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Chapter 1:
Introduction

The Centers for Epidemiology and Animal Health (CEAH) developed the Emergency Management Response System
(EMRS) in 2001 in conjunction with Emergency Management (EM), Veterinary Services (VS) laboratory officials,
regional and area officials, epidemiologists, and Foreign Animal Disease (FAD) diagnosticians (FADDS).

The EMRS is a web-based application used for the reporting of routine investigations of foreign animal diseases
(FAD), surveillance and control programs, state specific disease outbreaks, and national animal health emergency
responses. Note: It can also be used in the Incident Command System. It provides a timely, automated response as
opposed to the slower, paper method used prior to its implementation. Access to the system is granted on a ““need-to-
know” basis.

EMRS employs modules and inter-related forms to track investigations, general tasks, and administrative functions.
The investigation data is also available through a mapping interface, allowing the user to view real-time, high quality
maps of outbreak areas, respond to patterns, and deliver the maps to decision makers, government institutions and the
public.
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Section 1;: Overview

1.1 Purpose

This document defines the Emergency Management Response System (EMRS) application and provides instructions
on how to use it.

1.2 Scope

The focus of this document is on the Administration, Investigation, and Task modules in the EMRS application. Other
topics include:

e  The EMRS structure

e  How to access the application

e How to navigate to the forms you need

e  How to enter information into the forms

e Helpful links within the application

e The routine FAD investigation process

e The Intelliview reporting tool.

The audience for this document includes USDA, APHIS, and VS employees as well as State Animal Health Officials,
other Federal Agency employees, and temporary hires such as practitioners, brand inspectors, and laboratory personnel.

1.3 User Support

The Help Desk is available to answer any questions you may have about the EMRS application. The Help Desk staff is
available on weekdays, (except holidays) via phone between 7:00 am and 5:00 pm Mountain Time. Outside the hours
above, you may leave a voicemail message or send an e-mail:

e Phone: (877) 944-8457

e  E-mail: vsithelp@cofcs18.aphis.usda.gov Note: In order for the e-mail to work, the user needs to have a Right Now or Remedy

account. If a user has never opened a ticket, they should call in a ticket first using the phone number above. After that, they can use
e-mail which will create a ticket for them.

1.4 Web Resources

The following websites provide related information.
e  The public home page: http://emrs.aphis.usda.gov/

e The registration page: http://web01.aphis.usda.gov/reg.nsf

e The login page: http://emrs.aphis.usda.gov/ermslogin.html

o  For additional information on the EMRS, visit the USDA APHIS website at:
http://www.aphis.usda.gov/vs/highlights/section6/section6-8.html
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Chapter 1 - Introduction

Section 2: User Access — Preliminary Steps

The EMRS system was designed so that any registered user, using Internet Explorer version 5.5 or greater from any
computer having Internet access, can access it. EMRS is strictly web-based through Internet Explorer ONLY;
DO NOT use Netscape!

i e 03.a a e ad/e = 050
2 ) 1 Set e m al I p referen Ces ) Fle Edt WView Favorites{| Tooks Help
Ehack v =2 @ [ at ¥and Mews rie B B-5=2E 0
a. Open Internet Explorer. Ackiress [ prtpes ferrrs0z 2 \&‘;\rn;hronizue.a. t e
INdows Update
- ‘--'-H}s\l' s dnimal and Plant Health i ShOW Related UﬂkS =
b. Select Tools > Internet Options. Emergency Mana =

Create Mobile Favorite...

INVESTIGATIONS ADMINISTR

Internet O

H_egdlmel(s)m- DROs only L

c. Select the Programs tab on the pop-up screen, Interncle b 2l
then select the E-mail (e ditOf) General | Secuity | Privacy | Contert | Ennnectnn:AdvancedI
as Lotus Notes, click on OK. _ImEt Tfulan spacify which progiam Windows automaticaly uses
75y for each Intemet service
HTML editor
Lotus Notes

Newsgoups: [Microsot Owock 7]

Intemet calk |Ngmgﬁung =l

Calendar:  [Microsoft Dutiook =l

Contsctlist  [Microsaft Outiook =l

Flesat Web Satlings.. “r'ou can reset Intemet Explorer to the default
home and search pages

™ Internet Explorer should check to see whether it is the default browser

o
l‘ Cancel Apply |

2.2 Register

a. USDA-APHIS-Veterinary Services personnel

This group is automatically registered as users of EMRS as long as they belong to a Lotus Notes VS State group or
another Lotus Notes group that has access to EMRS. They only need to know their short notes name, and their Lotus
Notes password to login to the EMRS Training database (most will also have access to the Routine FAD module as
well).

