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The Emergency Management Exercise Reporting System (EMERS) was initiated in 1992 as a means of capturing information on the conduct of an emergency management exercise or an actual disaster response.  This revised EMERS Version 2.0 is an automated data collection software program that is Windows-based and can be downloaded by State and local emergency managers from a FEMA website.  It is based on 13 functional areas:  Alert/Notification (Emergency Response); Warning (Public); Communication; Coordination/Control; Emergency Public Information; Damage Assessment, Health & Medical; Individual/Family Assistance; Public Safety; Public Works/Engineering; Transportation; Resource Management; and Continuity of Government.

Public and Congressional concern about the ability of Federal, State, and local governments to respond quickly and effectively to recent events resulted in numerous studies of emergency management capabilities.  These conclusions and recommendations recognized the need to continually evaluate emergency response capabilities at all levels of government and the value of exercises to the evaluation and self-assessment process.  Consequently, States now make their own determinations regarding the numbers and types of exercises they need to conduct and assess to maintain their desired level of emergency management capability.

This guide to Version 2.0 includes a purpose for EMERS as well as a comprehensive series of text and illustrative instructions on how to effectively use the software.  Study of the guide should enable users to efficiently fill out EMERS forms, generate appropriate reports, transfer data between government levels, and convert information from older EMERS forms into the new program’s database.

The development and maintenance of a solid exercise program is vital to a governments’ ability to effectively respond to the range of natural and man-made disasters – including acts of terrorism – that can occur in any jurisdiction at any time.  To that end, we hope that this program proves helpful to your jurisdiction in achieving your desired capability.
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Paperwork Reduction Act Burden Disclosure Notice

Public reporting burden for these forms is estimated to range from 30 minutes for a limited exercise to 1 hour for a full-scale exercise, with an average of 45 minutes per response at the local level.  At the State level, it is estimated to average 10 minutes per response to review input, and transmit to FEMA data received from the local level.  The burden estimate includes the time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing, reviewing, and submitting the forms.  Send comments regarding the accuracy of the burden estimate and any suggestions to reduce the burden to:  Information Collections Management, Federal Emergency Management Agency, 500 C Street, SW Washington, DC 20472.  You are not required to respond to this collection of information unless a valid OMB control number appears in the upper right corner of this form.  Please do not send the completed forms to the above address.

OMB Control Number 3067-0248

Expires 11/30/2004

EMERGENCY MANAGEMENT EXERCISE REPORTING SYSTEM (EMERS)
USER’S GUIDE FOR RELEASE VERSION 2.0
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I. 

INTRODUCTION TO EMERS

A.
Purpose 

The Emergency Management Exercise Reporting System (EMERS) is a Microsoft (MS) Windows automated system based on MS Access that is designed and developed by the Federal Emergency Management Agency (FEMA) for the use of State and local emergency managers to respond to disasters and simulated exercises. This important tool facilitates the work of clients and those who deal specifically with emergency management. EMERS is intended for use in determining State and national trends, to target use of resources, and for strategic planning purposes. EMERS also can allow users to assess strengths and weaknesses against the thirteen (13) emergency management functional areas.

B.
Who Should Use EMERS
EMERS was originally designed, developed, and implemented in 1993. Subsequently, it has undergone significant enhancements over the years. Numerous States and local jurisdictions have successfully used EMERS to accumulate invaluable data for a variety of programs. 

FEMA intends to promote usage of this easy-to-operate, automated tool by its State and local partners. The user friendly software program will soon be available for download from FEMA’s Internet web-site for those who endeavor to promote standardized and meaningful assessment of their emergency management capability.  

Every State or local jurisdiction that conducts exercises or responds to disasters or emergencies is encouraged to use EMERS for tracking these activities.  State and local jurisdictions stand to benefit from EMERS.  EMERS will improve system capability, advance strategic planning, develop more focused future exercises, and prioritize the budget.

C.

Primary Benefits

EMERS is a user-friendly, menu-driven program that allows the user to

· Record exercise results reported by State and local jurisdictions,

· Manage exercise data electronically,

· Monitor a jurisdiction’s progress toward satisfying its readiness requirements,

· Analyze the corrective actions requirements of the different functional areas tested,

· If appropriate, give a State exercise credit for an actual occurrence in a local jurisdiction, 

· Create management reports to document exercise results and overall performance, and

· Enhance program effectiveness and build more appropriate future exercises.

EMERS will be beneficial to State and local jurisdictions by 

· Efficiently managing both exercise and actual event information, and 

· Assessing resource performance and program management that occurred under emergency conditions. 

At the core of the software program are the thirteen (13) major emergency management functional areas as well as numerous sub-categories within each area. This gives State and local jurisdictions an accurate, thorough, and realistic picture of the broad spectrum of their capabilities.  Simply marking an “S” (Satisfactory), “NI” (Needs Improvement), or “NT” (Not Tested) for each item makes it easy for a user to rapidly complete an EMERS-based assessment of an exercise or actual event.  The major functional areas include:

Function # 1
Alert Notification (Emergency Response)

Function # 2
Warning (Public)

Function # 3
Communication

Function # 4 
Coordination and Control

Function # 5
Emergency Public Information

Function # 6
Damage Assessment

Function # 7
Health and Medical

Function # 8
Individual/Family Assistance

Function # 9
Public Safety

Function # 10
Public Works/Engineering

Function # 11
Transportation

Function # 12
Resource Management

Function # 13
Continuity of Government

Based on the continuing interest in EMERS, FEMA has updated the EMERS software to a Microsoft Access, Windows-based format that will be more useful for State and local jurisdiction’s to facilitate self-assessments for capability enhancement.  The data could be used to determine national trends and analyze various sections of the country based on regional hazards (e.g., earthquakes, hurricanes, and Weapons of Mass Destruction).  

In recent years, terrorism has become a serious threat to our national security. Consequently, FEMA and other Federal agencies will be particularly interested in data on terrorism-based exercises.  There is a growing need to assess State and local capabilities to effectively respond to a terrorist incident.

In summary, State and local governments conduct exercises each year, while disaster or emergency events can happen at any time, often without warning.  To meet the increasing challenges of shrinking resources and increasing numbers of disasters across the United States, EMERS serves as an effective reporting tool for the benefit of all.

II.

HARDWARE AND SOFTWARE REQUIREMENTS

The following hardware and software are required to support EMERS 2000:

· Pentium computer;

· Memory of 16MB or higher (32MB or more highly recommended);

· Windows 95 or higher, or Windows NT- 4.0 or higher;

· Minimum of 10MB hard disk space with MS Access 97 or 2000 already installed; and

· Monitor 15" or larger (800 x 600 pixels is ideal); or if using a laptop, any setting that allows the EMERS screens to show in full.

It is known that users will be able to complete the FoxPro (DOS) to EMERS conversion if:

· Their FoxPro file, EMERS.dbf, is 64k or smaller or

· They are using Windows NT- 4.0. (Notepad in Windows NT-4.0 accepts files larger than 64k.) WordPad must NOT be used to perform the critical step of creating a text version of your file, EMERS.dbf, with the FoxPro header information removed. 
If the conditions above are not met, or if users are having difficulty converting FoxPro (DOS) data to this Access based software, they can contact FEMA for technical support. The FEMA contact for this conversion is Wanda Rafiq (wanda.rafiq@fema.gov) through April 2002.

