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History of User Guide Updates

Old Features

New Features

The secured site will no longer be used to access
HSEES

Log on to https://sdn.cdc.gov to access HSEES 5.0

Explore 6.0 or Netscape 7.1 was required

Internet Explorer 7.0 or higher is required

Menu:

[‘T‘jHSEES: Yersion :4.2.1/3.4.1
File Edit ilities Administration  Abouot

inistration P Help

Chemical menu items “Coded “ and “Not Coded”
have been replaced and moved from the Utilities
menu

“Chemical Summary for Standardized” & Chemical
Summary for Non-Standardized” have been added in
the Reports menu.

Shortcut;

MEEERNEEEEE

Shortcut;

Save | Refresh | Delete | Print Summary | Print Questionnaire I

Access to shortcut commands

There are no shortcut commands

The Return or Double Quotes (*) keys could be
entered into any of the comments or notes fields.

The Return or Double Quotes (*) keys cannot be entered

into any of the comments or notes fields.

The File menu has been removed

An Event menu has been created

BEwent W
Search
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History of User Guide Updates

Old Features

New Features

Exit Option has been removed

Simply close your browser to exit HSEES

The Edit menu has been removed

L ate Password.., AZtrl+L
Find Evests... Ctrl+F
Add Ra Cirl+A
EditFow trl+E
Delete Row Ctrl+

Commands are no longer needed or have been replaced;
Passwords are not used to log onto HSEES 5.0

Find Events is now called “Search” and can be found
on the Event menu

To Add, Edit, or Delete a row on the Substance or
Victims table, users will need to click one of the
following functionalities:

Add New Chemical Information

Add New Substance  Add New Wictim

Edit Row: =

Delete Row: Pl

The About menu has been removed

About HSEES. .

View important links or information about HSEES by
clicking the Help menu

IE'-;Ent P Utilities P Reports P Administration P

The following internet site will provide all HSEES
documentation: http://www.atsdr.cdc.gov//HS/HSEES/

Daily Summary- moved from the Utilities menu
Data Entry Summary-moved from the Utilities
menu

Duplicate Events-moved from the Utilities menu
Chemical Summary for Standardized and
Chemical Summary for Non-Standardized-moved
from the Utilities menu

The Reports menu has been added to include this
information:

Daily Summary

Data Entry Summary

Duplicate Events

Chemical Summary for Standardized
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History of User Guide Updates

e Q16: The Facility field has been changed from option buttons to a list box.

e Q20: Subcategories are separated.

e Q27: The text field has been removed. The user is no longer required to enter this value.
e Q32: “Used as pesticide” has been moved below Q30.

e Q38: The text field has been removed. The user is no longer required to enter this value.
e Q70: Comment box is activated by option buttons.

e [For security reasons, there is a system timeout after 20 minutes of inactivity.

e Anoverride box is available for fields 12, 16, & 49-54 to simplify the GIS Flags.
(the override check box will add a flag to the database)

e No GIS_Data or GIS_Flag_Data Downloads on the Data Downloads reports for DHS users.
e Saving Validation has been removed (will be available as an enhancement).
e The field for “Chemical Type” has been changed from option buttons to a list box.

e Data Downloads can be opened in Excel format or “saved as” a Text/ Excel/CSV
(comma separated value) file.

HSEES 5.0 Highlights.

e The Event screen allows you to sort your search results by different fields:

-Event ID - State, County & City
-Event Name - Status
-Event Date - Surveillance

e No application download required.
e Faster downloads for data and reports.

e Comment field allows for more detailed description of synopsis by providing a greater number of
characters.
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HSEES User Permission Process

1. The user applies for an SDN Digital Certificate @ https://ca.cdc.gov/sdncode/sdnapp/ and
creates a Challenge Phrase. (contact the Support Specialist for SDN password).

2. SDN sends the user an approval email that includes an instruction link and an installation link
for the digital certificate.

3. The user downloads and installs the digital certificate into the internet browser.
4. The user sends an email to the Support Specialist with the following information:

SDN Key (Employee ID on digital certificate)
Name (used on SDN application)

State/ Country

Email

User Type

5. The Support Specialist adds the new user information into the HSEES application.

6. The user now has access to HSEES and can log on by using his/her Challenge Phrase at
http://sdn.cdc.gov.

HSEES User Permission Removal Process

1. The State Health Department contacts the ATSDR/ HSEES representative assigned to their
state to notify them of an employee’s inactive status.

2. The ATSDR/ HSEES representative notifies the Support Specialist (or Application
Administrator) and HSEES Team Lead of the employee’s inactive status by email.

2. The Support Specialist (or Application Administrator) removes the user’s roles and privileges
from HSEES.
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History of User Guide Updates

Date Page(s) Update Description
Updated Updated

07/01/2008 | Page 37 Q: 38 - No longer required to save event with a Complete status.

10/17/2008 | Page 25 Q: 16 - Feature Enhancement which allows users to edit Proximity selections
without losing system selected data.

10/17/2008 | Page 50 Data Download: Users have the ability to download data in a Text format (.txt)
without first having to save it as .txt

10/17/2008 | Page 20 Q: 12 — An error message added to prevent incorrect Lat/Long data being

documented.
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PURPOSE

The Hazardous Substances Emergency Events Surveillance (HSEES) system is a web-based
application that provides an easy way to enter data for qualifying emergency events from the
HSEES Data Collection Form into a centralized computer database. The application follows the
outline of the Data Collection Form, and the use of tab pages allows simple navigation through
the data.

USER SUPPORT

If you encounter a problem with the system or need assistance, contact your ATSDR Division of
Health Studies representative.

Solutions to common issues with HSEES can be found at:
http://www.atsdr.cdc.gov//HS/HSEES/
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Chapter 1: Basics

HOW TO ACCESS
To access HSEES:

1. Open Internet Explorer.

ANOTE: Explorer must be release 7.0 or higher.
2. Go to the SDN web site located at:
https://sdn.cdc.gov

@ Tip: Bookmark this address for future access.

The Certificate Alert screen is displayed.

3.

4. Select your security certificate and click “OK”.
5. The Challenge Phrase home page is displayed.
6.

Enter your challenge phrase and click “Submit”

Please enter your challenge phrase:

: Submitﬁ

Forgot your challenge phrase? Click here
7. The CDC Public Health Partners screen is displayed.
8. Click the HSEES link under the “My Applications” heading in the upper left corner.

My Applications

ATSDR
* Hazardous Substanceqﬁmergenw
Event Surveillance

9. The HSEES “Events” screen (Figure 1) is displayed.

June 2008 HSEES User Guide 5.0 Page 2




Chapter 1: Basics

ATS

Event P Utilities

BSTANCES

ISTAY,

P Reports P Administration P Help

Events

[%] Search Criteria

Event ID: I:l Event Hame: l:l State: Ge

County: Al v City: |:| Status:
Date: I:I Surveillance: All (W Type of Event: All L
Notification Agency: I:I Number of Victims l:l Humber of People Evacuated I:I

[Cle=r]

[#] Search Results

Count:24
Event ID Event Hame Event Date State County Surveillance
GAZ0050001 01/07/2005 GA Cobb Marietta Final h i
GAZ0050002 01/07/2005 GA Fulton ATLANTA Final hd
GAZ0050003 Some name 01/03/2005 GA Cobb SMYRNA Final N
GAZ0050004 Sun Farms 02/02/2005 GA Clinch MARIETTA Final A
GA20050005 02/22/2005 GA Fulton ATLANTA Final N
GAZ0050008 05/01/2005 GA Cobb MARIETTA Final N
GAZ0050007 Earthlink 05/01/2005 GA Fulton ATLANTA Final hd
GAZ0050008 Earthlink 05/02/2005 GA Fulten ATLANTA Final N
GAZ0050009 05/01/2005 GA Cobb KENNESAW Final h i
GAZ0050010 Shoe Warehouse 04/27/2005 GA Cobb KENMESAW Final A
GA20050011 05/03/2005 GA Cobb WARIETTA Final N
GAZ0050012 05/16/2005 GA Fulton Atlanta Final Y
GA20050013 Midtown Atlanta 08/07/2005 GA Fulton ATLANTA Final h i
GAZ0050014 08/07/2005 GA Glynn BRUNSWICK Final A
GAZ0050015 Paper manufacturing facility 06421/2005 GA Ghynn BRUNSWICK Final h i
GAZ0050016 07/24/2005 GA Ghynn brunswick Final N
GAZ0050017 086/22/2005 GA Glynn Final h i
GAZ20050018 Hartzfield Jackson Airport 07/27/2005 GA Fulton ATLANTA Final Y
GAZ0050019 10/26/2005 GA Fulton Atlanta Final hd
GAZ0050020 1111412005 GA Cobb WARETTA Final N
Page1o0f5 1 2 2 4 5 =

Figure 1
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Chapter 1: Basics

NAVIGATING HSEES

The easiest way to navigate through the HSEES application is by using your mouse. When
entering data, you can also use the Tab key to move from field-to-field.

Menu Bar

The Menu bar is located at the top of the screen. Use the menu options to perform various
activities within the HSEES application.

|E'-;Ent P Utilities » Reports P Administration F Help
Menu Bar

Not all Main Menus (or the menus under them) are always active. If a menu is inactive, it is
grayed-out.