Note: For access to incident specific modules, in most cases you must be working on the incident.
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Chapter 1 - Introduction

b. State or other personnel outside of VS
This group must complete a registration form by going to the EMRS Homepage, and clicking on the Register link at the
following URL.: http://emrs.aphis.usda.gov/

Click on “Register”.

APHIS
USDA | wous
g==E] Veterinary Services - Emergency Management v
Depavint ot Emergency Management Response System (EMRS) Pind Hosth
Agricubiure - - lnsspedwn
The NAHEMS Guidehnes regstration has been separated from EMES
The registration hnk 15 on the NAHEMS homepage
Click here to go directly to the NAHEMS Guidelmes homepage
Home | USDA | APHIS | VS
Links The Emergency Management Eesponse System (EWEE) iz used by the Veternary Services (V3) to manage and investigate animal

disease outbrealks i the United States. V3 efforts are led by Federal and State field veteninarians, anmmal health technicians, and
Eight Wow Help disease specialists and enlists the help of more than 40,000 federally accredited veternary practitioners who assist with disease
Desk exclusion, detection and control. The EMES is also used for routine foriegn animal disease and emerging disease meident (FADVEDT)
investigation repotting, as explained in EMES for Eoutine FAD Tnvestigations httm. The EMES Fact Sheet gives more details about
Links of Interest * | what the EMES does and whe would need access to it Click here™ for links of mterest to TSDA persomnel weorking with the EMES

Fact Sheet The EMES v1.0 was released in May 2001 and v2.0 (the first web version) was released in Nov 2001, It has been programmed
using Lotus Motes, EWES w2 3, was released Wow 2002, and has mcorporated a mapping enhancement. Internet Explorer version
Dowmnloads * 3.5 or ligher must be used running Windows 95 or better. To see the tutonial for the w20 web version of EWES click here. To

download utility and information filles for EWES, click here™.

Eemister
A user ID and password is required to access the EMRS data. If you are already a USDA APHIS employee with a Lotus

Login Motes ID, you need to do 2 things:

Click on the “New EMRS Registration” link.

EMTS Registration Note: There are additional links available.
stem . -
Cl‘,”k here for hel 0 Help (you can also request help via an email link on the
i nere fornetp. registration form).

USE 0 Reset password (once you have one). This will automatically

- new EMRS registration ») generate a password you cannot change (or memorize very well),
T TeserpETsworT———— | so reset your password only if absolutely necessary.
LOGIN
Authenticated as

DRAFT . .. USDA-APHIS-Veterinary Services EMRO01-WM-08.20.08



Chapter 1 - Introduction

Enter required information, indicated by an asterisk (*), into the form. Click on Save when done. If the message “No
documents found” appears after you have saved the information, it means your registration request was forwarded to
the proper personnel. Your new user name and password will be confirmed by e-mail when it is activated.

After clicking on save, if the screen then says "NO documents found" we have received your information
'; SAVE |) click here to Request Help by e-mail from EMRS_Registration_Approvers@aphis.usda.gov

EMRS Registration Form
Reagistration Submitted  05/28/2008 01:34:13 PM Status Pending

Last Hame * | | First Name * | |

Middle Initial |:| Suffix | |

Employee ID Mumber
Title * v| Organization *

Email Address *

Work Phone | | Cell Phone |
Applications Access ™ [] Routine FAD | Disease Tracing
[] Training
Select Type of Access & Read-Only O Input/'Update
HNeeded *
Roles Needed [ investigation Read Only [ Investigation Input [ ] Investigation DRO/SUL

(Send email using link at
top of page if you have
guestions about Roles.)

[] Admin Read Only [] Admin Input (] Admin Property
[] Admin Property Management [_] Admin Fleet [_] Admin Fleet Management
[[] Admin Finance [] Admin Finance Management [_] Admin Finance Reconciliation

:‘i"cﬂ;si‘;’;ﬁdﬂﬁ“’“"ee" Clak CJoc Chio COOme CIne Cny Csc Cwa
Clar CJoe CJie Cme Cwo Cow O so Cwa
Olar CIee Chiv Cme COwe ok CITe Clwey
Clas OO Cks Cmn Clwd Cor Ot Ty
Claz Oea Oy Cmo Cwe Cea Cut
[(eca Cleu Clea Clme Clum CIer [Cva
Ceco Ow Oma s Tt Cew Tw
Cler Cha Omo OOt ey Cre Cwr

Password
rules????

