setting up Users. 

This has also been changed to a dynamic form and as stated above is tied into the ICS 204. You can now add as 

many channels as you need. 
 
 

ICS 205 - Radio Communications Plan 

The   ncident Radi o Communi cati ons Plan  ( CS 205) provides informati on on all radi o frequency or trunked radi o 

system talkgroup assi gnments for each  operati onal period. The  plan i s a summary  of informati on obtained about 

availabl e radi o frequencies or talkgroups and  the  assi gnments of  those  resources by  the  Communi cati ons Unit Leader 

for use  by  inci dent responders. 

 
ICS-205:  RADIO COMMUNICATIONS PLAN 

Incident Name  [ Controller ]:  Date I Time Prepared: OperationalPeriod: 
2012 JRCT PARS Training Hurricane  07/11/2012 18:07:28 07/12/2012 Day  Shift 0700 

1900 [ RCT SE ] 
 

Add  Radio Assignments: 
 

Radio 

10 
 
Motorol 

 
Channel 

 
L-1 

Frequency 
TX 

 
HHS-234 

Frequency 

RX 

 
Function 

 
Operati ons 

 
Assi gnment 

 
Operati ons 

 
Remarks 

 
Repeater 

a       
XTS·       
5000       
Motorol 

a 

L-2 HHS-234  Team Command Fl orida Hospi tal 

Fl agl er 

Simpl ex 

XTS·       
5000       
Motorol L-3 HHS-234  Team Command Fl orida Hospi tal Simpl ex 

a     Memorial  
XTS·       
5000       
Motorol L-4 HHS-234  Team Command Halifax Hospi tal Simpl ex 

a       
XTS·       
5000       
Motorol K-5 HHS-234  Logi sti cs Logi sti cs Repeater 

a       
XTS·       
5000       
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ICS-206 
 

The 206 form should be completed by the Medical Unit Leader or Chief Medical Officer. You have to ensure that they 

have access to the form and permission to edit the form. This is explained in Appendix A, Setting up Users. You will 

notice that this form has also been changed to dynamic fields. 
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ICS 206 - Medical Plan 

The Medi cal Plan  ( CS 206) provi des informati on on inci dent medi cal ai d stations,transportati on servi 

ces,hospitals,and medi cal emergency procedures. 

 
ICS-206: MEDICAL PLAN 

 
Inc dent Name [ Controller ]: 

2012 JRCT PARS Training Hurricane 

[ RCT SE] 

 

 
Date I Time Prepared: 

07/11/2012 18:08:16 

 
 
OperationalPeriod: 

07/12/2012 Day  Shift 0700 1goo 

 

Add  Inc dent Force Health Protection Stations: 
 

Station I Level Location FHP Contact Name Phone # 1 Contact 

IRCT Med  Stati on IRCT   

Add  Ground Ambulance Services: 
 

Name Address 
 

Fl agl er County Fire 

Rescue 
 

Daytona Beach Fire 

Rescue 

 
Add  Air Ambulance Services: 

 
Name Address 

 

Fl agl er County Fire 

Rescue 

 
Add  Hospitals and Clinics: 

 
 
Phone # 1 Contact 

g11 

 
g11 

 

 
 
 

Pho•ne # 1 Contact 

gn 

 
 
Paramedi cs 

 
Name 

 
Fl orida Hospi tal 

Fl agl 
er 

 

 
 

Fl orida Hospi tal 

Memorial 
 

 
 
 

Halifax Memorial 

 
Address 

 
60 Memorial Medi cal 

Parkway 

Palm Coast,FL 

32164 
 

 
224  Memorial Medi cal 

Parkway 

Daytona Beach,FL 

32117 
 

 
303  N. Cl yde  Morris 

Bl vd. 

Daytona Beach,FL 

32114 

 
Trauma Burn 

Center Center 
Helipad

 

 

 
MedicalEmergency Procedures: 

Access  EMS System i f an emergency  arises and  i f EMS systems i s intact (NOTE: ANY JNDfVIDUAL SENT 

TO AN URGENT  CARE/HOSPITAL MUST HAVE A CA 16 FORM SIGNED,AUTHORZIING TREATMENT) 

Compl ete noti fi cati on and  reporting procedures bel ow : 
 

Reporting Procedures: 

1. Safety Offi cer: Compl ete  Acci dent Investi gati on and  NOMS/OSHA Form 301and forward to JRCT Safety Offi 

cer. Noti fy  JRCT Safety Offi cer IMMEDlATELY of OSHA Reportabl e Inci dnets. The JRCT Safety Offi cer will 

maintain the OSHA 300  Injury and Illness Log  of OSHA recordabl e inci dnets for each depl oyment. 