Reporte M Administration Pk Help

Daily Summary

Data Entry Summary

Duplicate Events

Chemical Summary for Standardized ’

The menu options are:

Search

° Event .:.CICI MNew
0 Search - opens the “Events” search screen
o Add New - creates a new event record

Downloads
e Utilities: DTStandardization

o Downloads - opens the “Download” screen that is used to create files that contain
event, chemical, victim, and exception data

o DTStandardization - Chemical Standardization Module (ATSDR use only)
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Daily Summary

Data Entry Summary
Duplicate Events
Chemical Summary for Standardized

e Reports:
Daily Summary — produces a daily event summary report for a selected time frame.
Data Entry Summary — produces a data entry summary report for a selected time frame.
Duplicate Events — produces a summary of duplicate events within a selected time frame.

Chemical Summary for Standardized - produces the Chemical Summary Report for
Standardized Chemicals

Chemical Summary for Non-Standardized - produces the Chemical Summary Report for
Non-Standardized Chemicals

Toolbar

Use the Toolbar to select the commands that are commonly used in HSEES. The Toolbar
commands will not always be active. 1f a command is inactive, it will appear grayed-out.

The Toolbar is located just below the Menu bar:

AGENCY FOR TO0G SUBST
AND DISEASE

Event P Utilities P Reports P Administration P Help

Save | Refresh | Delete | Print Summary | Print Questionnaire

Save saves any new or changed data entered since the last save

Refresh . resets any fields changed since the last save to original values for the
current event

Delete ; marks an event record for deletion
Print Summary . produces an event summary printout of the current event

Print Questionnaire : produces a printout of the Data Collection form
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Selection Lists
There are two types of selection lists used in the HSEES application:

e Drop-Down List - click on the arrow to the right of the field. A pop-up box is displayed
below the arrow with the options for the field. Click on the desired option to select it. If you
select the wrong item, click on the arrow again and select the correct option.

v

Drop-Down List

@ Tip: After the pop-up box is displayed, type the first letter of the desired option. Your
cursor then moves to the first option beginning with that letter.

e List Box - a list of options is displayed in the field. Use the scroll bars to view all of the
options. Click on the desired option to select it. To select more than one option, hold down
the CTRL key and click on the next option. If you select the wrong option(s), click on the
correct one(s), the other option(s) is deselected. To deselect an option without selecting a
new one, hold down the CTRL key and click on the option again.

Y

List Box

Radio Buttons

Radio buttons are circles, located beside the options for a field that indicate which option is
selected. Most fields have all the options deselected (circle is empty) when first displayed.

To select an option, click on the option’s radio button. The option is displayed with a green dot
inside the circle and the other options will be automatically deselected.

If after selecting an option, you decide that none of the options should be selected, click on the
selected option. The option is deselected and the other options remain deselected.

'@' Yes {F: No

Radio Buttons
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SAVING EVENT DATA

e Before you can save a new or changed event record, Fields 3, 8, and 12 must contain data.

e If you select No for Field 3, you must select an option in the list box next to the question.
You can then save the event without completing any other field.

e |f a State User opens an event with Review status he/she must answer Field 3 and all other
required fields before the event can be saved as complete.

e Before you can save an event as “Complete” Questions 1, 2, 3, 4, 8, 12, 19, 27, 28, 29, 38
and 71must contain data.

e If you enter a number greater than 0 in Field 27, you must complete all the substances
information before saving the event.

e If you enter a number greater than 0 in Field 38, you must complete all the victims’
information before saving the event.

e Occasionally save data as you enter it, especially after entering substances data or victims
data.

e An event identifier is automatically created for Field 1 when you first save a new event.
e Aneventis saved as Pending until you enter the substances data.

e When you save an event after entering the substances data, a pop-up is displayed asking if
you want to save the event as Pending or Complete (see “Creating an Event” below)..

A NOTE: [Field Users are only able to open and edit events with a status of Review.
Events saved by a Field User will show a status of Review.]

June 2008 HSEES User Guide 5.0 Page 7




Chapter 1: Basics

OPENING/ EDITING AN EVENT

To display an existing event:

Click on the Event menu and select Search.
The Events screen is displayed.

A WD oE

Click the Search key
or

Press the Return key.

P Reports P Administration P Help

Event P Utilities

Events

| [&] search Criteria
|

—

Ewvent

4

Add New

Expand the Search Criteria section and enter the event ID in the Event ID field.

|Gaz0080001 Al

surveillance: [a ¥

Notification Agency: Number of Victims |

State:

Status: [sekectone |

Type of Event: [ ¥

Number of People E I _|
£ Search | )

5. Locate the file in the Search Results section.
6. Click on the event ID to open the file.
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Events

[%] Search Criteria

Event ID: W‘ Event Hame: |—| State:

Cousty: W city: =l [sobctone 9]

Date: |—| Surveillance: 'E‘ Type of Event: | All bt
Notification Agency: |7| Number of Victims |7| Number of People Evacuated |7|

@ Search Results

Event Hame Event Date State i Surveillance

C AZUDSDU ABC Chemical Co. 01/01/2008 GA Fulton ATLANTA Complete T

7. Use the Tabs at the top of the screen to display all the information associated with the
event.

Notification  Descriptionf,.. Area/Factors Transportation/Fixed Facility Substances Wictims Decon/Population Evacuation Response Comments/Synopsis

8. Enter any changes.

A NOTE: Make sure that you tab or click out of a field before saving the event record.
If data is entered into a field without doing so, no changes will be saved.

9. To save the changes to the event record, click 388 on the Toolbar

A NOTE: To save changes to the event record, information is required in:

. Field 3 on the Screen Header (Figure 2) Not available to Field Users
. Field 8 on the Description Tab (Figure 4)

. State in Field 12 on the Description Tab (Figure 4)

. Field 71 industry description on the Comments Tab (Figure 18)
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CREATING AN EVENT

To create an event:

g) Tip: It is recommended that you follow the HSEES Data Collection form as you enter the
event data.

1.
2.

If a blank HSEES screen is displayed go to step 3, otherwise go to step 2.
Click on Add New under the Event menu.

Bwent P

Search

e

A blank HSEES screen is displayed. Today's date is automatically entered in Field 2 on
the Screen Header and cannot be changed.

Enter information in the following required fields:
e Field 3 on the Screen Header Not available to Field Users
e Field 8 on the Description Tab
e Address information in Field 12 on the Description Tab

After you have entered information in the required fields, click 32 on the Toolbar to
save the event record.

6. An ID for the event is automatically entered into Field 1 on the Screen Header.

10.

Enter data in other fields as needed. In order to save the data you have entered in a field,
press the Tab key, or click on another field.

After you have entered data in all needed fields, click 38¥& on the Toolbar to save the
event record.

If you have not entered data in all the fields go to step 10, otherwise go to step 13.

A pop-up window is displayed with the message “All required questions have been
answered. Would you like to set the status of this event to COMPLETE?” Click on
either:
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Windows Internet Explorer

\‘__'

‘p All required questions hawve been answered, Would wou like to set the status of this event to COMPLETE?

Ik

4 [ Cancel

&

or

| to save the event as Complete.

o to save the event as Pending.

11. The event is saved.
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DELETING AN EVENT

To mark an event for deletion:

A NOTE: An event marked for deletion can still be displayed, but can no longer be changed.

1. Click on the Event menu and click Search.

N o g &

9.

Ewvent W
Add New

The Events screen is displayed.

Search for the event under the Search Criteria section by filling out the search criteria
fields then click Search.

or
Locate the Event ID in the Search Results section..
Click on the Event ID in the Search Results.
The event is displayed on the HSEES screen.
Click Delete on the Toolbar.

The Confirmation screen is displayed.

Windows Internet Explorer @

? 2
H_,../ Are vwou sure you wank to Delete?

[ ok | [ Cancel

Click on either:

. to verify that you want to mark the record for deletion

or

3 to indicate the event is not to be marked for deletion.

If “OK” is selected, the “Status” field is changed to “Deleted” and the “Eligible for
entrance to surveillance system” field is changed to “No”. Otherwise, the status remains
the same.

10. The Events screen is displayed.
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HOW TO EXIT

To exit the HSEES application, simply close your internet browser by clicking the in the
upper right corner of the screen.
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Chapter 2: Tab Screens

The fields on the Tab screens match the HSEES Data Collection form. Click on the Tabs to select the type of
information to display or to enter for an event. You can select the Tabs in any order.

SCREEN HEADER

The Screen Header is the top portion of the HSEES screen, displayed above the Tab screens.

Event Details

1. Event Identifier: Event Status: Pending
2. Date entered system: 1001472008
3. Eligible for entrance to surveillance system: O Yes O Mo Why?
4, Substances associated with this event were:
Figure 2

The Screen Header consists of:

e Field 1 - unique ID for the event is automatically entered when a new record is first saved.
e Event Status - status of the event record:
Pending - automatically entered when a new record is started

Complete - selected from a pop-up when you save the record after all required data has been entered and no
more data will be entered

Final - automatically entered when the data is closed for the year
Deleted - automatically entered when a record is marked for deletion
Review — automatically entered when a record is saved by a Field User
e Field 2 - system date is automatically entered when a new record is started.
e Field 3 - click Yes or No as to whether the event is eligible for the surveillance system. If you selected No,
select the option for the reason why it is not eligible in the drop-down list next to the field.