Password * |

Verify Password * |

Comments |
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Section 3: User Login

a. Double-click on link to Internet Explorer g located on your computer desktop.
b. Type in the following URL address: http://emrs.aphis.usda.gov/emrslogin.html

¢. The following login screen appears:

SDA e
=EE] Veterinary Services - Emergency Management v
Department of EMRS Login St

Agriculture I.uspu:mm

Home | USDA | APHIS | VS

Links to servers are in the table below. Information put on one server is automatically replicated (copied) to all other servers every 15 minutes.
Personnel should work off the server that is closest to their current geographical location. If that server isn't workding, click on the link to

the next closest server to access the appropriate instance of EMES.

Only personnel in a specific state, or with other specific needs, are given access to the EMRS databases shown below.

EMRSO01 (Ft Collins, CO EMRS05 (Riverdale. MD'

Routine FAD Inves - Admin Routine FAD Inves - Admin

Brucellosis Tracing Brucellosis Tracing
PRV Tracing PRV Tracing
Scrapie Tracing Scrapie Tracing
IB Tracing IB Tracing

EIA Tracing Inves - Admin
EMRS Disaster Response Inves - Admin - Task
Training Inves - Admin

EIA Tracing Inves - Admin
EMRS Disaster Response Inves - Admin - Task

Training Inves - Admin

If you note any EMES problems please contact EMES Support/@ aphis usda gov .

PRt e '._-'M e e g

Select one of the databases that is located closest to your current geographical location. In the screen above, Fort

d.
Collins databases are on the left side, and Riverdale databases are on the right side.

If you are entering a new FAD Investigation, click the link for Routine FAD Investigation (Inves) module, or Routine
FAD Administration (Admin) module.
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Chapter 1 - Introduction

e. When you click on a link, the login screen shown below appears.

Note: A popup message may appear, asking if you want to view pages over a secure connection. Click OK.
A Security Alert popup message may appear, asking if you want to proceed. Click Yes.

Emergency Management Response System (EMRS)

AN TTSDAAPHIS telecommunications and automated information systems and related equipment are for the communication, transmission,
rocessing, and storage of .5, Gowvernment information. These systems are subject to monitoring to ensure proper functioning, and to
rotect against improper or unauthorized use or access, and to verify the presence or performance of applicable security features and
rocedures, and for the like purposes. Such monitoring may result in the acquisition, recording and analysis of data being communicated,

transmitted, processed or stored in this system by any user. f monitoring reveals criminal activity, such evidence may be reported to law

enforcement personnel

ANYONE USING A USDA/APHIS SYSTEM OR SYSTEM ACCESSED THROUGH A USDA/APHIS
SYSTEM CONSENTS TO SUCH MONITORING.

EMRS Login
Flease enter your Username and Password

Tsernarne |  Tour Motes short name Help with MNotes username and nternet password - APHIS
employees only

Tour Motes internet Ifyouare NOT an APHIS emplovee and need to register
Password -
password click here

Password Guidance
By Logging in, you agree
to be bound by these conditions.

Laogin

f. Enter your Lotus Notes short user name and your Lotus Notes/Internet password; click on the Login button.

Note: If the error message “Incorrect user name or password specified” is displayed, it means you are not entering your correct
user name and password. Refer to Sections 4.3 and 4.4 for instructions to verify your short user name and reset your password.

If the error message “You are not authorized to perform this function” is displayed, it means you have the correct user name and
password, but have not been granted access to that instance. You may contact the Help Desk to obtain help in getting access if you
feel you need it.

IMPORTANT - Please wait until the Internet Explorer icon located at the bottom of your screen indicates that
all of the look-up information has loaded. If you try to go to other parts of the program too quickly, it will fail to load
all of the needed information. This will cause problems with your drop-down boxes for choices. If you find that you do
not have any choices in a drop-down box, try to refresh the look-up:

e  Click in the spot indicated by the arrow in the top header.
e  Right-click the mouse.
e Select refresh.

EMR01-WM-08.20.08 DRAFT. .. USDA-APHIS-Veterinary Services 1.7
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Section 4: System Navigation

Chapter 1 - Introduction

4.1 Common icons /application elements

Now that you’re in the system, you are confronted with numerous icons and application elements that can be helpful

once you are familiar with them.

Icon ‘ Meaning
APHIS Cost -
AdCMms
@ Form Ll Management System % Mail it
@ List I?% Version Information Spat Multiple choice menu; to
Work choose multiple items,
Zoo & hold down the CTRL key &
% @ Calendar, to select click your selections with
Search/Find Calendar date the left mouse button.
Ck Search with menu i‘%i Today’s Date Browse... Look for files to upload

menu options

on the down arrow for menu
choices.