2. Team Medical Office/ Admini strati ve  Offi cer: Compl ete CA-1/CA-2 and  CA-16 forms & submit t to 

the JRCT Admin/Finance, as well as attached to the EMR for the empl oyee. Compl ete the EMR for the inci 

dent. 

3. USPHS Commi ssi oned Corps : Access  TriCare at www.tricare.mil 

 

http://www.tricare.mil/
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ICS-208 
 

The 208 form should be completed by the Safety O f f i c e r .  You have to ensure that they have access to the form 

and permission to edit the form.  You have to ensure that they have access to the form and permission to edit the 

form. This is explained in Appendix A, Setting up Users. Note  The HASP and HERA can be added to the lAP by 

using the "Attach PDF" feature on the ICS-202. 
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ICS-­‐209a 
 
It is critical to the functioning of the IRCT to eliminate the duplication of effort between creating the IAP and also 

populating the WebEOC Situation Report and IAP. The ICS 209 is the major conduit for this task. The 209 is the 

Incident Status Summary, and has been tailored to encompass updates from all of the ESF-8 agencies working within 

the IRCT during an event, and also all of the sections within the IRCT. All personnel who will work on this form need 

to have access to it and the ability to edit the form, as explained in Appendix A, Setting up Users. It will be necessary 

to ensure that during the creation of the IAP, all users who have input to the Sit Rep and IA, must log into the 209 and 

complete their area of documentation. Once the IAP is published, a data file is created and sent to WebEOC. This 

data is then imported into WebEOC and the current Sit Rep and IAP in Web EOC will be completed. This data comes 

from the entire IAP and from the 209. Once imported, the Planning Section should review the data, make any 

additions that are needed, and save the Sit Rep and IAP. This process should minimize the time spent in WebEOC by 

the Planning section. 

 
The 209 has been split into 209a, b and c. A and C should be done every operational period, B is really an agency 

reporting tool and can be used when Agency LNO’s are working in the IRCT. REMEMBER, this form is the main 

source of data for your WEB EOC sit rep, so if you enter the data here, you won’t have to enter it in WEB EOC Sit 

Report. All you will have to do is verify the data after it has been imported into Web EOC. 
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2012 IRCT PARS Training Hurricane 0 Back Save  l PDF Logoff 
 

 
ICS 209 - Incident Situation Report 

ThP.  TC:S 'nq is; 11s;P.rl  fnr n pnrtino inform"'tinn nn s;i onifirA"nt inr:irlP.n.t Tt is; nnt intP.nrlP.rl fnr P.vP.ry inr:irlP.nt,"'-"  mns;t inr:irlP.nts; 

are  of  short duration and do  not require scarce resources,significant mutual aid,or additional support and attention. 

 

ICS-209a: INCIDENT SITUATION  REPORT  
 

 
Operational Period : 
07/12/2012 Da y Shift  0700-1900 

Incident Name [Controller]: 
2012   RCT PARS Training Hurricane 

( IRCT-SE ) 

Date I Time Prepared: 

07/11/2012 18:10:51 

Incident Number: 
4936 

Incident Type: 
Disaster  or Emergency 

Incident Commander: 
Formanski,Stephen 

Current Situation : 
Hurricane Skip  has made landfall and  is moving west  across North Florida as a Cat III. Florida has requested DMAT  and 

ER augmentation support for 3 hospitals. Currently all logistical are in theater and a BoO  is being set up  by  LRAT at 

Florida Hospital Flagler. The  RCT is sheltering in place at Flagler EOC and is fully Operational. Teams are currently en-
route from Atlanta and are scheduled to arrive on assigned locations by  0500. 

Priorities: 

To maintain 100% accountability of all ESF-8 assets 

Ensure all Teams travel safely  to their work locations 

Ensure day  shift personnel are ready  for work upon arrival to work location 

Challenges: 

Weather is hampering BoO  set up  at Florida Hospital Flagler 

Fatalities I Casualties: 

10/200 

Extent of Damage: 

Extensive damage to Flagler and Volusia counties 

Florida Hospital sustained moderate damage,and has flooded in areas 

Water is shut down in Palm Coast 

All bridges closed over intercostal waterway 

Evacuation Details: 

Flagler and Volusia County east of the  ntercostal Waterway 

CriticalResources Needs: 

Need 2-12 person Task Forces deployed to augment decompression teams 

Need 2-12 person Task Forces deployed to be  staged for potential 

missions Need to order 2 additional DMATs to be  sent to staging in Atlanta 

Hospitals Reporting: 

3 

Hospitals on Grid: 

0 
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ICS-209b 
 
 

ICS 209 - Agency Situation  Report 

The   CS 209 is used for reporting information on significant incidents. It is not intended for every incident, as most incidents 
are of short duration and do not require scarce resources, significant mutual aid, or additional support and attention. 