EMERS packages have three (3) different configurations:
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III.


ACQUIRING EMERS

A.
Downloading from FEMA Web Page 

Using the Internet, it will be possible to access EMERS via FEMA's home page (address TBD).

Once you are in the EMERS window, there should be three (3) sub-window options to download:

(1) Documentation

(2) Software

(3) FIPS.

1.          Documentation 

Downloading documentation file:

Click on the documentation file that you need. The ‘File Download’ window will open and ask if you want to save this program to disk or run this program from its current location. Save the program to disk.

Saving the file to disk:

The ‘Save As’ window appears allowing you to locate the drive and folder (optional) where you want to store the file. Make a note of the file name so that you can find it later. Click on the ‘Save’ button.

The ‘File Download’ window reappears showing that the file is saving. Wait until the ‘Download Complete’ window appears then click on the ‘OK’ button.
Opening the file from its current location:

A Security Warning may appear with the following message: “The publisher cannot be determined due to the problems below. Authenticode signature not found,” and ask if you want to install and run the program. This warning may be ignored by clicking on the ‘Yes’ button.

2.          Software Choices
There are three (3) EMERS packages. Each is a self-extracting zip file: 

(1) EMERS Basic Package.

(2) EMERS Basic Package plus Conversion from FoxPro for those who have data from the previous FoxPro system and want to convert to the new version.

(3) EMERS Basic Package plus Conversion from Version 1.0 for those who have been using the BETA Version 1.0 and wish to convert their data to the new version.

Downloading software package:

Click on the software package that you need. The File Download window will open and ask if you want to save this program to disk or run this program from its current location.  Save the program to disk.

Saving the file to disk:

The Save As window appears allowing you to locate the drive and folder (optional) where you want to store the file.  Make a note of the file name so that you can find it later. Click on the ‘Save’ button. 

The File Download window reappears showing that the file is saving.  Wait until the Download Complete window appears then click on the ‘OK’ button.

If you are installing EMERS for the first time, you will need to download the FIPS file for your State.  Click on the ‘Back’ button of your browser to return to the EMERS window.  Users of the BETA Version 1.0 do not need to download a FIPS file again.  They should copy their FIPS.mdb file from the Version 1.0 location to the Version 2.0 location after setup has been run.

Running the program from its current location:

A Security Warning may appear with the following message:  "The publisher cannot be determined due to the problems below.  Authenticode signature not found,” and ask if you want to install and run the program. This warning may be ignored by clicking on the ‘Yes’ button. The WinZip Self Extractor window opens with the selected file ready to be unzipped into a preset location.  This location can be changed if desired.  To unzip it to your hard drive, click on the ‘Unzip’ button.  Remember the location into which the file(s) are to be unzipped.  If you need to make diskettes and have WinZip on your computer, you can click on the ‘Run WinZip’ button and then follow instructions in the ‘Extracting to Diskettes’ paragraph below.  After clicking on the ‘Unzip’ button, the window first shows the progress status of the procedure and then displays a message telling how many files were unzipped.  Once this is complete, close the WinZip Self Extractor window. 

3.
Federal Information Processing Standards (FIPS) Choices
There are sixty (60) FIPS package choices identified by state name. Each package is a self-extracting zip file.  These packages cover the fifty (50) States and the ten (10) U.S. territories.

Downloading a FIPS file:

Click on the State name you need.  The File Download window opens up allowing you to save the file to disk or run from the current location.  Saving to disk is necessary unless you have already installed EMERS on your computer.

Saving the file to disk:

The Save As window appears allowing you to locate the drive and folder (optional) where you want to store the file. 

Make note of the file name so that you can find it later then click on the ‘Save’ button.
The File Download window reappears showing that the file is saving.  Wait until the Download Complete window appears before clicking the ‘OK’ button.

Unzipping the downloaded software file:

If you downloaded the software file, use Windows Explorer or My Computer to locate the file. (You may also click on the ‘Start’ button located on the bottom left of your screen. Select the ‘Files or Folders’ option and type the file name). Open the downloaded file by double-clicking. The WinZip Self Extractor window opens with a highlighted file folder set to be unzipped into the C: drive. To unzip the file into your hard drive, click on the ‘Unzip’ button. It will be saved in a folder having the same name as the file on your hard drive. If you need to make diskettes and have WinZip on your computer, you can click on the ‘Run WinZip’ button then follow the instructions in the “Extracting to diskettes” paragraph that follows. After clicking on the ‘Unzip’ button, the window shows the progress status of the procedure then a message telling you how many files were unzipped. Upon completion, close the WinZip Self Extractor window. 

Extracting to diskettes:

Be sure to have four (4) blank, formatted 1.44mb diskettes ready.

From the WinZip Self Extractor, click on the ‘Run WinZip’ button.  The WinZip window opens showing all of the files that have been zipped into the file that was downloaded.

Highlight all the files containing Disk1 in the Path column. Click on the ‘Extract’ button.  The Extract window appears.  To extract to diskettes, be sure all settings are as follows:

· Extract to field = A:\ (or B:\)

· Selected Files option selected

· Overwrite Existing Files NOT checked

· Use Folder Names NOT checked

Insert a blank formatted diskette into the selected drive and click on the ‘Extract’ button.

*NOTE: There MUST NOT be any folder names on the diskette in order for the EMERS Setup to work properly.

Repeat above instructions for Disk2, Disk3, and Disk4.

When the task is completed, close the WinZip window.

B.
Installing the Software
Refresh the Windows Explorer or My Computer window if necessary.  Locate the folder having the same name as the file that was unzipped.  Open this folder to show sub folders, Disk1, Disk2, etc.  Open folder Disk1 and locate the file ‘setup.exe.’  If running from diskettes, locate ‘setup.exe’ on diskette 1.

Double-click on the file ‘setup.exe’ to begin the setup procedure.

The EMERS2000 Setup window opens, covering the full screen of your PC.  The Welcome window has two options, ‘Continue’ and ‘Exit Setup.’  Click on the ‘Continue’ button. 

The Folder window opens allowing you to change the default folder name and location into which you will install EMERS.  There are three options, ‘Change Folder,’ ‘OK’ and ‘Exit Setup.’  Change the folder name if desired then click on the ‘OK’ button. If the folder name is changed, you will be prompted for the new location of data files when the EMERS 2.0 Main Menu is first opened.  If you are installing either of the conversion routines, you will also be prompted when they are first opened.

The Type of Installation window opens.  This window contains five (5) buttons: ‘Typical,’ ‘Custom,’ ‘Compact,’ ‘Change Folder’ and ‘Exit Setup’ buttons.  Click on the ‘Typical’ button.

EMERS will be installed, and the Setup Completed window will open containing only an ‘OK’ button.  Click on the ‘OK’ button.