@,
*
-
ﬁ Follow-up form Drop-down menu field x Delete
@ Help 4] B Edit
]
= Scrolling menu field
@ Help D E Check in
G’ Refresh @] Excel file Radio button; click to
™ Yag select your answer (usually
- yes, no, and unknown
ﬁ Database Al PDF file choices)
% Save @ Intelliview Print * Hide Click to hide a section
Go back, with . - . . .
=R menu options E Intelliview View F Show | Click to display a section
. \
- Go forward, with [ =] Start typing in the field, then click Internet Maps

DRAFT ... USDA-APHIS-Veterinary Services
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4.2 Navigation techniques

There are numerous ways to navigate within the EMRS. The most commonly used methods are scrolling and the
navigation bar buttons. Personal preference dictates the method you use; our intention here is to make you aware of the
different navigation methods that are available.

a. Scrolling

Scrolling is used most often when a user is entering information into several sections of a form. In this case,
you would first click on the All Sections button of the form. You then left-click and drag the bar between the up
& down arrows (can also be left-to-right arrows) to navigate to the desired section. Let go of the mouse button
once you arrive at the section.

<] >

b. Navigation Bar buttons (for system and form sections). Click the appropriate button to perform your task.

e  System navigation buttons for the system Administration module.
Refer to section 4.3 for definitions of each button.

onvesricarion | Aoviasraarion | 1At | sARon | FuuTox scaror | Expokr | israucrions | e | succesmons |

e  System navigation buttons for the system Investigation module.
Refer to section 4.4 for definitions of each button.

INVESTIGATION ADMINISTRATION m FULL TEXT SEARCH EXPORT GIS MAPPING m SUGGESTIONS

e  Example of form section navigation buttons (the Investigation Summary form).

Prem Info Reason Referring Anim Own Info Case Coord Followup Forms Close Attachments m

Click the appropriate button to go to the desired form section. Only that section is displayed. If you want to display all form sections,
click the All Sections button.

Note: Depending on the form, you might not be able to display all form sections; some sections are hidden. To show the hidden
sections, you must click on the P show ... links.

c. Breadcrumbs

Breadcrumbs are located above the form title and display the path you followed to get to your current location in the
system. You can click on any of the links in the breadcrumb trail to navigate to that spot. Breadcrumbs might not be
displayed until you save a form. In the example below, you started at the Welcome Page, progressed to the
Investigation Summary, then went to the Appraisal Summary Form, and you are currently in the Appraisal Detail Form.

WelcomePage -> Investigation Summary -> Appraisal Summary Form -> Appraisal Detail Form

EMR01-WM-08.20.08 DRAFT. .. USDA-APHIS-Veterinary Services 1.9
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d. Links

The links discussed in this section are usually displayed in a list format. The following examples display some of the
links for the Investigation module, Administration module, follow-up forms, and links to specific sections of a form.
Click on any of the links to navigate to the appropriate form or information.

INVESTIGATION DATABASE - MAIN MENU ADMINISTRATIVE DATABASE - MAIN MENL
@ Enter New Investigation Summary @ Enter New Call Center Assignment
NAIS Premises Allocator: E Enter New Employee

Enter New Incident Ledger Item
L= List FAD Investigation Summaries

Enter New Station Property

@'AII Investigations with Followup Forms Enter New Station Fleet Form

Enter New Resource Request

Select Follow-up Form Below
Backyard Questionnaire Links to specific sections of a form
Herd Exam Form

P Show Group Access Info
Lab Submission

Premises Visit P Show Assignment and Rotation Info
Questionnaire
Statuses P Show Contact Info

e. Keyboard vs. Mouse

Another component of navigation is the method used to go from field to field within a form. Some people prefer to use
the Tab key on the keyboard, while others prefer to use the mouse and click in a field.

1.10 DRAFT ... USDA-APHIS-Veterinary Services EMRO01-WM-08.20.08
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4.3 Administration Module Elements and Functions

a. Administration Main Menu

The main elements of the Administration Main Menu are labeled in the screen shot below. Definitions of each element
follow the screen shot.

System

Screen Title

NV T TR0 A W= A vcsricarion | sommsraarion | tases | scascs | runt rectseascs | exvom | somm srsucrions | eap | succesnions |

Current Search Functions
System Name Database & Module (Cateqgory & View)
Trng Administration //

T\E\._

< _dnimal and Plani Health Inspection Service - Category

Emergency M. g it p Y = oD

View

Welcome Registered Users to the USDA Emergency Management Response System

= ADMINISTRATIVE DATABASE - MAIN MENU

Links ——

2 Enter New Call Center Assignment
Enter New Emplovee
Enter New Incident Ledger Ttem
2 Enter New Station Property
Enter New Station Fleet Form

Enter New Resource Request
A5 ACMS

EMasnar Employee Profile List
B view Intelliview Formats

View IntelliPrint Formats

EMRS Downloads - Blank Forms, Doc ion, Etc.