 

ICS-209b: AGENCY SITUATION REPORT 
 

Incident Name [Controller]: 
2012   RCT PARS Training Hurricane 

( JRCTS·E ] 

Date I Time Prepared: 

07/11/2012 18:12:11 

Operational Period : 
07/12/2012 Day Shift  0700-1900 

Incident Number: 
4936 

Incident Type: 

Disaster or Emergency 
Incident Commander: 
Formanski,Stephen 

CDC: 
No Report this OP Period 

FDA : 
No Report this OP Period 

NIH: 
No Report this OP Period 

ACF: 
No Report this OP Period 

AOA : 
No Report this OP Period 

CMS: 
No Report this OP Period 

SAMHSA : 
No Report this OP Period 

IHS: 
No Report this OP Period 

HRSA : 
No Report this OP Period 

DOD: 
No Report this OP Period 

USCG: 
No Report this OP Period 
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ICS-209c 
 

 
ICS 209 - Section Situation Report 

The   CS 209 is used  for reporting information on :significant incidents. It is not intended for every incident, as most 
incidents are of short duration and do not require scarce resources, significant mutual aid, or additional support and attention. 

 

ICS-209c:SECTION SITUATION REPORT 

Incident Name [Controller]: 
2012   RCT PARS Training Hurricane 
( JRCT·SE ] 

Date I Time Prepared: 

07/11/2012 18:13:14 

Operational Period : 
07/12/2012 Day  Shift  0700-1900 

Incident Number: 
4936 

Incident Type: 
Disaster or Emergency 

Incident Commander: 
Formanski,St·ephen 

Operations: 

Our main focus  for this period is to ensure that  all three sites  are  operational by 0700  hours on July  5th 
Requested 1additional DMAT and  2-12 person Task Forces to be sent directly to our staging 
Requested 2 additional DMATs to be sent to Mob  Center 
MA being generated for another hospital ER replacement in St Augustine 
Working 215 for future needs. 

Planning: 
Working onl AP and  Sit Rep 
Assisting Operations with additional MAs 
Started Contingency Planning 

Logistics: 

Building Florida Hospital Flagler BoO 
Possible request for another hospital support mission, will have  to use reserve DMAT cache 
Request coming for additional full DMAT and Resupply cache 
No other shortfalls 

Safety: 
Created ICS-208 
Did site  visit  of all locations we will be working on 

Admin I Finance: 
Establish Cost  tracking 

Receiving Travel documents from travel 

Remarks: 

Prepared by: ( [PSC1] Wood, Dennis  ; ) Submitted for Review 

Approved by Incident Commander :( [ICT ] Formanski,Stephen ; ) Approved 
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ICS-211 
 

The 211 Check-in  form is automatically  generated and will provide a list of every person who checked in as of the time 

that the lAP is published  All the planning section needs to do is Submit it for review, have it approved, and the form 

will be added to the lAP. When you publish the lAP the latest location and status will be updated to everyone's current 

record. 
 

 
 

ICS 211 - Check-In List 
 

Personnel and equipment arriving at the incident can check in at various incident locations. Check-in consists o f reporting 

specific information, which is recorded on the Check-In List ( CS  211). TheICS  211 serves several purposes, as it: (1) records 

arrival times at the incident o f all overhead personnel and equipment, (2)  records the initial location o f personnel and equipment 

to facilitate subsequent assignments, and (3) supports demobilization by recording the home base, me thod of travel tc.,for 

resources checked in. 

 

 
 
 
 

0 

I Name I NOMS ru ouuu  Agency I Team w atiC..u I Status I Ch kd In Date Ch kd In By 

Adkins, David Lee  Registered Nurse NOMS    FL1  FEMA On Site  
0811312011 

John Capric-User 
08:46:15 

 

Allen, Jonathan Medical Officer  NOMS    FL1  FEMA On Site  
0811312011 

John Capric-User 
08:46:15 

 

Barnes, Chloe  N A  OFRD I Apprio  On Site  
08112/2011 

John Caprio 
08:43:48 

 

Bauer, Jack N A  OFRD I Apprio  On Site  
08112/2011 

John Caprio 
08:43:49 

 

Supply 

Bishop, Robert  Management 
NOMS I FL1  FEMA On Site  

0811312011 
John Capric-User 

Vince  Officer/Logistics 08:46:15 
Section Chief 

 

Bowman, Thom as I N A  NOMS     RCT-A  FEMA On Site  
08112/2011 

John Caprio 
14:09:14 

 

Briggs, Susan M  
Supervisory  

NOMS     MSuRT-E  FEMA On Site  
0811412011 

John Capric-User 
Medical Officer  10:45:46 

 

Brooks, Kay Saxon    
Deputy Unit 

NOMS    FL1  FEMA On Site  
0811312011 

John Capric-User 
Commander  08:46:15 

 