If you are installing from diskettes, you will be prompted to insert the next diskette as each is needed.

Your EMERS system is now installed.  It contains a file FIPS.mdb in the subfolder Data, but this file is empty. Now you may unzip the FIPS file for your State.  (Users of Version 1.0 can just copy their FIPS.mdb file from their Version 1.0 folder to their Version 2.0 folder).

Unzipping FIPS

Use Windows Explorer to locate the FIPS file that was downloaded.  The file name will consist of your two-letter state abbreviation followed by "_FIPS.exe.” Double- click on this file.  Change the Unzip to folder if EMERS was installed in a folder different from the default folder, then click on the ‘Unzip’ button, then on the ‘Close’ button.

Users with Version 1.0 should upgrade to Version 2.0 first. Then they should use the Export feature to export all of their data to the Export File before overlaying their FIPS file. After the FIPS file is overlaid they should import all of their data back into EMERS, just to assure that any FIPS places that are being used and are not on the new FIPS file will become part of that new FIPS file.

EMERS is now ready to use! 
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Figure 1.    Main Menu EMERS
IV.

EMERS MAIN MODULE 

A. 
Initializing the EMERS System

At the top of this screen, outside of the EMERS Main Menu, is the Menu Bar and the Edit Bar that allows limited functions outside of EMERS control. The Edit Bar changes, depending on the window being used, allowing cut, copy, paste and limited other functions via the mouse. Cut, copy and paste operations can be performed by using function keys. 

At the bottom of the screen, outside the EMERS Main Menu is the Status Bar. The Status Bar changes as you move from field to field within the current window, telling you which field you are on, and in some cases, which values can be inserted into the field.

The EMERS Main Menu window opens with the EMERS 2000 Setup screen and the Paperwork Burden Disclosure Notice window. Close the Paperwork Burden Disclosure Notice window.  The EMERS 2000 Setup screen (Figure 1) is now displayed.  Select your Program Level, State and County if applicable.  Enter your Exercise Training Officer’s (ETO) name and phone number.  These values are used as defaults in the EMERS Reporting Form and Acknowledgement Letter/Memo.  Close the EMERS 2000 Setup screen.

Your EMERS 2.0 system is now set up and ready to use. If you plan to have the EMERS database on a LAN so that it can be shared by more than one user, see the section titled, “EMERS on a LAN.”  If you have Version 1.0 or FoxPro data to convert, you should exit the main menu and perform the conversion prior to entering new data. These conversion routines can be repeated more than once, enabling you to enter test data and start over at a later time. You may find the instructions for the conversion process on Page 57. 

EMERS Main Menu Window contains the following eleven (11) action buttons:

(1) Help! Opens the Help window, allowing the user to search for help by subject and/or topic. This Help window contains access to another window that gives users an overview of navigating fields with MS Access.

(2) Stop (stop sign icon) closes the main menu and exits the system.

(3) EMERS Form allows you to input and edit data.

(4) Blank Forms Menu opens the screen that enables users to preview the EMERS Main Form page-by-page, the Lessons Learned Form, the Corrective Action Notes Form, or the Participant Breakdown Form, as well as prints all of these forms simultaneously. 

(5) Standard Reports, under Reports, Letters and Memos menu, opens one of two Report Options Selection Menus that allows the user to generate, preview and print completed reports.

(6) Edit Preset Text, under Reports, Letters and Memos menu, opens the Acknowledgement Letter/Memo Preset Text screen. This allows States to set up their own default letter or memo text to be used when creating letters or memos to send to their local jurisdictions.

(7) Letters or Memos for Mass Mailings, under Reports, Letters and Memos menu, opens the Letter/Memo for Mass Mailing form, allowing the user to create a letter or memo which will in turn create customized letters or memos to Jurisdiction contacts and State Area contacts.

(8) Scheduler opens the Jurisdiction, View/Updating, and Testing Status Schedule.  This allows you to choose a county to schedule exercises, as well as ascertain functional areas tested and resulting performance levels.

(9) Data Transfer Menu opens the Import – Export Menu, allowing you to send or receive data from different localities.

(10) Utilities Menu allows you to edit tables used in pull-down menus, including the jurisdiction pull-down menu. You can also access the Setup window from here.
(11) File Linkage Menu opens into the File Linkage Modifier (Easy Method) and the Access to MS Access Linked Table Manager. This will allow you to change the linkage of your data files, which have been moved or copied to a different location on your computer or on a LAN. 

B.
EMERS on a Local Area Network (LAN)

There is no separate version of EMERS for a LAN.  Files contained in the Data folder of your current EMERS system, i.e., Data2000.mdb, FIPS.mdb and Help.mdb, can easily be copied or moved to a LAN.  Routines are provided in EMERS 2.0 Main Programs module and in both of the conversion program modules to easily change file linkage from one location to another. 

Install EMERS on a local drive.  C:\EMERS2000 is the default location.

Using Windows Explorer or My Computer, create a folder on the LAN in which to store the data files.

Locate your EMERS Data folder.  The default location is C:\EMERS2000\Data. 

Copy or move the files from your EMERS Data folder to the folder on the LAN.  It is not necessary to delete the files from their original location.  If desired, it is possible to have more than one copy of the main data file, Data2000.mdb. One copy of the data may be for actual data while one may be maintained for practice and training purposes.

Once your data files have been copied or moved, you can modify program linkage to data files as explained in the ‘Redirecting Data Files’ section below or in the section on File Linkage Menu for the EMERS 2.0 Main Programs module.

When installing EMERS on additional workstations, follow normal setup procedures then change the file linkage to the LAN files.

*Special note: Initializing the System and EMERS on a LAN can apply to the User’s Development module as well as the Converter routines.

C.  
Redirecting Data Files

If data files were moved to a LAN drive, the EMERS 2.0 Main Programs module is not linked to the new location of the data files. The first time the module is opened, you will see the File Location Window asking for the new location of the file Data2000.mdb.  Type in the drive path of the new location or locate the file using Windows Explorer and then copy and paste the drive and path.  Click on the ‘Link File’ button.  This message will be repeated for the FIPS.mdb and the Help.mdb files.

This request for the new location of data files will also be encountered for either of the conversion routines. For the User's Development module, the user must open the form File Changer Manual and perform the procedure as needed.
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Figure 2.   EMERS HELP 

V.

USING HELP

The Help feature (Figure 2) was designed to offer limited user support on multiple subjects within seven general topic areas. This feature serves as a supplement and is not intended to replace printed documentation. 

Within the Help window you can access the Navigation Methods, Command Buttons and Special Keys window which gives you an overview of the various types of fields, command button icons and function keys available in EMERS and MS Access in general.  This window can be very useful for first-time users of MS Access-based programs.

[image: image10.wmf]To use the Help feature, select one of the general topics, then select from the subject scroll window by clicking anywhere in that field. When a subject is selected, the text for that subject appears. The text area contains a scroll bar, which can be used to see text further down in the window. Clicking in the text window before using the scroll bar prevents the text from becoming highlighted. 

The Help feature can be accessed from within the Utilities Menu in edit mode, allowing the user to enter additional helpful hints and notes. 