@ Help Links
Right Now Help Desk

Current Database & Module:

¢ Database

« Module

In the example above, you are in the Training database. To access other databases, refer to section 5.1.
Note: You may not have access to some of the databases.

In the example above, you are in the Administration module. Other modules include Investigation, and Task.

Search Functions (Category & View):

* Category

e View

Examples of category types for Administration are: Employee, Mob/DeMob, Station, ICP Reports, Incident
Ledger, Deletions, Resource Orders, etc.

The views vary with the category selected. If you select Employee as the category to search, views such as
Contact Information, Employee by 1D Number, Employee by Team, Position Certifications, etc. are
available.

System Navigation Bar (the available buttons change with the button selected):

¢ Investigation

¢ Administration
e Tasks

e Search

e Full Text Search

EMRO01-WM-08.20.08

Click, to go to the Investigation module.

Click, to go to the Administration module.

Click, to go to the Task module.

Click, to search for employees, property, fleet vehicles, and ledgers in the EMRS.

Click, after selecting a category & view, to search for words, reference numbers, names, etc.

DRAFT. .. USDA-APHIS-Veterinary Services 1.11



System Navigation Bar continued:
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e Export Click, to select a form and specific field values, and send them to a user defined e-mail address.

* Admin Instructions  Click, to view the Administration Module chapter of the user manual.

e Help Click, to find application/form help through the use of a Table of Contents, Index, or by Type.
« Suggestions Click, to report an EMRS enhancement idea or problem you’ve discovered.
Links:

Name of Link Reason to Use Link

Enter New Call Center
Assignment:

Click, to enter assignments for people assigned to a call center.

Enter New Employee:

Click, to enter new employee profiles.

Enter New Incident Ledger ltem:

This was replaced by APHIS Cost Management System (ACMS).

Enter New Station Property:

Click, to enter and track station property/equipment.

Enter New Station Fleet Form:

Click, to enter and track station fleet vehicles.

Enter New Resource Request:

Click, to enter a request for a new resource.

ACMS:

Click, to access APHIS Cost Management System.

Master Employee Profile List:

Click, to access a list of all employees in the system (in alphabetical order).

View IntelliView/IntelliPrint
Formats:

Click, to access this Lotus Notes ad hoc reporting tool in order to manipulate views

and reporting formats.

EMRS Downloads — Blank
Forms,
Documentation, Etc:

Click, to reveal a menu with links to:
o Blank administration forms

o Data dictionary

o Documentation

= Admin Instructions for Routine FAD

= Admin Instructions for task force environments

= EMRS Administrative Module Data Entry

= EMRS Introduction movie

=  EMRS Roles

= |Internet Password

= Protocol to create and name Instances in EMRS

= Using EMRS for Routine FAD Investigations Training CD
o Other

= How IntelliView Works

= IntelliView demo Flash movie

= IntelliView for Notes — Training Guide
o Software

= Download Free Adobe Acrobat Reader

= IntelliView ActiveX install

= Internet Explorer 5.5 sp2 windows

Internet Explorer 6 for windows XP only

Help Links:

Click, to reveal the Help Menu.

o Admin Instructions for task force environments — updated 29 Nov 2004
o0 Admin Instructions for Routine FAD — updated 9 Dec 2003

o Version Information (change history)
0 User Access & Troubleshooting

EMRS Groups you belong to
Roles that were assigned to you.
Browser information

1.12
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b. Administration Form (the example below is the Initial Employee Profile form)

The main elements of an Administration form are labeled in the screen shots below. Definitions of each element follow

the screen shots.

Same Header
as Main Menu

Action Buttons
Form Title Bar ——

Form Section
Title Bar

Form Section
Title Bar

Trng Administration

dnimal and Plami Health Inspection Service

- Category
. Emergency Management Response System =

’ view FD
INVESTIGATION | ADMINISTRATION SEARCH | FULL TEXT SEARCH | EXPORT | ADMIN INSTRUCTIONS | HELP m

@ SAVE| @ HELP|

EMPLOYEE PROFILE Employee Name: Employee Status Active

Administrative Info

Employee ID
Last Name Data First Name
(Legal)* : F |d (Legal):
ML : lelds Nick Name:
Status: Active ~ Suffix:
Deactivated: l—
0rganizatiun*:| ~ |Social
S NR:
NEUEMUEEVRS Notice: The value you enter in this
field will be encrypted and this field
ONLY H
will be cleared when the form is
saved.
Title Entered | j Group: ‘ ﬂ

NFC Data Import for Federal or Text Field Data entered for non-Federal employee

. Ay, i T e e TN e T | e e

After the initial form is saved

, breadcrumbs and a form section navigation bar are available.