Brosnan, James  Deputy Unit 
NOMS I FL1  FEMA On Site  

0811312011 
John Capric-User 

Robert  Commander  08:46:15 
 

Brown, Peter  Hazardous 
NOMS    FL1  FEMA On Site  

0811312011 
John Caprio-User 

Benjamin  Materials Specialist 08:46:15 
 

Budden, Malinda  Supervisory  
NOMS    FL1  FEMA On Site  

0811312011 
John Caprio-User 

Carder  Clinical Nurse 08:46:15 
 

Butz, Linda Gail  Registered Nurse NOMS    FL1  FEMA On Site  
0811312011 

John Caprio-User 
08:46:15 

 

Camp, Dwight C 
Deputy Unit 

NOMS     RCT-A  FEMA On Site  
08112/2011 

John Caprio 
Commander  14:09:14 

 

Carbo, Mary Lou  
Supervisory  

NOMS    FL1  FEMA On Site  
0811312011 

John Caprio-User 
Clinical Nurse 08:46:15 

 

Carlson, Karol Jean   
Administrative  

NOMS    NVRT5  FEMA On Site  
08112/2011 

John Caprio 
Officer  14:09:14 

 

Chiasson, Tammy 
Registered Nurse  NOMS I FL1  FEMA On Site  

0811312011 
John Caprio-User 

Henslee  08:46:15 
 

De Marco, Patrick  Emergency  
NOMS     RCT-A  FEMA On Site  

08112/2011 
John Caprio 

Francis  Planning Analyst  14:09:14 
 

Fair, Donald  Emergency 
NOMS     RCT-A  FEMA On Site  

08112/2011 
John Caprio 

Richard Planning Analyst  14:09:14 
 

Gallagher,Michael     Physician Assistant    NOMS    FL1  FEMA On Site  
0811312011 

John Caprio-User 
08:46:15 
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ICS-­‐214 
 
Each section can access and complete its own 214 form. This form has been moved out of the IAP process and 

placed directly on the IAP main screen. The planners can pull any information needed to be saved and roll over each 

form when it is completed for the operational period. To use this function, any 214s that have been added for the 

operational period will be in the “Select Log” drop down. To create a new one, click the “New” button, and click the 

Unit/Division/Group drop down. If your section is not listed, just type it in and click the save button. You can add the 

members of your section from the add Resources button. So if you have 5 people in your section, click the add 

resources button 5 times, select the names from the dropdown list, and click the Save button. 

 

 
 
For Activities, click the “Add Activity” button. Click on the date and time and adjust as necessary, add the activity and 

click save. You have to click save after each activity you add. It will automatically sort by time, so if you forget 

something, just add an activity, put the time in and it will fall in line. 

 

 
 

When a user has completed their specific 214, they will need to check the “Submitted for Review box”. The PSC will 

be able to see which 214’s have been submitted for review as there will be a circle next to the report in the “Select 

Log” dropdown box. 
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The PSC will then have to select the 214 that they want to complete, hit the “Edit” button to open the form and review 

it to ensure it is complete. Once they are satisfied that it is completed, they will go back to the list and select the form 

again. 
 
 
 
 
 
With the correct form selected, hit the “Complete” button and a pop-up will come up to make sure you want to 

complete it. When you hit ok, it will move the form to the “Completed Activity Logs” dropdown box and it will roll over 

the report to the next operational period that will be found under the “Select Log” dropdown box. It will have the next 

operational period date. 

 

 
 
 

 
 

 
 

You will have to refresh the screen to get the forms to show in the selected 214 dropdown boxes. 

 
Please note that 214’s can now be done independent of the IAP process. So, even if you have not started the IAP 

process, everyone can do the shift 214’s so this process can be started as soon as an event is created. 
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ICS-­‐215 
 
The 215 Operational Planning Worksheet communicates the decisions made by the Operations Section Chief during the 

Tactics Meeting concerning resource assignments and needs for the next operational period. The ICS 215 is used by the 

Resources Unit to complete the Assignment Lists (ICS 204) and by the Logistics Chief for ordering resources for the 

incident.  

 The kinds of resources can be selected from the drop down arrow. The number of resources can also be entered 

into the appropriate columns (need, have, req).   

 Location information can be entered 

 Additional rows can be added 
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ICS-­‐215a 
 
The purpose of the Incident Action Plan Safety Analysis (ICS 215A) is to aid the Safety Officer in completing an operational 

risk assessment to prioritize hazards, safety, and health issues, and to develop appropriate controls. The user can add 

mitigations, and division, groups and units.  
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ICS-­‐218 
 
The 218 Support Vehicle Inventory provides an inventory of all transportation and support vehicles. You have to ensure 

that Logistics has access to the form and permission to edit the form. This is explained in Appendix A, Setting up 

Users. This is another dynamic form, so to add a new vehicle hit the “Add” button, fill out the information and hit the 

“Save” button. 
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ICS-­‐223 
 
The 223 is the Safety and Health Bulletin. This form allows users to enter detailed information regarding the safety and 
health hazards for the National Disaster Medical System (NDMS) responders.  