ADVISORY FOR ALL EMERS USERS: It is essential to consult both this guide and the EMERS 2.0 online help to adequately understand all of the major features in this software. Important details not found in this guide have been added in the online help for certain features.

VI.

COMPLETING THE EMERS REPORTING FORM
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Figure 3.  REPORTING FORM 

From the EMERS Main Menu click on EMERS Form and then follow the instructions below for setting up and filling out the document that captures the results of exercises and actual occurrences.  The user can complete the form by typing information in edit fields, checking appropriate blocks and navigating around the form with the keyboard or mouse, making choices that fit the jurisdiction and the type of reported event.

A.
Jurisdiction Selection From FIPS Menu

EMERS uses Federal Information Processing Standards (FIPS) State, county and place codes to identify jurisdictions. FIPS data comes with all jurisdictions contained in the downloaded file to show in the jurisdiction pull-down menu when users enter a new report in this window.  If you do not want all jurisdictions to always show in the pull-down, refer to the FIPS Utility Menu under the Utilities Menu. An action button, ‘FIPS Setup,’ has been included in this window to allow access to the FIPS Utilities Menu without having to exit this window in the event that you cannot find the jurisdiction needed, or the pull down list is too long.  For instructions in using the FIPS Utility Menu, refer to Section VII. D.

B.
EMERS Reporting Form Data Fields 

1.
General Information

Mode is Edit or Insert (Figure 3).

Select Report: This field is grayed out.  It is used to select a report on the data already entered.

Fiscal Year (FY) and Quarter (Qtr): This field is grayed out.  Data appears automatically after the user inserts the dates of the event in block 7.  The FY and Quarter are based on the Federal Fiscal Year.

New Report: This is used to develop a new EMERS report based on the completion of an exercise or actual disaster response.

Save Report: This saves all data that has been entered.  In order to save the report, the following five (5) fields must be completed: 

Field 1:  Selected Jurisdiction

Field 5:  Type of Event

Field 6:  Focus On

Field 7:  Dates of Event

Field 8:  Hazard Scenario

Delete Report: This action deletes all data on the form.  Before deletion occurs, a pop-up window will prompt, “Do you really want to delete this report?”  This is to prevent an accidental deletion of the report.

Prepare Acknowledgement: This generates a form letter or memorandum, either hard copy or electronic, from the State to the local jurisdiction that makes submission of the report to acknowledge receipt of the report.  This process is performed once the information on the EMERS form is completed.  Once completed, the letter or memorandum can be edited, saved for future reference, and printed.

The Acknowledgement Style allows the user to select either a letter or memorandum format.  Click on the desired format.

Other Buttons at the top of the page are standard Windows buttons: ‘Print Preview,’ ‘Print,’ ‘Undo Typing,’ and ‘Close Window.’

2.
Entering EMERS Data

General Information Tab:

· Selected Jurisdiction: Allows user to select the State or local jurisdiction that is completing the EMERS report. Once the jurisdiction has been selected, a unique identifier called the EMERS ID using a combination of FIPS code, the level of user, and an accumulative number will be generated and inserted. Once the jurisdiction has been selected, fields 2, 3, and 4 mentioned below, as well as the preparer’s name and address information on the Comments and Signatures Tab are filled in from the Jurisdiction Contact table. This table can be modified by clicking on the ‘FIPS Contact’ button to open the Jurisdiction Contact Edit Window. You are given the opportunity to open the Jurisdiction Contact Window again if the Preparer field is modified.

· Funded Jurisdiction: Identifies jurisdictions that have or have not been funded.  If the jurisdiction is funded, click ‘YES.’  If not, click ‘NO.’

· State Area (Region) designation.  This shows the State area if there are State areas within the State.  This is an information-only field.

· Type of Event.  There are five (5) types of exercises (Tabletop, Functional, Full-scale, Drill, and Orientation) that may be selected.  Multiple entries can be selected and only the highest value is used for reports.  

* Special Note: The second part of this section is the requested Exercise Credit.  This section is reserved for a jurisdiction that wishes to receive credit for an Actual Occurrence in lieu of an exercise.  The “Exercise Credit is being requested” block should be checked after the appropriate level (local, State, Federal) has been checked under Actual Occurrence.  If the event is a local declaration, Local should be checked.  If it is State declared, State should be checked.  If it is a Federal disaster declaration, Federal should be checked.  If Federal is checked, State and Local automatically are checked.  If State is checked, Local automatically becomes checked. 

· Focus on.  The event may focus on one or more phases of emergency management: Mitigation, Preparedness, Response, and Recovery.  Check the number of applicable blocks.

· Dates of Event.  Enter the Begin and End Date of the event using (mm/dd/yyyy) format.

· Hazard Scenario.  There are three (3) categories of hazards: natural, national security/terrorism, and technological.  Individual hazards are listed under each category.  Enter one only as the Primary Hazard and enter as many as required for the secondary hazard(s). 

To select the Primary Hazard, click the down arrow to select either natural, national security/terrorism or technological.  Click on the ‘Hazard Text’ button to identify the specific hazard (e.g., flood).  Click on ‘Save New Report Now’ button to save the entered information.  To select Secondary Hazards, click the ‘Hazard Group’ to select one of the three groups.  Click on ‘Hazard List’ and select a Secondary Hazard.  Click ‘OK’ on each line to verify and finalize your selections.

3.
EMERS Participants Tab

This form captures the number of participants in the exercise or actual disaster occurrence (Figure 4). It accounts for participants from: the local jurisdiction, State, Federal, and Military.  

Federal Agencies, State Agencies, and Military Groups
· Allows the user to enter the number of Federal, State and Military personnel who attended the exercise or an occurrence in the appropriate blocks.

· The user may enter numeric information directly into the white boxes/fields.  Optionally, it is possible to enter data into these fields by clicking on the ‘Itemize By (Federal Agencies, State Agencies or Military Groups)’ button. A pull-down list appears allowing the user to enter numerical information on specific agencies and/or groups. The lists are not comprehensive and may be edited. As you close each field, the total number of participants from each category will be displayed.   

Local Personnel
· Enter the number of local representatives (i.e., Appointed Officials and Civil Air Patrol) that participated in the exercise or an occurrence in each of the appropriate boxes. 

· For the box labeled “Volunteer Agencies” click on the ‘Itemize’ buttons.  Click on the down arrow and you will see a pull-down list of Volunteer Agencies. Click on each that participated in the event. The list is not comprehensive and may be edited. Be sure to add the number of participants for each agency. When you close the field, the total number of participants will be displayed. 

For Other, click on the ‘Itemize Other Participants’ button. All participants are reflected in the Total Participants field.