Same Header
as Main Menu

7

Breadcrumbs

Form Section
Navigation Bar

INVESTIGATION | ADMINISTRATION SEARCH | FULL TEXT SEARCH | EXPORT | ADMIN INSTRUCTIONS | HELP

elcomePage -> Employee Profile

EMPLOYEE PROFILE

Admin Info Assign Info Contact Info Emp Property PPE Certs Skills Med Clearance Files m

Employee ID
Last Name (Legal)* : Ford

Mm NP uffix:

Trng Administration i
w  dnimal and Plani Health Inspeciion Service - Category
Emergency Management Response System
[ view BD

EDIT| @ Ma1L Irl @CREATE ApmMIn mes...‘ WCHECK IN| xREQ. DEL.| xDELETE Doc| @ HELP|

Employee Name:  Fred Ford

Employee Status Active

Administrative Info

FFDO1

First Name (Legal): Fred
Nick Name:

EMRO01-WM-08.20.08
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Action Buttons:

* Save Click, to save your data entry.

* Help Click, to get information about the specific form you are filling out. Information could
include the use of the form and required fields to fill out.

» Edit Click, to modify information in a form.

e Mail It Click, to mail someone a link to the form.

« Check In/Out Click, to check employees in and out of a task force assignment.

» Req.Del Click, to submit a deletion request for the form, and all descendant documents.

« Delete Doc Click, to permanently delete the form and all descendant documents.

» Create Admin Forms - Click, to access follow-up forms.

Form Title Bar:

The name of the form is displayed here; in some cases, other related information is also displayed.

Form Section Title Bar:

If the form has more than one section, a form section bar is displayed to separate the sections.

Data Fields:

Data fields are provided for data entry. There are multiple types of fields:

« Scrolling menu field — use scroll bar to navigate to the appropriate choice, click on your choice.

» Drop-down menu field — click on arrow at end of field, click on your choice (might have to scroll also)
* Input field — type information into field

» Combination input/drop-down menu field — start typing information into the field; a drop-down menu
appears from which you can select your choice.

Breadcrumbs:

Breadcrumbs display the path you followed to get to your current location in the system. You can click on
any of the links in the breadcrumb trail to navigate to that spot.

Form Section Navigation Bar:

If the form has more than one section, there are separate buttons in the Section Navigation Bar for each
section that allow you to go directly to a specific section. No other sections are displayed. These buttons are
useful if you are editing only part of a form.
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4.4 Investigation Module Elements and Functions

a. Investigation Main Menu

The main elements of the Investigation Main Menu are labeled in the screen shot below. Definitions of each element
follow the screen shot.

System

Screen Title

Navigation Bar — e e e e T e I e T

Links ——

Current Search Functions
System Name Database & Module (Category & View)

% Trng Investigation
Ve daimal and Plant Heaith inspection Service [ -] Category
t R

Emergency M; g P! Syst = D

View

Welcome Registered Users of the USDA Emergency Management Response System

INVESTIGATION DATABASE - MAIN MENU
Enter New Investigation Summary
NAIS Premises Allocator:

EList FAD Investigation ies

QAII Investigations with Followup Forms

® View IntelliPrint Formats

o

““ EMRS Downloads - Blank Forms, Doc ion, Etc.
Status Reports

@ Help Links
Right Now Help Desk

B National Animal Health Emergency Management System (NAHEMS) Guidelines

®VS Memo 580.4 (Procedures for investigating a suspected FAD/EDI

Current Database & Module:

* Database

* Module

In the example above, you are in the Training database. To access other databases, refer to section 5.1.
Note: You may not have access to some of the databases.

In the example above, you are in the Administration module. Other modules include Investigation, and Task.

Search Functions (Category & View):

« Category

¢ View

EMRO01-WM-08.20.08

Examples of category types for Administration are: Employee, Mob/DeMob, Station, ICP Reports,
Incident Ledger, Deletions, Resource Orders, etc.

The views vary with the category selected. If you select Employee as the category to search, views such as
Contact Information, Employee by ID Number, Employee by Team, Position Certifications, etc. are
available.
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System Navigation Bar (the available buttons change with the button selected):

* Investigation Click, to go to the Investigation module.

e Administration Click, to go to the Administration module.

» Tasks Click, to go to the Task module.

e Search Click, to search for employees, property, fleet vehicles, and ledgers in the EMRS.