 

 
 

Publish IAP 
 
When an IAP is complete and forms are staged for publishing, a user can uncheck forms that are not appropriate prior to 
publishing.  

a. Start an IAP and approve forms 
b. Click Publish Completed IAP and Extract  
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c. Uncheck the desired forms (that you do not wish to publish). Click Publish. 
d. Only the checked IAP/ICS forms display in the list of Completed IAPs 
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Demobilization Plan 
 
The ICS-221 is the approved format for initiating the demobilization process. To start the process, from the IAP /ICS 

Tab, hit the “New Demob Plan” button. 
 
 

 
 

 
You will get a pop up box asking you to confirm that you want to start a new plan. 

 

 



Page 62 of 73 
Version 1.5 July 2014 

 

When you select “OK”, it will create a new plan. Next, you will need to name the plan and enter the date and time that 

you will be releasing the resources. Once these two fields are completed, you will need to hit the “Save” button. This 

will automatically place the date and time in the appropriate fields along with the IRCT that is doing the plan. 

 

 

 
As you scroll through the plan you will see that the plan is a standard template that has been approved. Anything that 

needs to be added in addition to the standard language can be added to the “Special Demobilization Instructions” field 

at the end of the report. After these instructions are added, you can start adding the personnel that will be demobilized 

to the report. From the example below, you will see that ten names have been added. Once a person is added to a 

demobilization plan for the event, they cannot be added again. You can edit their tentative release date and time and 

save the form. 
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If you need to remove a person added in error, hit the "-" next to their name and a message box will pop-up asking 

you if you are sure you want to delete them. 
 

The  IRCT-SE , as a rJ  
Confirm x j

18/2012 09:33:01. 
NOMS Logi stics  order/missi on. 

Are you sure you want to remove thi s 

UPON DEMOBILIZATION C 
OTHER 

 
 
 

Add  PersonnelDemobilization: 

 

resource? 
 

 
 
 

[ 
 
Del ete 

 

 
 
 

I  Cancel 

IREVERT TO THE EMG OR 
)RESS 

 
Name Posi ti on  Tentati ve Rel ease Date 

- I Formanski, Stephen    :I A u  Lf\" :up ai o   SavP  07/18/2012 09:33:01 

- I Morrison, John  :I Deputy Uni t Commander 07/18/2012 09:33:01 

- IScyphers, Brya n     :I Emergency Pl anning Anal yst 07/18/2012 09:33:01 

UPON DEMOBIUZATION OF THE IRCT ALL FUNCTIONS WILL REVERT TO THE EMG OR OTHER PRE-DESIGNATED ENTITY 
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To add additional personnel, you will hit the “Add” button for each new person you want to add. So if we want to add 

an additional 3 people to this plan, hit the “Add” button 3 times. 

 

 

 
You will then select the names that you want to add from the dropdown list, then when they are all added, you hit the 

“Save” button. 

 

 
 

 
Once all of the personnel have been added to the form for this Demobilization, the last process will be for all of the 

sections to read and approve the plan. Each Section Chief will have to electronically sign the plan. To do this, the 

Section Chief has to be logged into the system, when they hit the “Sign” button. their user information is placed in the 

signature box based on their user login in, is time stamped, and automatically saved. 
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When all of the Section Chiefs have signed the report, the Incident Commander will add the final signature. When the 

IC signs this, an email is automatically sent to EMGOPS notifying them that the plan is ready for their approval. 

 

 
 
At this point EMGOPS will log into PARS, review and approve the plan or if there are changes needed to the plan, 

EMGOPS will notify the PSC and have the necessary changes made, then EMGOPS can approve. After this an email 

will be sent to the IRCT notifying them to publish the plan. 
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Appendix A-‐‐-­‐ Setting Up Users 
 
One of the Administrator’s main tasks is to properly set up User accounts and to provide the access rights that each 

individual User will have in order to enter data into PARS. This is a very important function and User Rights must be 

set according to the functions that a User is expected to perform in RMS-PARS. The Planning Section Chief (PSC) is 

the only user who will be set as an All Access User on an Event. Therefore, it is the PSC’s responsibility to add Users 

throughout the event and ensure that Users are only given access to the views and IAP forms that they will need. In 

RMS-PARS there are three categories of Users: Admin, User, and Read-Only. 
 

• Admin – Has full access to all features in PARS. 

• User – Has access to do all necessary functions in PARS and selected items in IAP if access is given 

• Read-only – Can view everything in PARS but cannot save any changes and selected items in IAP if access 

is given. 
 