[image: image2.wmf] 


EMERS Reporting Form 

Figure 4.   PARTICIPANTS TAB
4.
Functions Tested Tab

General Description
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Functions.  The Functions Tested Tab (Figure 5) is located to the right of the Participants Tab (Figure 4). There are thirteen (13) Functional areas that may be tested and listed on the left side of the page. All Emergency Functions are listed by number. Below the function is a set of sub-functions or capabilities related to the main item. The sub-functions are the categories that are evaluated. In general, an exercise may test or involve only a limited number of sub-functions.  An occurrence, however, may involve a significant number of functions. This is the heart of the EMERS. During an event, jurisdiction officials demonstrate areas in which the jurisdiction did well, adequate or poorly. Areas that demonstrate inadequate response would then be captured in a corrective action plan.
EMERS Reporting Form

Figure 5. Functions Tested Tab

Event Results.  To the right of the Functions are the Event Results.  To make a selection, click on the appropriate button.  There are three categories:
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S – Satisfactory 


Function was tested and there were no serious problems; 

NI – Needs Improvement 
Function was tested and there were major or significant problems in the response.  This is critical for the results of the event and should lead to corrective actions; and

NT – Not Tested


Function was not tested.
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Corrective Actions

Corrective Actions are those that indicate some degree of deficiency in the response with respect to the results of the event.  There are five (5) categories: Planning, Training, Personnel, Equipment and Facilities.  The deficiencies may be in one or more of these categories.  

Corrective Action Notes

On the far right side of screen is an icon that looks like a pushpin.  Click on this icon and a screen opens up that allows the user to enter notes on any of the five (5) categories.  Where “Needs Improvement” was checked, the note might indicate the nature of the problem and recommend future actions to correct the deficiency.  However, a note may indicate that this function worked very well.  

General Comments

The General Comments field is available for any comments the user may wish to make in regard to the particular function.  You will note that there are three boxes to the right of the words “General Comments.”  These boxes are a tally of the Event Results for the particular function.  The first block is a tally of responses that were checked as “Satisfactory,” the second block is a tally for “Needs Improvement,” and the third block is for “Not Tested.”

To navigate from one function to another, scroll using the Up and Down arrows on the left side of the screen (next to the Function Name). For example, to move from Function 1(Alert Notification) to Function 2, (Warning Public) click on the down arrow.

5.

Function Notes Tab

The Function Notes section provides the user with the means to review and edit all General Comments and Corrective Action Notes, as well as enter Lessons Learned.

There are three (3) note fields: Lessons Learned, General Comments, and Corrective Action Notes.

Lessons Learned: 

This field is meant to identify the most significant outcomes of the exercise or real-world occurrence.  These generally would be situations that were not anticipated but had a profound effect on the event – either positive or negative.  It provides an overview of the entire scope of the exercise and determines what, if any, lessons were learned by the participants. They would not necessarily apply to all of the functions tested. The following examples are provided as guidance:

· Positive example -- Function 12, Mutual Aid:

This is a rural county where response resources are very limited. However, the response to the recent disaster benefited significantly from the recently negotiated mutual aid agreements with adjacent jurisdictions. Protocols for initiating assistance with two (2) nearby counties were very effective, leading to a prompt response that saved many lives. 

· Significant Deficiency example -- Function 3, Communications:

The exercise shows that the response to a tornado incident was severely hampered by the county’s response organization’s lack of intercommunications. Responders were not able to communicate on a common frequency. This resulted in a serious delay in getting needed assistance to victims. It is an area where capabilities need to be strengthened.

General Comments:

This screen allows the user to review the General Comments that were added in the “General Comment” as each Functional Area was evaluated.  Any comments that were made will show up in this screen.  Users can scroll up or down at the bottom of page to read the comments made.

Corrective Action Notes:

This screen allows the user to review the Corrective Action Notes entered in the “Functions Tested” section of EMERS.  Users may view all comments in this section by clicking on the arrows at the bottom of the form.

6.
Actual Occurrences Tab

This section (Figure 6) is intended to capture data on an actual occurrence.  There are six (6) boxes (Number of Fatalities, Number of Injured, Number Evacuated, Number Sheltered, Estimated Public Damage, and Estimated Private Damage) that ask for information on this occurrence.
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Figure 6.   ACTUAL OCCURRENCES TAB

State Response:  This field allows the State to comment on the local event.

Comments and Signatures Tab: 

General Comments: This area provides an opportunity for the Local Emergency Management to provide any necessary comments to the State about the exercise or an occurrence.

Other fields include:

· Prepared by, Title and Date: The jurisdictional official who prepared the form and date prepared.

· Address, Phone and email address of preparer: These fields, as well as the Prepared by and Title are preset from the jurisdiction Contact table. If the Prepared by field is modified, you are given the opportunity to modify the jurisdiction Contact table first. Any of the fields can be overwritten without modifying the jurisdiction Contact table.

· State Approving Official and Date: This is for the state that reviewed the report.

Exercise Credit Rating: This is an internally computed field showing if credit can be authorized.

Exercise Credit Approved: Allows the State to indicate whether or not exercise credit is authorized for the local jurisdiction.
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Reports, Letters and Memos Menu

Figure 7.    REPORT OPTION SELECTION MENU

VII.

OTHER EMERS FUNCTIONS

A.
Reports, Letters and Memos Menu
From the EMERS Main Menu click on the Reports, Letters and Memos Menu.  A screen will appear (Figure 7) showing five (5) sub-menu headings:

(1) Standard Reports using FY and Qtr,

(2) Standard Reports using Date Ranges,

(3) Setup for Acknowledgement Letter/Memo,

(4) For Letters and Memo, and

(5) Create, Edit and Print Letters/Memos for Mass Mailings.

For Reports click on either the Standard Reports using FY and Qtr or the Standard Reports using Date Ranges.  One of two very similar report menu windows opens.  Each report menu window has three (3) fields to fill:

(1) Select Report

(2) Select Options

(3) Select Action.

1.
Reports 

Standard Reports using FY and Qtr

Select Report Buttons
There are seven (7) buttons to choose for generating a report:

(1) Actual Occurrence List with Optional Comments

(2) Exercises List with Optional Comments

(3) Jurisdiction List (formerly Proofing Report)

(4) Functional Tracking

(5) Comments by Function

(6) Corrective Action Notes

(7) Statistical Summary.

Click on the button next to the type of report needed.  After selecting the type of report that is needed, the buttons in the ‘Select Options’ field become highlighted. Click on the appropriate buttons to complete the selected report.  

Report buttons for ‘Actual Occurrence List with Optional Comments,’ ‘Exercises List with Optional Comments,’ and ‘Jurisdiction List (formerly Proofing Report)’ will highlight. All Select Options buttons except the ‘Actual Occurrences/Exercises/Both’ button will be highlighted. 

Functional Tracking, Comments by Function, and Corrective Action Notes will highlight all Select Options buttons except the buttons for ‘Include General Comments/State Response/Lessons Learned.’
The button for ‘Statistical Summary’ will highlight Select Options buttons down to ‘Within State Limit to All/State Area/County/Jurisdiction.’ Buttons for ‘Include General Comments/State Response/Lessons Learned’ as well as ‘Actual Occurrences/Exercises/Both’ will not be highlighted.