» Full Text Search Click, after selecting a category & view, to search for words, reference numbers, names, etc.

* Export Click, to select a form and specific field values, and send them to a user defined e-mail address.
* GIS Mapping Click, to access the mapping module.
* Help Click, to find application/form help through the use of a Table of Contents, Index, or by Type.
» Suggestions Click, to report an EMRS enhancement idea or problem you’ve discovered.
Links:
Enter New Investigation Summary: Click, to access the Investigation Summary form, and begin to fill it out.
NAIS Premises Allocator: Under construction . . . once it’s functioning, click to get a premises identification

number assigned.

List FAD Investigation Summaries: Click, to access a list of Foreign Animal Disease investigation summaries with links
to the forms used in the investigation. The list includes the region, state, fiscal year,
reference control number, premises identification, contact name, company name,
primary species that initiated the investigation, primary species on premises, type of
operation, and reason for the investigation.

All Investigations with Follow-up Click, to access a list of all premises (positive & negative) that are on the database.

Forms: This view allows for the selection of almost all investigation forms associated with a
premises. The list includes the premises name, # of follow-up forms, reference
control number, infection status, quarantine status, and work status. Many of the
columns are sortable.

View IntelliPrint Formats: Click, to access this Lotus Notes ad hoc reporting tool in order to manipulate views
and reporting formats.

EMRS Downloads — Blank Forms, Click, to reveal a menu with links to:
Documentation, etc: o Blank Forms

Appraisal Detail

Appraisal Summary

Backyard Questionnaire

Blank Non-Commercial END Questionnaire
Cleaning & Disinfection Summary
Disposal Detail

Euthanasia Detail

Euthanasia & Disposal Summary

Herd Exam

Investigation Summary

Lab Submission 10-4

Movement Permit Detail

Movement Permitting Approval

Permit For Movement VVS127 Form
Permit For Movement VVS127 Sub Form
Premises Visit Assignment
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Questionnaire
Questionnaire Brucellosis
Sample Lab Report
Sample Test Report
Status

Surveillance Form
Survey Influenza

Trace

Trace List Assignment
Vaccination Record
Vector Control Worksheet

Data Dictionary
Documentation

C&D Chief EMRS Duties

Diagnostics Lead EMRS Duties

E&D Chief EMRS Duties

EMRS Fact Sheet

EMRS GIS Training

EMRS Introduction movie

EMRS Investigation Module Data Entry

EMRS Mapping movie

EMRS Mapping Training

EMRS Overview Briefing

EMRS Roles

Internet Password

Protocol to create and name Instances in EMRS

Tracing Module Instructions Manual

Using EMRS for Routine FAD Investigations

Using EMRS for Routine FAD Investigations Training CD
View Aliases

VS Memo 580.4 (Procedures for investigation a suspected FAD/EDI)

Mapping

EMRS Mapping Setup Instructions
J2re — 1.3.1 — Install me first
AEJava — Install me second

Software

Download Free Adobe Acrobat Reader
EpiCurve

EpiCurve Documentation

IntelliView ActiveX install

Internet Explorer 5.5 sp2 windows
Internet Explorer 6 for windows XP only

Status Reports:

Click, to view report attachments, if any are available.

Help Links:

Click, to reveal the Help Menu.

O O0OO0OO0O0oOo

(0]

Investigation Module Data Entry Procedures for task force environments

Using EMRS for Routine FAD Investigations
Using EMRS for Routine FAD Investigations Training CD
Tracing Module Instructions

VS Memo 580.4 (Procedures for investigating a suspected FAD/EDI)

Version Information
User Access & Troubleshooting

Right Now Help Desk:

Click, to open a Help Desk ticket if you have an EMRS problem, or view a list of
frequently asked questions, or check your Right Now account.

National Animal Health Emergency
Management System (NAHEMS)
Guidelines

Click, to view operational guidelines, disease response strategies, and administrative
guidelines.

VS Memo 580.4 (Procedures for
investigating a suspected FAD/EDI)

Click, to view the latest procedures for investigating a suspected Foreign Animal
Disease/Emerging Disease Incident.
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b. Investigation Form

The main elements of an Investigation form are labeled in the screen shot below. Definitions of each element follow the
screen shot.