Within each user category, there are different levels which can be assigned, based upon the role you want the 

individual user to have. Another important level of the user definition is the “Control” that the user will have. Control 

defines who “owns” accountability for the user; currently there are two choices a user can have-- IRCT or EMG. Once 

the IRCT is established, all users with the exception of the PSC should have their Control set to IRCT. This allows the 

user to only see and work with personnel assigned to the IRCT. The same can be said for personnel in Field 

Operations or the SOC; their control must be set to EMG, as they will not be working with the personnel under the 

control of the IRCT. Since this is a major change to RMS-PARS, the Control must be set up correctly for every user so 

we do not have Users “controlling” or being accountable for personnel that do not fall under their area of responsibility. 

 
RMS-PARS currently serves two functions; Accountability and IAP creation. As a general rule, the Planning Section 

should be able to access both functions as the section can be tasked with handling accountability and working on the 

IAP forms. All the other sections will only need to view the accountability portion of RMS-PARS and work on their 

specific portions of the IAP. The following Screens are examples of how Users in each section should be configured. 
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Account  Locked:  L OFF 1 
 

First Name:    Ptanning User 

 
Last  Name: 

 
User Name:  [ Planning User 

Email: 

Team 1 Org: 

Temp  Password: 

The user wil hwe to change  tMI' pauword  on first log in. 

 
 
 
 
 

Location  Editing: 

 
 
 

 
Oemob Plan: 

Groups: 

Account  Locked: L . OFF , 
 

Arst  Name;   Operations Use:r 

 
Last  Name: 

 
User Name:  [ Operations User 

 
Email: (cptk>tlol) 

 
lAP Forms 

ICS Forms  the  user has the  ability  to  edit 
(NOTE :  You Glll'l 0,..,., a •React..Qnty- user theabMyto.Sit the lAP) 

 
.f  lAP Cover 

.f  ICS 201 

[.fJ  ICS 202 

[.fJ ICS 203 

[.f   ICS 204 

.f    ICS 205 

.f    ICS 206 

.f    ICS 208 

.f    ICS 209a 

.f    ICS 209b 

.f    ICS 209c 

.f    ICS 211 

.f  ICS 213 

.f  ICS 214 

(.f   ICS 215 

(.fl ICS 215a 

(.f l   ICS 218 

(.f   ICS 220 

 

 
 
 
 
lAP Forms 

ICS Forms  the  user has the  ability  to edit 
(NOTE ,  You""' oront • 'Read-Only' user the abllytoodl thoiAI') 

 
lAP Cover 

1        ICS 201 

() ICS 202 

() ICS 203 

(.f   ICS 204 

Team 1 Org: 
 

Temp  Password: 

(cptiOIIol) 

 
 
The user wil hwe totMir pauword  an first login. 

ICS 205 

ICS 206 

ICS 208 

.f    ICS 209a 

User Type:   Read-Only 

Control: : IRCT-NCR   : I 
 

Location  Editing: D OFF l 
Mow this user to o-e.te1 Edt /oCMJOnl 

 
lAP Edit!ng: 

 
 
 

 
Groups: 

.f    ICS 209b 

.f    ICS 209c 

ICS 211 

ICS 213 

.f  ICS 214 

l .f  ICS 215 

[.f l   ICS 215a 

[ 1  ICS 218 

r-1 ICS 220 
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Account  Locked: L .OFF 1 
 

Rrst Name:   Logistics User 

 
Last  Name: 

 
User Name:    Logistics User 

 
Email: 

Team 1 Org: 

Temp  Password : 

Thoe user will have to eh< n9t their p•s.word on first login. 

 
User  Type:  IRead-Only :I 

 

Control : 
1 

IRCT-NCR 

Location  Editing:  L OFF 
1

 
Al::lw this user to O...Ce I Edk lcat;ons 

 
lAP Forms 

ICS Forms  the  user  has the  abi l ity to edit 
(NOTE: You Cll'l or.,t a "Aeaduse- the ablly to edl the lAP) 

 
lAP Cover 

ICS 201 

ICS 202 

(   ICS 203 

() ICS 204 

[.r l   ICS 205 

.r   ICS 206 

ICS 208 

ICS 209a 

ICS 209b 

.f    ICS 209c 

ICS 211 

ICS 213 

.f  ICS 214 

ICS 215 

ICS 215a 

(.fi ICS 218 

[ ] ICS 220 

 
Groups: 

 
 
 

Account  Locked: L OFF , 

 
First Name:   Admin Finance User 

 
Last  Name: 

 
User Name:  [ Admin Finance User 

 

Email:    (cptk>tlol)

 

Team 1 Org : (cpt/OI>oJJ 

Temp Password :   
The user wilh.w to change ti\W pauword  on frst login. 