A NOTE: If Field 8 is entered and you selected “No” in Field 3 and an option in the “Why?”field, then you
can save the event without completing any other fields and the status is automatically entered as Complete.
Field 3 is not available to a Field User type.

e Field 4 - whether substances were released, threatened to be released, or both are automatically entered
when you select an option in Field 30 (Figure 11).
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NOTIFICATION TAB
This Tab screen displays information concerning the:

e agency or group that first reports the event
e person in the reporting agency or group to contact

Description Area/Factors Transportation/Fixed Facility Substances Victims Decon/Population Ewvacuation Responze Comments/Synopsis
5. Notification Date: B
&. Notification Source{Who first notified the state health department): W
7. Notification Contact:
Name: l— Agency:
Street: City:
Country: w State: R
County: ~ Zip Code: l—
Phone: l—
Hotes:
Figure 3

Enter information in the following fields (in any order, except where noted):

e Field 5 —the date of notification of the event. This may or may not be the same as the event date

e Field 6 - select the reporting agency or group. If you selected “Other”, type descriptive text in the adjacent
field.

e Field 7 - type information concerning the contact person in:
Name - name of the contact person
Agency- agency name associated with the contact person
Street- street address (do not use a Post Office box) of the contact person
City - city in which the street address is located
Country — country in which the state is located
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A NOTE: The State field is inactive until you select an option in the Country field.
State - two-character state abbreviation in which the city is located

A NOTE: The County field is inactive until you select an option in the State field.

County - county in which the street address is located

Zip code - five-digit ZIP Code associated with the street address

Phone number - area code, phone number, and extension of the contact person
Notes - any additional information regarding the contact person

/A NOTE: The Name, Agency, Street, Notes and Phone fields are inactive for Division of
Health Studies users (ATSDR) because these fields are encrypted.
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DESCRIPTION TAB
This Tab screen displays information concerning the:

e date and time the event began
e day of the week the event occurred automatically populates once a date is entered
e time category field automatically populates if a specific time is entered

e location of the event

Notification | Description | ArealFactors = Transportation/Fixed Facility Substances Victimz Decon/Population Evacuation Response Comments/Synopsis

8. Date of the Event: :ﬁ 9. Day of the Week the event occurred:
10. Time of the Event: - ;l.;:te:re multiple locations contaminated during this O‘r’es ONU
12. Event Location: If exact street address is not known, enter cross streets, highway mile marker, eic.

Street: City:

Country: State:

County: L Zip:

\F) [ override

Latitude: L Longitude: L

Degree-to-Decimal: Degree-to-Decimal:

13. Event Location Name:

Type of Industry:
Entered Industry:

14. Industry that caused the hazardous substance(s) release the same as Q13: O Yes O No

15. Released Industry Name:

Type of Industry:

Entered Industry:

Figure 4
Enter information in the following fields (in any order, except where noted):

e Field 8 - select or type in the date the event began in mm-dd-yyyy format
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ANOTE: If you enter a date for one of the following holidays, the “population at home” calculation for
Fields 52 - 54 should be treated as a weekend:

o New Year’s Day
o Memorial Day
. Independence Day

. Labor Day
. Thanksgiving
. Christmas
Field 9 - the day of the week is automatically entered based on the date in Field 8.

Field 10 - select or type in the time the event began in hh:mm format. If the time is unknown, leave the
field blank and select the approximate time range in the adjacent field.

g) Tip: If the date in Field 8 is the same as the date in Field 67, the time in Field 10 must be earlier than
the time in Field 68.

A NOTE: If you change the date in Field 8 you will be prompted to press the Demographics
button before saving the event.

A NOTE: The Name, Street, Latitude, and Longitude fields are inactive for Division of
Health Studies users (ATSDR) because these fields are encrypted.

Field 11 — click on “Yes” or “No” as to whether the event contaminated more than one location. Leave
blank, if unknown.

Field 12 - type or select information concerning the location of the event in:

Street - street address (do not use a Post Office box) where the event started. If the exact address is
unknown, enter any locating information.

City - city in which the street address is located
State - two-character state abbreviation in which the city is located

A NOTE: The County field is inactive until you select an option in the State field.
County - county in which the street address is located
Zip - five-digit ZIP code associated with the street address
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Country — country in which the event took place. By default your home country is shown.

@ Tip: Use F) to enter data in the Longitude and Latitude fields for the address entered in Field
12 (see “Using the GeoCode Button” below). If you change the data in Fields 8, 10, or 12 (address)
after using the GeoCode, Proximity, and Demographics buttons, you will be prompted to use the buttons
again to update the coordinates and the population data.

Latitude - latitude in either degree-minutes-seconds or decimal degree format
Longitude - longitude in either degree-minutes-seconds or decimal degree format

Using the GeoCode Button
Use the GeoCode button to enter the longitude and latitude of the address entered in Field 12:

1. Verify that data is displayed in the following fields:
o Street
e City
e County
e State
e Zip
e Country

2. Click Fz)

3. The GeoCode pop-up screen is displayed with a list of addresses that match the address in Field 12. (see
Figure 5) Go to step 4.

or

A pop-up is displayed indicating there is a problem with the address. Return to step 1 and verify the
address.
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Geo Code
Street City State  Zip County Latitude Longitude Score
ng 225 NORTHSIDE DR SW ATLANTA GA 30313 33.7483936987956 -84 4048511804555 8.25
ng 225 NORTHSIDE DR NW ATLANTA GA 30314 33.75048435835354 -84 4027323333333 825
Lg':i 225 NORTHGLENN CT NE ATLANTA GA 30342 33.902223 -84, 3703487487437 §.25
il 225 NORTHWOODS LAKE CT DULUTH GA 30096 33.9927607108454 -34.1657333459244
Figure 5

4. Select the row of the address that matches the address in Field 10 by clicking the = ijcon on the left
side of the address.

5. The Description Tab screen (see Figure 4) is displayed with information entered in the Longitude,
Latitude, Degree-to-Decimal Longitude, and Degree-to-Decimal Latitude and the fields are disabled.

@ Tip: You can override the data entered in Longitude, Latitude, Degree-to-Decimal Longitude, and
Degree-to-Decimal Latitude, if you have more exact coordinates. Do so by placing a check

in the M Override hox. This will enable the Latitude and Longitude fields for editing.

A NOTE:

e |f a latitude or longitude value is added that is out of the range of the assigned state, an error
message will appear stating “The Latitude or Longitude value is out of range.”

e To delete the data in the Longitude, Latitude, Degree-to-Decimal Longitude, or Degree-to-
Decimal Latitude, highlight the data in the field and press the Delete key.

e In order to reuse the GeoCode function, the [1override box must be unchecked.

e Field 13 — type or select information about the location name and type of industry
Name - location or the principal responsible party name

Type of Industry - most appropriate type of industry associated with the event location name. Type in the
NAICS code or select one from the pop-up list. (The Type of Industry field is automatically populated
with the NAICS code and description when selected from the NAICS code list.) To select a NAICS
code:

1. Click to bring up the NAICS Code Select window (see Figure 6).

@ Tip: At least a three-digit NAICS code must be populated in the Type of Industry field in order to
save the event as Complete.
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NAICS Code Select

=] MAICS Codes

. [11]Agriculture, Forestry, Fishing and Hunting

- [21]Mining

- [22]Utilities

- [23]Construction

- [31]Manufacturing - MAICS 31 (Food, Textle, Apparel)

- [3Z]Manufacturing - MAICS 32 (Paper, Printing, Chemicals, Petroleumn, Leather, Lumber, Stone)
- [33]Manufacturing - MAICS 33 (Metal, Electrical, Transport, Professional)
- [42]Wholesale Trade

- [44]Retail Trade -1

- [45]Retail Trade - 11

- [48] Transportation and Warehousing - I

- [49]Transportation and Warehousing - II

- [51]Information

LI 1 | R T

Select below if no appropriate NAICS code is found:

Figure 6

Entered Industry — most appropriate type of industry associated with the event location name if a standard

type does not match any appropriate NAICS codes available.

2. Click on the plus signs to expand the list.

3. Select at least a three-digit NAICS code, and click . The selected NAICS code and description will

be populated in the Type of Industry field.