Trng Investigation

= dnimal and Plant Health Inspéction Service [ | Category
Same Header Z Emergency Management Response Syst = oD
- View
as Main Menu invesricarion | mommisRarion | Tasks | seancn | o rex seancn | Exponr | cis A | v | succesrions |
ACtI on B Utto ns M Enn‘l @ CREATE LAB SuUB @ New HERD ExAM CHANGE INVE5| XREQI.IEST DEL‘ @ MAIL|
WelcomePage -> Investigation Summary -> Herd Exam Form
B read crum bs HERD/FLOCK EXAM FORM Incident: Fad Investigations Incident Site: Minnesota
Form Title Bar " Hide prem Info
Referral Control Number 07MNANDE Prem ID ANDERSON
Local ID anderson Prem Name Anderson Bud
Prem Qwner Anderson, Bud
ICase Classification Undetermined Prem Address 999 157Th St 888 157Th St
Lakeville MN, 55155
Pram County Ramsey
Form Status COMPLETED Qperation Type Swine Operation
Prem Org Assoc BAH
FO rm SectIO n —— | Anim Owner Info | Investigator Exam Summary Animal Info Exams Diagnosis Lab view  Files m

Navigation Bar

} Show Animal Owner Contact Info
Animal Owner Contact Information

Form Section ——

Owner's Last Name: Anderson Owner First Name Bud

Title Bar I PO =N —— P o= —ta
Action Buttons:
» Save Click, to save your data entry.
* Help Click, to get information about the specific form you are filling out. Information could
include the use of the form and required fields to fill out.
» Edit Click, to modify information in a form.
e Mail It Click, to mail someone a link to the form.
e Check In/Out Click, to check an employee in and out of a task force assignment,
+ Req.Del Click, to submit a deletion request for the form, and all descendant documents.
e Delete Doc Click, to permanently delete the form and all descendant documents.

e Create Admin Forms - Click, to access follow-up forms.

Form Title Bar:

The name of the form is displayed here; in some cases, other related information is also displayed.

Form Section Title Bar:

If the form has more than one section, a form section bar is displayed to separate the sections.
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Data Fields:

Data fields are provided for data entry. There are multiple types of fields:
« Scrolling menu field — use scroll bar to navigate to the appropriate choice, click on your choice.
 Drop-down menu field — click on arrow at end of field, click on your choice (might have to scroll also)

* Input field — type information into field.

» Combination input/drop-down menu field — start typing information into the field; a drop-down menu appears
from which you can select your choice.
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Section 5: System Architecture

Oracle is used for:

o  Premises identification creation via direct access to the National Animal Identification System (NAIS).
o Relational reporting capabilities and interconnectivity with other data systems.

e  GIS mapping interface (in conjunction with Microsoft SQL Server).

Web client is used for a user interface.

Users can view data through various types of forms and views, attach or upload many types of files (MSWord, scanned, various
image types) into most forms, and search for specific text within any attached file.

5.1 EMRS Modules

EMRS uses several modules:
e Administrative is used for ordering and managing personnel, as well as equipment and vehicles.

o Investigative is used for managing activities or tasks associated with disease control and premises surveillance (includes access
to National Premises Identification system and mapping module).

e  Tasking is used for managing large tasks that may not be directly related to a premises. It also allows you to assign and track
completion of documents by serving as an electronic filing cabinet for the documents.

o  Look-up operates “behind the scenes” for reference list and drop-down menu choices.

e Help provides links to information regarding specific fields, forms, FAQs (frequently asked questions), or user instructions.

The diagram below shows the relationship of the modules.

Help
Module
|
Task - . L
Administrative ) Investigation
Management Module Module
Module

Lookup
(Reference)
Module
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5.2 EMRS Servers

It is possible, through a process known as replication, to maintain copies of an instance of EMRS on several different
servers in different locations, ensuring access to the system and nearly real-time backup for all data.

All information entered on one server is copied to the other servers every 15 minutes so you are never at risk of losing
more than the last 15 minutes of data entry. Local servers at field locations can be used for increased data entry speed;
the data is then sent to servers in other parts of the country where it is available for data analysis without affecting the

field server’s speed.

The diagram below shows the servers involved in the EMRS and their relationships.

EMRS Main
Server
Fort Collins

w
Remote EMRS Users

(APHIS Network, DSL,
Dialup, other Agency LAN)

APHIS Firewall
Oracle

]

Oracle Server
Temp Tables
GDB

~]— replication —J

Premises ID

]

Prem ID
Allocation
System

EMRS Main

Server
Riverdale

EMRS Field
Server(s)

-~ replication —p I

/

GIS Mapping

4 4
EMRS IMS EMRS SDE
Internet Map Spatial

Server Database

Base Layers Engine
Data Layers SQL Server
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Section 6: Data Security

EMRS has a robust security system allowing many different methods (control lists for groups, individuals, and roles) to
control access to various levels of data. This allows the recording of data from many geographic locations into one
instance of the system, and through the use of access groups, it can restrict state or region access to only the data from
their area.
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