Select Options Buttons 
There are nine (9) Select Option Buttons:

(1) All or One Fiscal Year

(2) Select/Unselect Quarter(s) Q1, Q2, Q3, Q4

(3) All or One Region

(4) All or One State (National Level Data Entry is a default feature)

(5) Within State Limit to: All/State Area/County/Jurisdiction (Note: When either State Area, County or Jurisdiction is selected, a corresponding field appears, allowing selection of one State area, one county, or one jurisdiction.)

(6) Include General Comments No/Yes

(7) Include State Response No/Yes

(8) Include Lessons Learned No/Yes

(9) Actual Occurrences/Exercises/Both

Select Action Buttons 

There are four (4) Select Action Buttons:

(1) Preview Report shows on the screen the data entered for specific report.

(2) Print Report prints out hard copy of report.

(3) Refresh Menu changes menu setting to begin a new report.

(4) Cancel returns to the sub-menu screen for reports.
Always refresh the menu before selecting a different report before beginning a new report.  By doing this, the buttons on the form turn back to gray, indicating a new form.  If you do not refresh the menu screen and continue to the next report, the entire Select Options will highlight thus indicating the menu screen not refreshed.

Standard Reports using Date Ranges

The Standard Reports using Date Ranges is much like the Standard Reports by FY and Qtr. Besides allowing users to enter date ranges for reports, it contains two (2) additional features which are available when any of the reports except the Statistical Summary report are chosen.

The first feature is the use of a temporary table, called a selection list, to accumulate identification and selected fields about reporting forms prior to generating a report. The selection list can be viewed as a window, much like a query. After viewing, selection criteria can be modified so that additional reporting forms are added to the selection list. The selection list can also be printed “as is” without being formatted into a report.

The second feature is that individual reporting forms can be added to the selection list.

Select Report Buttons:

There are seven (7) buttons to choose for generating a report:

(1) Actual Occurrence List with Optional Comments,

(2) Exercises List with Optional Comments,

(3) Jurisdiction List (formerly Proofing Report),

(4) Functional Tracking,

(5) Comments by Function,

(6) Corrective Action Notes,

(7) Statistical Summary.

Click on the button next to the type of report needed. After selecting the type of report that is needed, the buttons in the ‘Select Options’ field become highlighted. Click on the appropriate buttons to complete the selection of reporting forms for the report.

Report buttons for ‘Actual Occurrence List with Optional Comments,’ ‘Exercises List with Optional Comments,’ and ‘Jurisdiction List (formerly Proofing Report)’ will highlight all Select Options buttons except the buttons for ‘Actual Occurrences/Exercises/Both.’

Report buttons for ‘Functional Tracking,’ ‘Comments by Function,’ and ‘Corrective Action Notes’ will highlight all Select Options buttons except the buttons for ‘Include General Comments/State Response/Lessons Learned.’

The button for Statistical Summary will highlight Select Options buttons down to ‘Within State Limit to All/State/Area/County/Jurisdiction.’ All other option buttons plus the ‘View Selection List’ button will not be highlighted.

Select Options Buttons:

There are eight (8) Select Option Buttons and two (2) fields into which data can be entered:

(1) Date to Select Input into EMERS, Beginning of Exercise, Prepared By and State Official Approval,

(2) Enter Starting Date and Ending Date for Date Range,

(3) All or One Region,

(4) All or One State (Your State is the default),

(5) Within State Limit to: All/State/Area/County/Jurisdiction (Note: When either State Area, County or Jurisdiction is selected,  a corresponding field appears, allowing selection of one State area, one county, or one jurisdiction.)

(6) Include General Comments No/Yes,

(7) Include lessons Learned No/Yes, and

(8) Actual Occurrences/Exercises/Both.

Alternately, there is a pull-down menu from which you can select one reporting form and a button that allows you to add the selected reporting form to a temporary table.

Select Action Buttons:

There are five (5) Select Action Buttons:

(1) View Selection List opens a window showing jurisdiction name, type of event, and the four date fields for all reporting forms in the temporary table. This temporary table can be used as a query of sorts and be printed “as is.” After viewing the selection list, you can choose a new set of options to be added to the temporary table or proceed with previewing or printing the report.

(2) Preview Report shows on the screen the data entered for specific reports.

(3) Print Report prints out a hard copy of the report

(4) Refresh Menu changes menu setting to begin a new report.

(5) Cancel returns to the sub-menu screen for reports.

Always refresh the menu before selecting a different report before beginning a new report. By doing this, the buttons on the form turn back to gray and indicate a new form.
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Reports, Letters and Memos Menu

 Figure 8.  ACKNOWLEDGEMENT LETTER/MEMO PRESET TEXT 

2.
Setup for Acknowledgement Letter/Memo

Click on the ‘Edit Preset Text’ button.  This button opens the screen for the Acknowledgement Letter/Memo Preset Text (Figure 8). This window has preset values that will default into the Acknowledgement Letter or Memo whenever a new letter or memo is created.

Features/Buttons:

· Help! searches for help by subject and/or topic.

· Save Changes allows user to save changes to the letter file.

· The left curly arrow will undo changes made in the letter.

· The icon with a “door” half-opened with an arrow pointing left closes the window.

“Do you have a custom Letter/Memo Head?”  Yes/No is for indicating if you have a custom letterhead for your letter or memo.  If yes, proceed to next question.  If no, the first page of the letter or memo can be dropped to allow for preprinted letterhead paper.  Enter a number in lines to drop down from top of preprinted letterhead paper.  

“Which date format do you prefer” Click the button for the preferred date format.

CC: is optional for memos not used for letters.  This is used when a copy of the memo is sent to other recipients.  An up/down scroll bar appears at the end of this box allowing for more lines if needed.

The Subject header is used for memos.

Boxes with blue outlines can be edited or blanked out by the user.  Boxes with black outlines cannot be edited but will show the results of what that paragraph looks like in the letter/memo. When any box is clicked to enter text, an up/down scroll bar appears on the right of the box allowing for more lines.

Paragraph 1 Text is comprised of eight (8) text fields and seven (7) insert fields.  Each insert field has a drop-down menu button. Behind each button are the subjects: County, Date, Exercise, Focus, Hazard, Jurisdiction, Total, and Credit. When creating paragraph 1, select the appropriate word to use in that part of the paragraph. In paragraph 1 of the actual letter/memo, the data field name is substituted with the data values. The text and data field choices that are present follow the original EMERS acknowledgement letter wording.  If left as is, paragraph 1 of the generated letter would read “I have received your EMERS form indicating that on April 19, 2000, Montgomery County used 100 participants [{to hold a Tabletop Exercise} {in response to an actual occurrence at the State level}].  The primary hazard was National Security/Terrorism (Civil Disorder) with a focus on Response and Recovery.”  Once the actual letter/memo is generated, the text in the actual letter/memo can again be edited.

Paragraph 2 uses standard text, so it is not allowed to be edited.

Paragraphs 3 and 4 are used based on conditions shown in the window. Text for these paragraphs may be edited as desired.

Paragraph 5 uses the same principle as Paragraph 1. In paragraph 5, Part 1 and/or Part 2, text can be modified or blanked out. The [Credit Y/N] can be replaced with the blank box.