4. Click Lookup tg |ink to the U.S. Census Bureau North America Industry Classification System for

further description of a code.

g) Tip: The U.S. Census web site http://www.census.gov/epcd/naics02/ will give detailed description of

any code selected from the NAICS Code Select menu.
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e Field 14 — click *Yes” or “No” as to whether the industry named in Field 13 is the actual cause of the event.

e Field 15 - if the answer to Field 14 is “No”, then click to select a NAICS code from the NAICS Code
Select window (see Figure 6) for the industry type that actually caused the event. (Repeat instructions for
Field 13 above.)
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AREA/FACTORS TAB
This Tab screen displays information concerning the:

e type of buildings and land in the area where the event occurred
e type of weather conditions when the event occurred

e factors that may have contributed to the event

Notification Description |Area.-'Factcrs |_rar:a;crtaticn-'Fixe: Facility Substances Victims Decon/Population Evacuation Response Comments/Synopsis

B

Qverride

16. Were the following within 1/4 mile radius of the event:(Seiect all that 2pply)
School

Hospital

Nursing Home

Licensed Daycare

Industry or other Business
Recreational Area

17. General Land use in the surrounding area:(May have ONE or TWO entries) [0] Undeveloped area

[1] Industrial arga

[2] Commercial area

[3] Residential arsa

[4] Agricuttural area

[&] Wiltary facility/DOEDOD

[C] Recreational Area

18. General weather conditions:(\Mzy have ONE or TWO entries) [1] Clear skiez(ne extrems weather conditions)  »
[2] Rain
[3] Snow, ice, slest
[4] Fog b

25. Factors(FPrimary factor required. If no secondary factor, choose "N")
Primary: '

Secondary: w

Figure 7

Enter information in the following fields (in any order, except where noted):

e Field 16 - click Yes or No as to whether each of the listed types of buildings are located within a ¥ mile
radius of the event. Leave any option blank, if unknown.

@ Tip: Use ;P;) to enter data in Field 16 based on the address/latitude/longitude entered in Field 10,
rather than clicking Yes or No (see “Using the Proximity Button” below). If you change the data in Field 12
(address), after using the GeoCode and Proximity buttons, you will be prompted to use the buttons again to
update the coordinates and the facility resources.
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e Field 17 - select one or two options for what the land around where the event occurred is used. Hold down
the Ctrl key for multiple options.

e Field 18 - select one or two options of the general weather conditions at the time the event started. If you
selected “Other”, type descriptive text in the adjacent field.

e Field 25 - select a primary and a secondary reason that may have caused the event:
Primary - initial cause of the event
Secondary - immediate cause of the release
ANOTE: You must:
e select a primary factor, but selecting a secondary factor is optional.

e if you selected “Other” as either the primary or secondary factor, then enter descriptive text in
the Primary and/or Secondary adjacent fields.

Using the Proximity Button
Use the Proximity button to enter data in Field 16 based on the address/latitude/longitude entered in Field 12:

1. Verify that data is displayed in the following fields for Field 12:
e Street
o City
e County
e State
e Zip
e Country
e Latitude
e Longitude
If data is missing from any of the fields, enter it now.

2. Click ?)

3. The GIS Proximity Results pop-up (see Figure 8) is displayed with the list of facilities that are within
the radius of the event, or that have no information. Go to step 4.

or
A pop-up is displayed indicating there is a problem with the address. Return to step 1 and verify the address.
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Proximity within 1/4 mile radius of the event
Residence YES
School NO
Hospital MO
Hursing Home MO
Licensed Day Care YES
Industry/Business YES
Recreational Area YES
Figure 8
. |[OK
4. Click to accept the results
or

Click to cancel the results and return to the Area/Factors Tab screen).

5. The Area/Factors Tab screen (see Figure 7) is displayed with information entered in Field 16 and the
field is disabled.

6. You can override the data entered in Field 16 if you have more reliable data Do so by placing a check
in the ¥l Override hox. This will enable the list box for editing while still retaining the data

systematically selected when the Proximity button ?) was utilized.

/L NOTE: In order to reuse the Proximity function, the [l override box must be unchecked.
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TRANSPORTATION/FIXED FACILITY TAB

This Tab screen displays information concerning whether the event occurred while substances were being
transported or while in a facility.

Notification Deszcription ArealFactors | Transportation/Fixed Facility | Substances | Wictims Decon/Population Evacuation Rezponse Comments/Synopsis
19, What T f Event is this:
at lype ot tventis this @ Transportation C’ Fixed Facility
20. Mode of transportation involved: ~
(May have ONE or TWO entries) [3] Rail
[4] Water
[5] Air hd
Sub- Categories Ground Rail Water Air
Tanker Truck s
Mon Tanker Truck
Wan
Automobile 5
21. What phase of transportation involved: v
22, Area/Equipment of the fixed facility was involved:
(May have ONE or TWO entriss)
23, Number of people working the facility during the event:
24. Number of people visiting the facility during the event:
26. Rel i cted cl d structure:
elease impacted closed structure: O Inside only
O Qutzide onhy
O Both
Figure 9
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Perform the following steps:
1. Select whether the event occurred while being transported or in a facility for Field 19. If you selected
Transportation, go to step 2. If you selected Fixed Facility, go to step 3.
2. Enter information in the following fields (in any order, except where noted):

e Field 20 - select the type of transportation used. If you selected Ground, Rail, Water, or Air, use the
Sub-Categories lists to further define the option selected. Multiple options under one mode of
transportation may be used.

@ Tip: You can select multiple options for Ground.

e Field 21 - select what phase of transportation was involved when the event occurred. If you selected
“Other”, type descriptive text in the adjacent field.

e Field 26 - select the option to show if the event occurred inside, outside, or both places.
3. Enter information in the following fields (in any order, except where noted):

e Field 22 - select one or two of the options, for location in the facility, where the event occurred. If
you selected “Other”, type descriptive text in the adjacent field. If you do not select “Other”, you
can use the adjacent field to enter additional specification of the area/equipment involved in the
event.

@ Tip: Inorder for Field 22 to be active for selection, you must enter one of the following specific
NAICS codes in Field 13 on the Description tab.

21 — Mining 31 — Manufacturing
22 — Utilities 32 — Manufacturing
33 — Manufacturing

e Field 23 - type in the total number of people legally working (full and part-time employees, and
contractors) at the facility when the event occurred.

e Field 24 - type in the total number of people that were visiting (people who are not employees or
contractors) the facility when the event occurred.

e Field 26 - select the option to show if the event occurred inside, outside, or both places.
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SUBSTANCES TAB
This Tab screen displays the:

e number of chemicals involved in the event
e description of each chemical involved in the event

e name(s) of the chemicals involved in the event

A NOTE: An event is saved with a status of Pending until you enter the substances data. Once you enter the

substances data and save the record, a pop-up is displayed asking if you want to save the event with a status of
Pending or Complete.

Notification Description ArealFactors Transportation/Fixed Facility | Substances |¥ictim3 Decon/Population Evacuation Response Comments/Synopsis

27. Total number of substances reported: 2 Add New Substance

1 Streptomycin Sulfate f X
2 Peroxide, NOS Vi *
Figure 10

Perform the following steps:

1. Click on Add New Substance

2. The Substance Makeup Information screen is displayed.

Substance MakeUp Information

Chemical Type: 30. Was the substance:
| 9 | x
32. Used as pesticide: 'G‘ Yes C’ No
3. Type of release: _ [1] Spillliguid or solid) ~
(Mszy have ONE or TWO entries) [2] Volatiization/aerosolized (vapor)
[3] Fire:
[4] Explozion W
35. Quantity released: | ” w
36. Unit of Measure: | hd |
Add New Chemical Information
Figure 11
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3. Select one of the chemical types below from the “Chemical Type” field:
e Individual - only one substance was involved.
e Mixture - combination of substances that were stored together prior to being released.
e Reaction - substances that were mixed together to create the chemical reaction.

ANOTE: You can click after selecting a chemical type and return to the Substances Tab screen

without entering information in any other field. You will need to complete the information for the

substances before the event record can have a status of Complete or Final. Otherwise, continue on to
step 4.

4. If you selected:
e Individual:only one chemical can be added
e Mixture: two or more chemicals must be added

e Reaction: two or more chemicals must be added
5. C|iCk Add Hew Chemical Information

6. The Chemical Information screen is displayed.

33. Chemical Information

Makeup type: Selected name:
Entered name: Standard name:
31. Type: CAS:

DOTIUN: Category:
Manufacturer:

Figure 12

7. Type or select information in the following fields:

Makeup type: chemicals that have an “Individual” or “Mixture” chemical type can only have a
“Component” makeup type on the Chemical Information screen (Figure 12). The
makeup type is automatically entered and the field is disabled for individual and
mixture chemicals. Chemicals that have a “Reaction” chemical type can only have a
“Product” or “Reactant” makeup type on the Chemical Information screen (Figure 12).

Selected Name: type the first two letters of the chemical name to activate the list. More letters can be
entered into the field to further minimize the items in the drop-down list. Once the list
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Is activated, select the standardized chemical name by clicking on the chemical name.
The data will automatically populate in the remaining fields which will then be made
inactive. Click “OK” to return to the Substance Makeup Information screen.

If the event chemical can not be found in the Selected Name list, enter “no” into the
Selected Name field and select “**NO STANDARDIZED CHEMICAL FOUND**”
and proceed to the Entered Name field.

Entered Name: if you cannot find the chemical in the standardized chemical name drop-down list, in

the Selected Name field, type the chemical name in the Entered Name field then click
(see “Checking for a Chemical Name” below for more details).

/L NOTE: You cannot enter “Unknown” in Entered Name.

The button is invisible until “**NO STANDARDIZED
CHEMICAL FOUND**” is selected for the Selected Name field.