 
User Type:   Read-Only 

Control: I •RCT-NCR   : I 

Location  Editing: 0OFF I 
AJJowthis user to OwteI Edk /oCMiOI'IS 

 
 
 
 
 

 
Groups: 

 
lAP Forms 

ICS Forms  the  usehas the  ability  to  edit 
(NOTE : You can grant a *Read..Qnly"' user the abilly to edit the lAP) 

 
lAP Cover 

f ICS 201 

() ICS 202 

() ICS 203 

[ ICS 204 

ICS 205 

ICS 206 

ICS 208 

ICS 209a 

ICS 209b 

.f    ICS 209c 

ICS 211 

ICS 213 

.f  ICS 214 

f ICS 215 

[ ] ICS 215a 

[ 1  ICS 218 

[   ICS 220 
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Account  Locked:  COFF 1 
 

Arst  Name:   Safety U.er 

 
Last  Name: 

 
User  Name:   Saf ety User 

 

 
 

Team 1 Org:  fcptk>niiiJ 

Temp Password :   
The user will have to chnge their pas.sword on first login. 

 

user Type:  IRead-Only : ) 

Control: ( IRCT-NCR   : I 

Location  Editing: COFF ' 

 

 
lAP Forms 

ICS Forms  the  user has the  ability to edit 
(NOTE Y<N c.'\ gtW'It il •ftead.()nt(' user the abiRy toed& the lAP) 

 
lAP Cover 

ICS 201 

ICS 202 

ICS 203 

1       ICS 204 

[ ] ICS 205 

[ I   ICS 206 

[.r  ICS 208 

ICS 209a 

ICS 209b 

.(   ICS 209c 

ICS 211 

ICS 213 

 

 
lAP Editing: 

AI:Jw this user to Owe:•I Edt A::lcMOts .(   ICS 214 

ICS 215 

.(  ICS 215a 

ICS 218 

ICS 220 

Grou ps:   DOFF 1 
Allow use dStrike TNml I Gro4JPI to manage Team Members 
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Appendix B-- Administrator Functions 
 

Operational Periods -Time Zone- Allows you to set the time zone for the event you are deployed to and will display 

on the left side of the times listed under the event name. It also allows you to define the operational periods for the 

lAP. This should be set up before you enter the lAP for the first time. You can define up to four operational periods 
 
 

Event Time Zone 

The event time zone can be set here (automati cally adjusted for Daylight Savings) 
 

I(GMT -5:00) Eastern Time (US & Canada), Bogota, Lima  :) 

 
 

Operational Periods 

Operati onal Periods defined for the  current 
event. 

 

[ Fir st Op Period [ 0700-1900  l 

[ Unused  1 [ 0000-2400  l I I OFF ' 

[ Unused  2 [ 0000-2400  l I I OFF 
1 

( Unused  3 [ 0000-2400  l Q oFF ' 
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Event Defaults 

• Allows you to turn on/off the PAR Timer. The PAR timer is usually defined by the OSC as the Ops Section 

should give you the time they want PAR checks to be completed by the RUL. 

• The Automatic Roster Updates function allows you to control the software’s ability to “Sync With” and 

automatically make updates with RMS. This should normally be set to ON, unless there are bandwidth 

problems; then it can be turned off. If it is set to off, manual updates will be needed and you must inform all of 

the users. 

• Show Weather allows you to show the current weather and 5 day forecast for the event at each of your 

locations under the Map Tab in Accountability. This can be turned off if you are on a low bandwidth 

connection, as it may slow down the rendering of some of the screens. 

• Event Message allows creation of a message that you want all users to see from the main screen. Using this 

function is your choice and does not affect system performance. 
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PAR Timer 

 
The PAR Timer is used to set the frequency of when Operations wants PAR checks completed. This is a very 

important part of documenting the accountability of our personnel in the field. When the PAR timer is set and reaches 

the next cycle, it will automatically launch and give the user a visual notification. When the PAR timer is off, it will be 

indicated on the main screen (PAR Timer Disabled). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When the PSC has the timer turned on, it will note the time of the last PAR and the time of the next PAR. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
When the PAR timer reaches the next period, it will activate the PAR by showing a Pop-Up screen and turning the 

timer and all locations that have Team Members who the PAR Check effects to a Red color on the screen (also, a 

count of how many Team Members who still need to have their check completed will be displayed): 
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Event I 

At this time every deployed Resource's  location will have to be verified and accounted  for. This can be done by 

having the sites check in at the designated time period or you will need to contact the site directly and verify that 

everyone at the site is accounted for. After the PAR is completed, the timer will reset for the next scheduled time. In 

the event that there is a situation that requires an immediate PAR (for example, a report of a tornado or explosion), a 

user can click the "Emergency PAR" button. This will activate the need for a PAR check independent of the normally 

scheduled PAR check. 