A box is provided for optional additional paragraphs following paragraph 5.

In the last paragraph, users can choose not to use the telephone number by selecting the blank option from the pull-down menu and modify any text as they please.

3.
Custom Letterhead For Letters and Memos

Click on Custom Letterhead to open the window for the Custom Letterhead Maker screen. 

The available options are:

· Create/Edit Letterhead, 

· Start Over, 

· See a sample letterhead using the FEMA seal and some text, and

· Backup/Restore your letterhead to/from your main data file at any time.  Your custom letterhead must be backed up before installing a program upgrade and restored after installing the upgrade.

Create/Edit Letterhead: Click this button to open a window titled “Letterhead: Report in MS Access design view.” Text and/or images can be inserted into the area provided. The area may be lengthened or shortened, but should not be widened, because it might exceed the page width limit.  

Blank Letterhead: Click this button to overwrite the customized letterhead with the original blank letterhead that comes with EMERS. An alert warning appears, “The name you entered already exists for another object of the same type in this database.  Do you want to replace the existing report ‘Letterhead’?” Yes/No.  Click ‘Yes’ to overwrite existing letterhead and ‘No’ to cancel the request.

View Sample Letterhead: Click this button to see the Letterhead Sample: You will see the EMERS letterhead with the FEMA seal. If desired, copy it to your letterhead and use just the appropriate text to get started.  

Backup/Restore: Click this button to backup and/or restore your custom letterhead from your main data file at any time. Your letterhead must be backed up before installing a program upgrade and restored after installing the upgrade. You must provide the path to your main data file DATA2000.mdb.
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Reports, Letters, and Memos Menu

Figure 9.   Letter/Memos for Mass Mailings 

4.
Create, Edit, and Print Letter/Memos for Mass Mailings 

Click on the Reports, Letters and Memos Menu to access this window (Figure 9).

The purpose of mass mailings is to allow the user to create and save a form letter/memo that can be merged with all jurisdictions that appear in the pull-down menu for the reporting form plus any contacts for State areas thus providing personalized letters or memos.  The merge creates a working file that can be edited and printed.  This working file is saved until the next merge, at which time it is overwritten. 

Only the option fields will show the first time the window is opened or when creating a new letter/memo.  The options include whether or not you want to use a custom letterhead, how many lines to drop the letter/memo for preprinted letterhead paper and the date format and document style (letter or memo) to use.  Once you have selected the document style, the appropriate template opens.

Fill in the needed fields as required.  Save the document for future use or click on Process Letter/Memo.  The document will be saved and the working file is created.  The working file then opens in another window, allowing the user to walk through each letter/memo making any desired modifications.  Individual letters/memos can be deleted at this point as well.

The working file window has buttons for ‘Print Preview,’ ‘Print,’ ‘Delete (trashcan)’ and ‘Undo changes.’

B.
Data Transfer Menu (Import/Export)
This important feature enables users to send or receive data from EMERS reporting forms.  Data can be copied from the EMERS 2.0 database to a portable file, which can then be exported to another disk drive or attached to an email message for transmittal to another user’s database in another location.  In turn, data can be copied from the received portable file into the recipient’s EMERS 2.0 Database.

This feature will enable local jurisdictions to send data periodically to their States.  Just as a further illustration, States could then forward data aggregates at designated intervals to their FEMA Regional Office. Finally, each FEMA Regional Office could transfer their aggregates periodically to a server at FEMA Headquarters. Each succeeding larger aggregate is transferable through one single electronic file that can be emailed.  Received aggregates can be assessed by the governmental-level recipient (State, etc.) for appropriate trends involving its constituent jurisdictions' submissions. These trends can then be evaluated as bases for a variety of reasons.
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Data Transfer Menu

Figure 10.   IMPORT-EXPORT FILE LINKAGE 
The Data Transfer Menu (Figure 10) feature thus serves as the connection between Government levels, helping ensure more realistic decisions.

The Data Transfer Menu shows a drive and folder field as well as an import/export file name field, containing the default value, (EI2000.mdb), to use for transfers. 

It is important not to delete these files because in version 2.0, the file EI2000.mdb contains the table definitions of all version 2.0 tables that are exported. The file can be copied (i.e., table structure remains the same), and renamed. Thus the user can have multiple copies of the file with different names and containing different data. The Import and Export routines move data between the linked file and the EMERS database. If the linked file is in a different drive and/or folder from the default, the drive and/or folder names must be given before the file can be linked.

It is up to the user to locate the file that was linked for export and attach it to their email. It is also up to the user to save the file received in their email to a location that will be given to the Data Transfer Menu when they are ready to import. All copying, moving, sending, etc of the file EI2000.mdb or a copy of it must be done outside of EMERS.

Other choices in this window include:

· Link File to continue processing of transfer,

· Close This Window, and

· Undo changes (the drive, folder and file names).

To import data:

· Open the Import Menu, located next to the Export Menu in the same window, and

· Click on Import All Reports Shown below (contents of the linked file are shown in a sub window.)

To Export data:

· Click on Link File.

· Open the Export Menu.

· Choose either Select Report Form to Export for a single form, or the Export Group Menu.

· If transferring one form, export the selected report.

· If needing to transfer more than one form, choose the Group Menu.

· Choose from the various parameters shown in the Group Menu, including:

· A specific fiscal year or all fiscal years,

· One or more quarters within Fiscal Year(s),

· A specific Region and State, a specific Region and all its States, or all Regions and States, and

· A jurisdiction, county or area within a State.

· Actual Occurrences, Exercises or Both, and

· Export the selected forms.

Other Key choices in both the Import and Export Menus include:

· Preview and/or Print Report showing contents of the linked file.

· Delete Selected Report removes the selected reporting forms from the linked file.

· Close This Window.

· Help!

One additional choice in the Export Menu is ‘Clear Linked File,’ which removes all data from the linked file.
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Figure 11.   SCHEDULER 

C.
Scheduler

EMERS includes a feature that allows State and local exercise and training officers to track the exercise schedule of each jurisdiction in the State. This utility monitors the type of event and hazard scenario a jurisdiction plans to test as well as the fiscal year and quarter for which the exercise is planned. Local coordinators who use EMERS can use the scheduler to plan their exercises themselves, and State exercise officials can track the plans and progress of constituent jurisdictions using EMERS. This scheduling information is transmitted to the State Exercise Training Officer or State Training Officer (ETO or STO) at the time exercise data forms are sent to the State.

In EMERS, exercise schedules are organized around local jurisdictions. After the user selects a local jurisdiction, the planned exercise is described by indicating the following elements of information:

· Fiscal Year:  The fiscal year in which the exercise will begin,

· Quarter: The quarter of the fiscal year in which the exercise will take place,

· Exercise Type: Whether the exercise is TableTop, Functional, Full-Scale, a Drill, or an Orientation, and

· Hazard Scenario: Whether the exercise targets a natural, national security/terrorism, or technological hazard.