Standard Name: automatically populates when you select a standard chemical name in  the Selected

Type:

CAS:

DOT/UN:

Category:

Name field.

if you type the chemical name in the Entered Name field and clic, the Type
field will be enabled for you to select the chemical type.

if you type the chemical name in the Entered Name field and after clicking
ﬁ.type in the Chemical Abstract Service number.

if you typed the chemical name in the Entered Name field and after clicking,

type in the Department of Transportation (DOT) or United Nations (UN) number.

if you typed the chemical name in the Entered Name field and after cIicking,
select the classification for the chemical.
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Manufacturer: if you typed the chemical name in the Entered Name field and after clicking,
type in the name of the company that produced the chemical and any other information
you have for the chemical.

8. Click to retain the information. The Substance Makeup Information screen is displayed. If the
chemical is an individual, continue on to step 9. If the substance is a mixture or reaction, at least two
chemicals must be entered to save the substance information (repeat steps 5-7).

or

Click to return to the Substance Makeup Information screen without retaining the information.

9. Type or select information in the following fields (in any order, except where noted):

e Field 30 - select whether the chemical was actually released into the environment or only threatened
to be released. When you select an option, the same option is automatically entered in Field 4
(Figure 11).

/L NOTE: If there is more than one substance for an event, and each substance has a different

selection for Field 30, the field will populate with "Some actually and some threatened to be
released”.

e Field 32 - click *“Yes” or “No” as to whether the chemical was used as a pesticide. Leave blank, if
unknown.

e Field 34 - select one or two ways how the substance was released into the environment.

e Field 35 - select the amount (one decimal place) of substance released into the environment or the
approximate amount of substance released into the environment. If you entered the exact amount,
the approximate amount category is displayed in the adjacent field. If the exact amount is unknown,
leave the field blank and select the approximate amount in the adjacent field.

e Field 36 - select the units in which the amount of substance released entered in Field 35 is measured.

10. Click to retain the information. The Substances Tab screen (see Figure 10) is displayed with data
automatically entered into the row on the Substances table.

or

Click to return to the Substances Tab screen without retaining the information.

11. The same number of rows as the number populated in Field 27 is automatically added to the Substances
table. The table consists of:

e Field 28- number for each row is automatically displayed.
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e Field 29 - name of the chemical is automatically displayed in each row after information has been
entered on the Substance Makeup Information (see Figure 11) and Chemical Information
(see Figure 12) screens.

12. Repeat steps 1-11 for any additional rows on the Substances table (see Figure 10).

A NOTE: To change data for a chemical on a previously saved event record, first delete the existing
chemical from the Substance Makeup Information table; then add a new row. To change the chemical
name in the Entered Name field on the Chemical Information screen (see Figure 12) for a chemical on a
previously saved event record, go directly to the Chemical Information screen.
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Checking for a Chemical Name

If you type a name in the Entered Name field, on the Chemical Information screen (see Figure 12), the
command button becomes visible and is activated.

1. Click to verify whether or not the name is already listed in the HSEES standard chemical
name list.

2. If the name already exists, the other information for the chemical automatically populates in the fields.
or

If the name does not exist, the other fields are enabled and you can enter information as needed.
“Pending” is displayed in the Standard Name field until the chemical has been standardized.

Adding, Editing, Deleting Substance or Chemical Rows

There are three methods of adding, editing, and/or deleting rows from the Substances (see Figure 10) and
Substance Makeup (see Figure 11) tables.

ANOTE: You can add, edit, or delete a row if there are already rows on the table. If there are no rows, you
must first add a row by doing the following:

e click 4ddNew Substance gn the Substances Tab screen to add a new substance row (see Figure 10).

e select Individual, Mixture, or Reaction on the Substance Makeup Information screen for the Substance
Makeup table in the Chemical Type field.

e click AddNew Chemicallnformation ,p, the Sybstance Makeup Information screen to add a new chemical row.
(see Figure 11) and complete the information on the Chemical Information screen.

A NOTE: When you add a chemical row, only the required amount of rows can be added for each chemical
type:
Individual: only one chemical row with a “Component” makeup type can be added.
Mixture:  at least two or more chemical rows with a “Component” makeup type can be added.

Reaction: at least two or more chemical rows with a “Product” or “Reactant” makeup type can
be added.
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The Edit and Delete methods can be used after the Chemical Information screen has been completed. When
you:

e Editarow; click the #” icon in the row of the substance or chemical that you want to edit. The Substance

Makeup Information (see Figure 11) or Chemical Information (see Figure 12) screen is displayed.

e Delete arow, click the % icon in the row of the substance or chemical that you want to delete. The row is
deleted from the table.
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VICTIMS TAB
This Tab screen displays:

e the number of people injured
¢ information about the people injured

e the number of people not injured that were transported to a medical facility

Notification Description = Area/Factors | Transportation/Fixed Faciity = Substances | Victims | Decon/Population Ewvacuation Reszponze = Comments/Synopsis
37. Transported to Fa{:nityl:l 38. People injured in this event: 2 Add New Wictim
Number Category Sex Age
1 [1] Employee Male 34 Y =
2 [1] Employee f ><
Figure 13

Perform the following steps:

1. InField 37, type in the total number of people that did not show any symptoms from the event, but
were transported to a medical facility for observation or checkup.

Click on Add New Victim to enter information on victims that were injured from the event.
The Victims Information screen is displayed.

39. Victim Information
Categor: | v ot
Severity: | b |
[A] Trauma ~ Sub-Categories:
. . [B] Respiratory system problems = Trauma
Injury Types: [C] Eye irritation
[D] Gastrointestinal problems: ~ || Other: Burns
[1] None Y
. [2] Level 'A" = Other Types
PPE: [3] Level ‘B of protection
[4] Level'C b
Age:if age is less than one, .
enter zero(d) | | | » | Sex: -
Distance: | w | Decontaminated: | A4

Figure 14

June 2008 HSEES User Guide 5.0 Page 35




Chapter 2: Tab Screens

4. Type or select information in the following fields (in any order, except where noted):

Category - select the group of the population to which the victim belongs.

HazMat - if you selected Responder in the Category field, click Yes or No as to whether the
responder was a certified HazMat technician, or that the person is not a responder.

Severity - select how severe the injury was and where the care for the injury took place.

Injury Types - select the victim’s general type of injury(ies). If you selected “Other”, type
descriptive text in the adjacent field. If you selected “Trauma” or “Burns”, select an item from the
subcategories list to further define the type of injury.

PPE - select one option indicating the highest level of personal protective equipment the victim was
wearing at the time of the event. If you selected “Other types of protection” select an item from the
subcategories list to further define the type of protection.

@ Tip: You can select multiple options for “Other types of protection”.

Age - type in the exact age (0-120 years of age) or select the approximate age of the victim. If you
entered the exact age, the approximate age category is displayed in the adjacent field. If you do not
know the exact age, delete the data in the Age field, which makes the adjacent field active, and then
select the age category.

Distance - select the approximate distance the victim was from the event when it occurred.
Sex - select “Male” or “Female”.

Decontaminated - select if the victim was decontaminated, and if so, where the decontamination took
place.

5. Click to retain the information. The Victims Tab screen (ssee Figure 13) is displayed with data
automatically populated in the row on the Victims table.

or

Click to return to the Victims Tab screen without retaining the information.

6. The Victims table automatically displays the same number of rows as the number entered in Field 38.
The table consists of:

Number - number for each row is automatically displayed.

Category - population group to which the victim belongs is automatically displayed in each row after
information has been entered on the Victims Information screen (see Figure 14).
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e Sex - sex of the victim is automatically displayed in each row after information has been entered on
the Victims Information screen.

e Age - age of the victim is automatically displayed in each row after information has been entered on
the Victims Information screen.

7. Repeat steps 2-6 for any additional victim rows on the Victims table (see Figure 13).

Adding, Editing, Deleting Victims Row

There are three methods of adding, editing, and/or deleting rows from the Victims table (see Figure 13).

A NOTE: You can add, edit, or delete a row if there are already rows on the Victims table. If there are no
rows, you must first add a row by doing the following:
e click &ddMew Yictim gn the Victims Tab screen to add a new victim row (see Figure 13).

e Complete the information on the Victim Information screen.

The Edit and Delete methods can be used after the Victim Information screen has been completed. When you:

e Editarow; click the " icon in the row of the victim that you want to edit. The Victim Information screen
(Figure 16) is displayed.

e Delete a row; click the # icon in the row of the victim that you want to delete. The row is deleted from
the table.
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DECON/POPULATION TAB
This Tab screen displays:

e the total number of uninjured people that were decontaminated

e where the decontamination of uninjured people took place

e the number of uninjured people, by group, that were decontaminated

e number of people that live and/or were at home within certain distances from the event

e the size of the area impacted by the event

Notification Dexzcription Area/Factors Tranzsportation/Fixed Facility Substances Victims Deceni/Population Evacuaticn Response Comments/Synopsiz

Decon/Population

40, Total Number of uninjured people decontaminated:

Decontaminated at scene Decontaminated at medical facility
4. Uninjured Employees: 45, Uninjured Employees:
42. Uninjured Responders: 48. Uninjured Responders:
43. Uninjured General Population: 47. Uninjured General Population:
44, Uninjured Students (at school): 43. Uninjured Students (at school):
O override

People Live:

48. 1/4 mile: 50, 112 mile: 51. 1 mile:

People Home:

52. 114 mile: 53. 112 mile: 54, 1 mile:

55. Area impacted: v
56, Vehicle contaminated:
O ez O No

(hospital ambuwlance, efc.)