 
When you click the Emergency PAR button, a pop-up will appear to confirm that you want to activate the PAR. Click 

"OK" to continue. 

Last PAR: 08/17/201113:03:19 1  tlext PAR: 08/17/201113:21:39 Online 

 
2011 APPRIO TEST EVENT (GREENE) 
Local: Wed Aug 17,2011 10:16:55  /DC: Wed Aug 17,2011 

Emergency PAR  Logoff 

13:16:55  Last Sync: 08/17/201112:56:40 

lAP 1 res Forms j 
 

 
["LOCations Event Counts 

 

Attendance 

 
Print 

 

. Emergency PAR Check?  X j p  p Go 
 

Perform an Emergency PAR Check? 

 
 
 

.2. Apprio 

  .2. FEMA 

.2. HHS 

 
 
Location  Name 

 
 

IL<JI? 

 

 
Staged 

Cancel 

All Teams  . 
¢ Billeting    ¢ Total  ¢ 

30 

25 

.2. IRCT 

Totals 

15  15 

70  70 

 
- 
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Locations – lists all the locations for the Event. This is where each location used during the event is created. You will 

first give the location a name, followed by the full address. The Lat / Long should automatically be coded for you 

based on the location address. Under the Lat/Long, there will be two check boxes. One is to make the location active 

and the other allows it to show on the map from the Accountability tab. Next, you will see the location plotted on the 

map. From this area, you can move the pushpin, as needed, to the exact location of the site. It is important to enter 

the full address of the location as it will be viewed by all who have access to RMS-PARS and will be automatically 

imported to Med Map in the future. Note: The location address is a required field. Unless absolutely necessary, try not 

to enter a fictional address, such as 123 Main St,, since this will create an inaccurate location of a Resource. If the 

address is truly unknown, you must return and make the correction as soon as possible. 
 

As you add new locations, PARS will display a list of all the current event locations to help ensure you are not creating 

a duplicate location. View the list, and scroll to its end. Once you Save the location, you must then “Push the Location to 

RMS.” As a reminder, a message will display on the main screen that the location needs to be pushed to RMS. 
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Delete a Person from the Event (ADMIN ONLY). 

 
If an individual has been duplicated at an event, the following procedure will be used to delete the individual who was 

added as a single resource. (Reminder: All approved personnel should be listed on a deployment roster). 

 
1.  Determine which person was added as a single resource and which person was added from a roster. To 

do this, go to the “Event Resource” Tab and make sure that you can see both instances of the name that 

has been duplicated. (If the person has an IRCT position, you can either go to the IRCT tab or just click 

“include IRCT” button on the Event Resources tab) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

2.  Determine which entry is the one that was entered from the “Single Resource Check In” function. To do 

this, click on one of the duplicate names and find the one that has “Single Resource: Yes - Added in the 

field, not on a Roster” note under IRCT position field on Team Member Detail view. 
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0nee you find the record that has "Single Resource • Y e s  -Added in the field, not on a roster", this will be the record that 

you will delete. To delete this record, select the "Remove Team Member" button at the bottom of the record under 

Admin Functions. A warning will appear-- "Destructive  The team member and all associated records (attendance  and 

location) will be removed from this event." Click "OK" and the record will be deleted. This action cannot be undone. If 

you are unsure about this process, contact john.caprio@hhs.gov. 
3. 

 

Team  Member Detail 
 

Individual team member  summary and  attendance records. 
 

 
• Caprio,John J  [Deployed Time: 28 days,14 hours, 25 minutes I Time at event: 0 hours, 31 minutes] 

 

 
Location & Status:  IRCT (On Si te) 

 

First Name:   John J 

Middle Name: 

Last Name:   Caprio 
 

Agency;    NOMS 
 

Position: 
 

Home City:  

l
 

 

 
Team:    !RCTA· 

 
Phone: 

Email: 

Comment: 

 
 

Confirm x j 
 

 
Are you sure you want  to remove this 

Team Member and all attendance 

records from this event? 

 
There is NO undo  for this action. 

 

 
Cancel 

!RCT Position:    COST UNIT LEADE 
d 

Single Resource:  Yes - Added in the f1eld, not on a Roster 

 
 

Admin functions 
 

RMS Team Member 10: 1000000 

NonD· estructive: 
Delete R oster R ecord 

The Roster Record will be re•synced next full sync cper tion (this can alleviate some demobilizing issues). 

(r..-:R:-emove-T:::e- a m-:M-:e-m.b,-er--], Destructive: 
'·-'= = = :..:.:= = = ::......  The Team Member and all associated records (Attendance and Location) will be removed from this Event. 

 
 

• Event  Attendance Records 

mailto:john.caprio@hhs.gov
mailto:john.caprio@hhs.gov