[1] Interstate/freeway
[2] Arterial roads

[3] Local roads

[4] Waterway w

57. Did the event effect any of the following route of the transportation?:

(Select all that apply)

Figure 15

Enter information in the following fields (in any order, except where noted):

e Field 40 - type in the total number of uninjured people that were decontaminated, whether at the scene of the
event or at a medical facility. If no uninjured people were decontaminated, type in 0. If you do not know if
any uninjured people were decontaminated, leave the field blank.
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ANOTE: If you entered 0 or left the field blank, do not enter data in Fields 41-48.

@ Tip: If you do not know the number to enter for Fields 41-54, leave the fields blank.

e Field 41 - type in the number of uninjured employees (including contractors) that were decontaminated at
the scene of the event.

e Field 42 - type in the number of uninjured responders that were decontaminated at the scene of the event.

e Field 43 - type in the number of uninjured people in the general population that were decontaminated at the
scene of the event.

e Field 44 - type in the number of uninjured students (at school) that were decontaminated at the scene of the
event.

e Field 45 - type in the number of uninjured employees that were decontaminated at a medical or other
facility.

e Field 46 - type in the number of uninjured responders that were decontaminated at a medical or other
facility.

e Field 47 - type in the number of uninjured people in the general population that were decontaminated at a
medical or other facility.

e Field 48 - type in the number of uninjured students (at school) that were decontaminated at a medical or
other facility.

J

@ Tip: Use to enter data in Fields 49 - 54 based on the latest census for the
address/latitude/longitude entered in Field 12 at the date and time entered in Fields 8 and 10, rather than
typing in the data (see “Using the Demographics Button” below). If you change the data in Fields 8, 10, or
12 (address) after using the GeoCode and Demographics buttons, you will be prompted to use the buttons
again to update the coordinates and the population data.

A NOTE: The number in Field 49 must be the same or smaller than the number in Field 50, and the
number in Field 50 must be the same or smaller than the number in Field 51.

e Field 49 - type in the number of people that live within % mile radius of the site of the event.

e Field 50 - type in the number of people that live within %2 mile radius of the site of the event.

e Field 51 - type in the number of people that live within 1 mile radius of the site of the event.
ANOTE: The number in Field 52 must be the same or smaller than the number in Field 53, and the

number in Field 53 must be the same or smaller than the number in Field 54.

e Field 52 - the number of people that live within % mile radius of the event that were home at the time of the
event.
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e Field 53 - the number of people that live within %2 mile radius of the event that were home at the time of the
event.

e Field 54 - the number of people that live within 1 mile radius of the event that were home at the time of the
event.

A NOTE: If you enter a date in Field 8 for one of the following holidays, the “population at home”
calculation for Fields 52 - 54 should be treated as a weekend:

e New Year’s Day
e Memorial Day
e Independence Day
e Labor Day
e Thanksgiving
e Christmas
e Field 55 - select the size of the area impacted by the release from the event.

e Field 56 - click Yes or No as to whether a hospital or any type of patient transport vehicle was
contaminated. Leave blank, if unknown.

e Field 57 - select all of the types of roadways or waterways affected by the event, or select “None”.

Using the Demographics Button

Use the Demographics button to enter data in Fields 49 - 54 based on the latest census for the
address/latitude/longitude entered in Field 12:
1. Verify that data is displayed in the following fields:
e Field8
e Field 10
o Field 12 (Street, City, State, Zip, Latitude, and Longitude)
If data is missing from any of the fields, enter it now.

2. Click .

3. Data is entered in Fields 49 - 54.
or

June 2008 HSEES User Guide 5.0 Page 40




Chapter 2: Tab Screens

A pop-up is displayed indicating there is a problem with the date, address, or time. Return to step 1 and
verify that data is displayed in Fields 8, 10, and 12.

@ Tip: You can override the data entered for Fields 49-54, if you have more reliable data. Do so by
placing a check in the ¥ Override hox. This will enable the fields for editing.

ANOTE:
e Inorder to reuse the Demographics function, the [l override box must be unchecked.

e Fields 52-54 (People Home) will not be populated if the time of the event is not provided in
Field 10. In this case only the Fields for 49-51 will be populated.
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EVACUATION TAB
This Tab screen displays:

e the number of people that left the area on their own

e the number of people that left the area after an official order was given
e whether people were ordered to stay inside

e the area that was evacuated

e the length of time people were evacuated

Notification Description Area/Factors Tranzportation/Fixed Facility Substances Victimz Decon/Population Responze Comments/Synopeis
55. How many people self-evacuated: (If none, enter 0;If unknown leave blank)
59, Evacuation ordered:

O ves O No
60. Area of evacuation criteria:
1. Total number of people officially evacuated:
62, Total evacuation hours:
63, In-Place sheltering:
: O ez @ No
4. Area access restrictions:(Select &/l that appiy) [1] Mo restriction A
[2] Room
[3] Wing/zection of building
[4] Building hd
Figure 16

Enter information in the following fields (in any order, except where noted):
e Field 58 - type in the number of people who voluntarily left their home or workplace due to the event. If no
one left, enter O in the field. If the number is unknown, leave the field blank.

e Field 59 - click “Yes” or “No” as to whether an official order of evacuation was given. If you selected
“Yes”, Fields 60-62 are enabled. If you selected No, Fields 60-62 are disabled. Leave blank, if unknown.

e Field 60 - select the area that was evacuated.

e Field 61 - type in the number of people who evacuated because of an official order to evacuate. If the
number is unknown, leave the field blank.

e Field 62 - select or type in the number (one decimal place) of hours that the evacuation lasted. If the
number is unknown, leave the field blank.
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e Field 63 - click “Yes” or “No” as to whether people were officially told to stay inside to prevent exposure.
Leave blank, if unknown.

e Field 64 - select all the areas restricted during the event or “No restriction”.
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RESPONSE TAB

This Tab screen displays:

e whether emergency and/or follow up activities took place

e the types of activities
e the date and time the event ended

e the type of organizations that responded to the event

65. Action taken, excluding decontamination,
to stop or control the exposure from release:

(May have ONE or TWO entries)

&7. Emergency action end date:

&8. Emergency end time:

&9, Respondenr:/May have up to ELEVEN eniries)

Motification Description Area/Factors | Transportation/Fixed Faciliby

66, Activities taken to protect public health as a result of this event:

Substances Victims Decon/Population Ev an:l..aticrl Response | Comments!Synopsis

Oves O o

[&] Mone rY
[1] Health advizory izzsued
[2] Well survey conducted

[3] Alternate water provided W
w
[1] Mo response e
[2] Certified HazMat team
[3] Company's rezponse team
[4] Law enforcement agency B

Figure 17

Enter information in the following fields (in any order, except where noted):

Field 65 - click “Yes” or “No” as to whether any action, other than decontamination, was taken to stop or
control the release during the event. Leave blank, if unknown.

Field 66 - select one or two of the type(s) of follow-up activities that were started. If you selected “Other”,
type descriptive text in the adjacent field.

Field 67 - select or type in the date (mm-dd-yyyy format, including dashes) the emergency phase of the
event ended.

Field 68 - select or type in the time (24 hour format (e.g., 15:59), including colon) the emergency phase of
the event ended. If exact time is unknown chose a category from the drop-down list in the field.

@ Tip: If the date in Field 67 is the same as the date in Field 8, the time in Field 68 must be later than the
time in Field 10.

Field 69 - select all of the types of personnel that responded to the event.
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COMMENTS TAB
This Tab screen displays:

e whether or not there are any comments on the form
e any comments, in addition to the data already entered in the event record

e Drief synopsis of the event

—
Notification Description Area/Factars | Transportation/Fixed Facility Substances Victims Decon/Population Ewacuation Response | Comments/Synopsis |

70. Are there any comments on the data collection form: O Yes @' No

71. Please enter a brief synopsis of the event(200 words or less):

Figure 18

Enter information in the following fields (in any order, except where noted):

e Field 70 - click “Yes” or “No” as to whether there are any comments on the form.

A NOTE: The comments text box for Field 70 is enabled by the “Yes” and “No” option buttons. If “Yes”
is selected, the text box will be enabled. If “No” is selected the text box will be disabled and the contents
will be cleared.

e Type any comments in the text box. It is recommended that you include a brief description of the event,
whether or not there are any comments on the form. Include any information that was not entered into the
database, but may be helpful at a later date. If you have any comments that correspond to a particular
question, type the question number before the comment.

e Field 71 — enter a brief synopsis of the event, such as a detailed description of the type of industry involved
in the event. This field is required to save the event as complete.
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DOWNLOADING EVENT DATA
Data Download allows you to produce files that contain the following types of information:

e event

e chemical
e victim

e comments

e Synopsis

After the files have been produced, you can:

e review the file data on the screen in an Excel or Text format
e save the file data on your computer in an Excel or Text format
e print the contents of any or all files
Perform the following steps:
1. Select Utilities on the Main Menu, then scroll down and click Downloads.
B D
ATSE R

AGERCY FOR TOXIWD SUBSTANC
AND DISEASE AEGISTRY

Ewvent M Utilities # Reports B  Administration k  Help

Downloads

OTStandardization

2. The Data Download screen is displayed (see Figure 19).
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Event M Utilities M Reports P Administration Pk Help

Download

Year: | _v.i OR

Start Date: [ ] End Date: [ H

Country: State:

Download Type: PE vents VI Fomat: @ Text ) Excel
Download data

Figure 19

3. Select information in the following fields (in any order, except where noted):

e Year - select the year that is to be searched.

A NOTE: If you select a year in “Year”, the “Start Date” and “End Date” fields are
disabled. If you enter a date in the “Start Date” and “End Date” fields, the “Year”
field is disabled.

Or
e Start Date - select the first date in the range that will be searched.
e End Date - select the last date in the range that will be searched.

/A NOTE: The date in the Start Date field must be earlier or the same as the date in
the End Date field.

e State - select the two-character state abbreviation for the state to be searched (only
available for DHS users).

A NOTE: Your state will automatically be entered if you are a State user.

e To include all states in the download select “All” in the “State” field (only available
for DHS users).

4. Select the type of file you want to download in the “Download Type” field.
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5. Select what format you want the download to be by selecting @ Excel or @ Text in the
“Format” field.

Download data

6. Click [
7. If you selected the Excel format the following pop-up will appear:

l to produce the data download file.

File Download g|

Do you want to open or save this file?

@ j Mame: EwentsDownload, xls
[H

Type: Microsaft Excel Worksheet, 4, 78ME

Fram: ist-w-ehip-asp

Open ][ Save ]| Cancel |

= = | YWhile filez fram the [ntermet can be uzeful, zome files can patentially
d— harm your computer. If you do nat trust the zource, do nat open or
= zave this file. What's the rigk?

Click:
- to open the Data Download in Excel

- to save the Data Download. A windows “Save As” screen will appear.
Select the folder you would like to save the download in and enter the name you would

like to save it as in the “File name” field and click. The file will be saved in
the location you selected.

- to cancel the download and return to the Data Download screen.

or
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If you selected the Text format the following pop-up will appear:

File Download g|

Do you want to open or save this file?

EI. j Mare: EventsDownload.csy
i Type: Microsoft Office Excel Comma Separated Walues Fil. .

From: ist-w-ehip-asp

Open ][ Save ]| Cancel |

harm your computer. If you do nat trust the zource, do nat open or

= 2 | YWhile filez fram the [ntermet can be uzeful, zome files can patentially
- zave this file. What's the rigk?

Click:

- to open the Data Download in Text

- to save the Data Download. A windows “Save As” screen will appear.
Select the folder you would like to save the download in and enter the name you would

like to save it as in the “File name” field and click. The file will be saved in
the location you selected in a text format.

Cancel | to cancel the download and return to the Data Download screen.

To print afile:

1. Open the Data Download file and select Print from your File menu or select the print
icon = from your toolbar.
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PRODUCING FORMS

When producing any of the HSEES forms, they are first displayed on the screen. After
reviewing, you can print or save the report, or return to the previous screen.

Data Collection Form (Questionnaire)

This function produces a HSEES Data Collection form for the current event.
The event must be a saved open record before you can produce this report.
Perform the following steps:

. Click Print Questionnaire , the Toolbar.

. The Data Collection form is produced and displayed in a new window browser.
. To print the report, go to step 4. To return to the HSEES screen go to step 8.

. The Windows Print screen is displayed.

1

2

3

4. Click File on the menu, then Print.
5

6. Make any selections as needed.

7

. Click Print to print the report.
or

Click Cancel to return to the Data Collection screen.

8. To exit, click @ in the upper right corner of the screen.

Event Summary Form
This function produces a summary of the Data Collection form for the current event.
The event must be a saved record before you can produce this report.

Perform the following steps:

1. Click Brint Summary on the Toolbar.
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The Event Summary form is produced and displayed in a new window browser.
To print the report, go to step 4. To return to the HSEES screen go to step 8.
Click File on the menu, then Print.

The Windows Print screen is displayed.

Make any selections as needed.

N o g bk~ N

Click Print to print the report.
or

Click Cancel to return to the Event Summary screen.

8. To exit, click . in the upper right corner of the screen.

PRODUCING REPORTS

When producing any of the HSEES reports, they are first displayed on the screen. After
reviewing, you can either open or save the report in an Excel or PDF format, or return to the
previous screen.

Duplicate Event Report
This report lists events that have different numbers in Field 1, but the same information in:

e Date entered system (Field 2)

e City (of the Event Location/ Field 12)

e County (of the Event Location/ Field 12)
Perform the following steps:
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1. Select Reports in the Main Menu, then scroll down and click “Duplicate Events”.

\
AGEMCY FOR TONIC SUSSTANGES
AND DIEEASE AEGIETRY

Ewvent M Utiities » Reports P Administration k  Help

Daily Summary
Data Entry Summary

REPOI’I:S Duplicate Events
i Chemical Summary for Standardized
| [¥] Expand

2. The Reports screen is displayed (see Figure 20).

Reports

[Z] Report Criteria

Year: hd OR

Start Date: :ﬁ End Date: :ﬁ
Country: State:

Figure 20

3. Select information in the following fields (in any order, except where noted):

e Year - select the year that is to be used for the report.

A NOTE: If you select a year in “Year” field, the “Start Date” and “End Date” fields

are disabled. If you enter a date in the “Start Date” and “End Date” fields, the “Year”
field is disabled.

or

o Start Date - select the first date in the range that will be used for the report.
e End Date - select the last date in the range that will be used for the report.

/A NOTE: The date in the Start Date field must be earlier or the same as the date in
the End Date field.
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e State - select the two-character state abbreviation for the state to be searched (only
available for DHS users).

ANOTE: Your state will automatically be entered if you are a State user.

@ Tip: The larger the date range, the longer it takes to produce the report.

4. Click to produce the report.

5. The report is displayed in the lower half of the screen.

Use the navigation bar to view the report (see “Using the Report Navigation Bar”
below).

7. To open or save the report in an Excel or PDF format select “Excel” or “Acrobat (PDF)
file” in the Export field (see Exporting and Printing Reports).

Daily Event Summary Report

This report lists a one-line summary of each event with a date in Field 2 that is within the
selected date range.

Perform the following steps:

1. Select Reports in the Main Menu, then scroll down and click “Daily Summary”.

S ETAR
AMND DISEASE AECISTAY

Event M Utilities F Report= P Administration P Help

Daily Summanry

Data Entry Summary
Duplicate Events

Reports

Chemical Summary for Standardized

| [¥] Expand

2. The Reports screen is displayed (see Figure 20).
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3. Select information in the following fields (in any order, except where noted):

Year - select the year that is to be used for the report.

ANOTE: If you select a year in “Year” field, the “Start Date” and “End Date” fields
are disabled. If you enter a date in the “Start Date” and “End Date” fields, the “Year”
field is disabled.

or

Start Date - select the first date in the range that will be used for the report.

End Date - select the last date in the range that will be used for the report.

/L NOTE: The date in the Start Date field must be earlier or the same as the date in
the End Date field.

State - select the two-character state abbreviation for the state to be searched (only
available for DHS users).

ANOTE: Your state will automatically be entered if you are a State user.

g) Tip: The larger the date range, the longer it takes to produce the report.

Click to produce the report.

5. The report is displayed in the lower half of the screen.

Use the navigation bar to view the report (see “Using the Report Navigation Bar”
below).

To open or save the report in an Excel or PDF format select “Excel” or “Acrobat (PDF)
file” in the Export field (see Exporting and Printing Reports).

Data Entry Summary Report

This report lists the:

e event creation date, time, and ID

e number of substances and victims

e evacuation information
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o total number of events, substances, victims, and people evacuated

Perform the following steps:

1. Select Reports in the Main Menu, then scroll down and click “Data Entry Summary”.

AGENCY FOR TOXIC SUSSTANGES

AND ODIEEASE AEGISTR

Event M Utlities F Reports M Administration *  Help
Daily Summary

Crata Entry Summary I

Duplicate Events

Reports

Chemical Summary for Standardized

| [¥] Expand

2. The Reports screen is displayed (see Figure 20).
3. Select information in the following fields (in any order, except where noted):

e Year - select the year that is to be used for the report.

ANOTE: If you select a year in “Year” field, the “Start Date” and “End Date” fields

are disabled. If you enter a date in the “Start Date” and “End Date” fields, the “Year”
field is disabled.

or

e Start Date - select the first date in the range that will be used for the report.
e End Date - select the last date in the range that will be used for the report.

/L NOTE: The date in the Start Date field must be earlier or the same as the date in
the End Date field.

e State - select the two-character state abbreviation for the state to be searched (only
available for DHS users).

ANOTE: Your state will automatically be entered if you are a State user.

@ Tip: The larger the date range, the longer it takes to produce the report.
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4. Click to produce the report.

5. The report is displayed in the lower half of the screen.

6. Use the navigation bar to view the report (see “Using the Report Navigation Bar”
below).

7. To open or save the report in an Excel or PDF format select “Excel” or “Acrobat (PDF)
file” in the Export field (see Exporting and Printing Reports).

Chemical Summary Report for Standardized Chemicals

This report lists the following information for all standardized chemicals:

standard names
chemical names

type code

CAS registry number
category type
chemical code

Perform the following steps:

8. Select Reports on the Main Menu, then scroll down and click “Chemical Summary for
Standardized”.

Reports F Administration # Help
Daily Summary
Data Entry Summary

REPGI’I:S Duplicate Events
I Chemical Summary for Standardized I
[¥| Expand ;
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9. The Reports screen is displayed with the Standardized Chemicals report listed below the
navigation bar.

10. Use the navigation bar to view the report (see “Using the Report Navigation Bar”
below).

11. To open or save the report in an Excel or PDF format select “Excel” or “Acrobat (PDF)
file” in the Export field (see Exporting and Printing Reports).

Chemical Summary Report for Non-Standardized Chemicals

The report lists the following information for all non-standardized chemicals (for DHS users
only):

e standard names

e chemical names

e type code

e CAS registry number

e category type

e chemical code

Perform the following steps:

1. Select Reports on the Main Menu, then scroll down and click “Chemical Summary for
Non-Standardized”.

4
AND DISEASE REGISTHY

Event M Utilities M Reports P Administration Pk Help
Daily Summary

Data Entry Summary

Duplicate Events

Chemical Summary for Standardized

[¥] Expand Chemical Summary for Non-Standardized

2. The Reports screen is displayed with the Non-Standardized Chemicals report listed below
the navigation bar.

Reports
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3. Use the navigation bar to view the report (see “Using the Report Navigation Bar”
below).

4. To open or save the report in an Excel or PDF format select “Excel” or “Acrobat (PDF)
file” in the Export field (see Exporting and Printing Reports).

Exporting and Printing Reports
To open or save an event in an Excel or PDF format select “Excel” or “Acrobat (PDF) file” in
the Export field (see Exporting Reports).and click Export,

If you selected “Excel” the following pop-up will appear:

File Download g]

Do you want to open or save this file?

@ j Mame: REPORT_6/19/2008,xls
[Hl Type: Microsaft Excel Worksheet, 13.5KE

Fram: ist-w-ehip-asp

Open ][ Save ]| Cancel |

harm your computer. If you do nat trust the zource, do nat open or

= 2 | YWhile filez fram the [ntermet can be uzeful, zome files can patentially
- zave this file. What's the rigk?

Click:

- to open the report in Excel

- to save the report. A windows “Save As” screen will appear. Select the
folder you would like to save the report in and enter the name you would like to save it

as in the “File name” field and click. The file will be saved in the location
you selected.
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Cancel |- to cancel the function and return to the Reports screen.
or

If you selected the “Acrobat (PDF) file” the following pop-up will appear:

File Download g|
Do you want to open or save this file?

L For B MName: REPORT_&/19/2003,pdf
P

hiobe Type: Adaobe Acrobat Docurment, 37.5K6

From: ist-w-ehip-asp

Open ][ Save ]| Cancel |

= [ | Yhile filez from the Intermet can be useful, zome fles can potentially
Q harm your computer. 1f you do fat trust the zource, do naot open or
= save this file. ‘What's the risk?

Click:
- to open the report in PDF format

- to save the report. A windows “Save As” screen will appear. Select the
folder you would like to save the report in and enter the name you would like to save it

as in the “File name” field and click. The file will be saved in the location
you selected.

J - to cancel the function and return to the Reports screen.
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To print a file:

5. Open the Report file in Excel or in PDF format and select Print from your File menu or

select the print icon = from your toolbar.

Using the Report Navigation Bar

Reports

4 1 (1 of26 [ [l 100% L

Select a format

The Navigation Bar allows you to:

navigate to another page of the report
adjust the view of the report

search for an item within the report

export the report to an Excel or PDF format
refresh the report
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SEARCH FOR EVENTS
To search for a specific event(s) based on specific search criteria, perform the following steps:

1. Select Event on the Main Menu, then scroll down and click “Search”.
2. The Events screen is displayed.

Events

@ Search Criteria

Event ID: l:l Event Name: l:l State:

County: Al v City: |:| Status:

Date: l:l Surveillance: Al » Type of Event: All L
Notification Agency: I:I Number of Victims l:l Humber of People Evacuated I:I

[] search Results

Count:34

Event ID Event Hame Event Date State Count City Status
GAZ0050001 01/07/2005 GA Cobb Marietta Final hd
GAZ0050002 01/07/2005 GA Fulton ATLANTA Final hd
GAZ0050003 Some name 01/03/2005 GA Cobb SMYRNA Final h i
GAZ0050004 Sun Farms 02/02/2005 GA Clinch MARIETTA Final A
GAZ0050005 02/22/2005 GA Fulton ATLANTA Final N
GAZ0050006 05/01/2005 GA Cobb MARIETTA Final N
GAZ0050007 Earthlink 05/01/2005 GA Fulton ATLANTA Final h i
GAZ0050008 Earthlink 05/02/2005 GA Fulton ATLANTA Final N
GAZ0050008 05/01/2005 GA Cobb KENNESAW Final h i
GAZ20050010 Shoe Warehouse 04/27/2005 GA Cobbk KENNESAW Final hd
GAZ0050011 05/03/2005 GA Cobb MARIETTA Final N
GAZ0050012 05/M18/2005 GA Fulton Atlanta Final A
GAZ20050013 Midtown Atlanta 08/07/2005 GA Fulton ATLANTA Final h i
GAZ0050014 05/07/2005 GA Glynn BRUNSWICK Final hd
GAZ0050015 Paper manufacturing facility 06/21/2005 GA Glynn BRUNSWICK Final Y
GAZ0050018 07/24/2005 GA Glynn brunswick Final N
GAZ0050017 08/22/2005 GA Glynn Final h i
GAZ0050018 Hartzfield Jackson Airport 07/27/2005 GA Fulton ATLANTA Final hd
GAZ0050019 10/26/2005 GA Fulton Atlanta Final Y
GAZ0050020 11142005 GA Cobb MARIETTA Final N

Figure 21

3. Expand the Search Criteria box by clicking on/.

June 2008 HSEES User Guide 5.0 Page 62




Chapter 4: Finding Events

Events

Sear{:h Criteria
il

Event ID:
County: All b
Date:

Hotification Agency:

4. The following search criteria fields are displayed:

[k: Search Criteria
Event ID: Event Hame: State:
County: All w City: Status: Select One |
Date: Surveillance: Al W Type of Event: All w
Notification Agency: Number of Victims Number of People Evacuated

Figure 22

5. Enter as many fields as needed. To unselect a field in a drop-down, click on the blank

item or select to clear out all the fields.

6. Click to enter the criteria field(s).

7. The search results are displayed in the “Search Results” section with a row for each
event.

o

e To sort the results by a certain field, click your mouse on the column header to
rearrange the search results. (see Figure 23) Click the same header twice to
reverse the order.

e Click on the page numbers in the lower left corner of the “Search Results” section
to view the next results.

PageloefS 1 2 2 4 5 >
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Events

[#] Search Criteria

Event ID: l:l Event Name:

County: All L City:

Notification Agency: l:l Number of Victims

State:

Status:

Type of Event:

Number of People Evacuated

Select One (W

All

v

L 1]

[%] Search Results

Count:34

Event ID Event Hame Event Date State Count Status Surveillance
GAZ0050001 01/07/2005 GA Cobb Marietta Final i
GAZ0050002 01/07/2005 GA Futton ATLANTA Final Y
GAZ0050003 Some name 01/03/2005 GA Cobb SMYRNA Final A4
GAZ0050004 Sun Farmz 02/02/2005 GA Clinch MARIETTA Final hd
GAZ0050005 02/22/2005 GA Fulton ATLANTA Final N
GAZ0050006 05/01/2005 GA Cobb MARIETTA Final N
GAZ0050007 Earthlink 05/01/2005 GA Fultton ATLANTA Final A4
GAZ0050008 Earthlink 05/02/2005 GA Futton ATLANTA Final N
GA20050009 05/01/2005 GA Cobb KENNESAW Final hd
GAZ0050010 Shoe Warehouse 04/27/2005 GA Cobb KENNESAW Final Y
GAZ20050011 05/03/2005 GA Cobb MARIETTA Final N
GAZ0050012 05/16/2005 GA Futton Atlanta Final Y
GA20050013 Midtewn Atlanta 05/07/2005 GA Fulton ATLANTA Final hd
GAZ0050014 06/07/2005 GA Glynn BRUNSWICK Final Y
GA20050015 Paper manufacturing facility 06/21/2005 GA Glynn BRUNSWICK Final i
GAZ0050018 07/24/2005 GA Glynn brunswick Final N
GAZ0050017 06/22/2005 GA Glynn Final hd
GAZ0050018 Hartsfield Jackson Airport OTiZ7I2005 GA Fulton ATLANTA Final Y
GAZ20050018 1042672005 GA Fultton Atlanta Final A4
GAZ0050020 11/14/2005 GA Cobb MARIETTA Final N

Figure 23
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