The step-by-step procedures to use the scheduler are:

1. From the EMERS Main Menu click on the Scheduler (Figure 11).

2. Locate the desired jurisdiction in the jurisdiction list sub-window by using the vertical scroll bar for that list.  Clicking anywhere on the desired line selects the scheduler data for the jurisdiction shown in the View/Update Schedule sub- window.

3. 
The schedule data are normally shown in the View/Update Schedule sub-window in datasheet view.  The vertical scroll bar allows the user to scroll through all schedules.  The schedule can be shown in form view by clicking on the record selector (the gray column to the left of the schedules).  Form view shows the selected schedule with comments in an enlarged box.  Clicking on the record selector again returns the sub-window to datasheet view.

· Inserting a new schedule: In datasheet view, scroll to the bottom of the list of schedules.  There will be a row with an asterisk in the record selector area.  The two fields, FY and QTR, will contain the numbers 2000 and 1, respectively.  These two fields are defaults and should be changed to the desired FY and QTR.  The fields Hazard Type and Exercise should be selected from the respective pull-down menus.  Comments can be entered if desired.  The schedule will be saved automatically.  There is an Undo button in form view, but this works only if you switch to form view before starting to enter data for a new schedule. Schedules are no longer limited to one per quarter.

· Deleting a schedule: Since the Scheduler is not limited to any number of years or records, it is up to the user to delete unnecessary schedules.  To delete a schedule, select that schedule and press the delete key.  You will be asked to verify the deletion.

The Status table below the View/Update Schedule sub-window is for information only. The ‘Print Preview’ button brings up a print ready report listing of all schedules for the selected jurisdiction. Scheduler data are included when a form is exported but cannot currently be selected for export itself.

D.  
Utilities Menu
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From the EMERS Main Menu click on the Utilities Menu. This opens the Utilities Menu window that contains eight (8) buttons that open additional windows. 

Choices in this window include:

· EMERS 2000 Setup opens the EMERS Setup Window.

· FIPS (Jurisdiction) Related Utilities opens the FIPS Utility Menu Window.

· Edit or Use Help opens the EMERS Help Window in either read only or update mode.
· Table of Federal Agencies, Table of State Agencies, Table of Military Groups and Table of Volunteer Agencies opens windows allowing the respective tables to be updated.  These tables are used for pull-down menus when itemizing participants in the EMERS Form Window.  Only the Table of Federal Agencies Window will be shown in this documentation since all of these windows are very similar.

· Custom Letterhead opens the Custom Letterhead Maker Window.  This window allows users with the full version of MS Access to create and edit a custom letterhead for their Acknowledgement Letter/Memo. This is the same as described under Reports, Letters and Memos Menu.

1.       EMERS 2000 Setup 

Click on the ‘EMERS 2000 Setup’ button to open the EMERS 2000 Setup Window (Figure 12).

For State, County and Local users: Use the Program Level pull-down menu to select your level, State, County/IC (Independent City), or City/Town, if needed.  If County/IC is selected, the FIPS County Code field appears in the window and a county or independent city code must be entered.  Use the State pull-down menu to select your State.

For any Regional level use: Select Region from the Program Level pull-down menu then enter your region number in the Region field.  

For any National level use: Select National from the Program Level pull-down menu.  

Values in the Program Level field are used in computing the EMERSID, the key field that holds the EMERS system together.  The EMERSID must be generated so that the value is unique even when data is uploaded to the next highest level.
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Figure 12.  EMERS 2000 Setup

Enter the name of your STO/ETO.  This value defaults into the State Approving Official field in the EMERS Form.  

The Acknowledgement Style Default Preference sets the default style for acknowledgement documents. 

2.
FIPS (Jurisdiction) Related Utilities

Click on the 'FIPS (Jurisdiction) Related Utilities' to open the FIPS Utility Menu that contains six (6) buttons that open additional windows.

(1) Select FIPS Subset for pull down menu opens the FIPS Selection Menu Window.  This window can also be opened from the EMERS Form Window.

(2) Edit FIPS (Jurisdiction) Subset opens the Jurisdiction Contact Edit for Current FIPS Subset Window.  An identical window can be opened from the EMERS Form Window for only the jurisdiction currently showing.

(3) Table of State Areas opens the State Areas and Contacts Window.

(4) Append another State FIPS.mdb to current FIPS opens a window requesting the location of the FIPS.mdb to be appended, with the buttons ‘OK’ and ‘Cancel.[image: image23.png]A, Microsoft Access
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’  If a valid file location is given and the ‘OK’ button is clicked, the new file merges into the user's current FIPS file.

(5) Add, Edit or Delete County Data opens the FIPS County Names Window.

(6) Add, Edit or Delete FIPS Data opens the FIPS Jurisdiction Window.

FIPS Selection Menu 

Click on the 'Select FIPS Subset for pull down menu' button to open the FIPS Selection Menu (Figure 13).  This window can also be opened from the EMERS Form Window.

The FIPS (Jurisdiction) table contains a show/hide field that can be toggled to allow a shorter or longer pull-down menu in the EMERS Form jurisdiction field when entering a new form. 
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Utilities Menu

FIPS Utility Menu

Figure 13.  FIPS SELECTION MENU

 The Current FIPS Selections sub-window shows only jurisdictions that are currently selected.  The ‘Refresh’ button should be clicked after performing all actions to insure that the list is current.

Click on the ‘Show All FIPS Codes’ button to make all jurisdiction codes in your FIPS table available to the jurisdiction pull- down menu. As a precaution against accidental modification, a message requesting verification of the action is given.

Click on the ‘Show Only Counties’ button to make only county and State level FIPS codes available.  As a precaution against accidental modification, a message requesting verification of the action is given.

The ‘Manual Select/Edit Funded/State Region’ button opens the FIPS Choose Places Window that shows all jurisdictions codes and allows edits on three fields in the table.

The ‘Select One State and/or One County to Show’ button opens the FIPS Select One County Window.  This is useful at the regional level where the FIPS table can contain jurisdiction codes for more than one State.  It is also useful at the county level where jurisdiction codes for only one county would be needed.

FIPS Choose Places

Click on the ‘Manual Select/Edit Funded/State Region’ button to open the FIPS Choose Places window (Figure 14).  Either the Record Selectors or the vertical Scroll Bar can be used to navigate this window.

[image: image25.png]EMERS Version 2.0

vt window el

|E7| 35| =] SR [FD)

[ e oA s

= B

sovechanses | 0] | =

o

@
[EFCRA Revien

[Evercie Credt Feview

[Thave teceived your EMERS form ndicating that on

E
ed

Re
patopants
The pinay hazard was
Wi fosus on

D

Dael]
urdcton =]
[Total =]
[Evercise] 2]

Mezad 2] —

Fewl=]
|

[primary hazard was [Hazard] with focus on [Focus].

[Thave received your EMERS form indicating that on [Date]. [Jurisdiction] used [Total] participants
ltto hold & [Exercise] exercise)or(n response to an actusl occurrance at the [Level] level)}. The

ltested in ordler to satisty any funding quidance

[Any functional areas not showing Yes in the Funding Reguirements Met column above mustbe

[We have also noted that you are requesting exercise creditfor an actual occurrence,

-[0[x]

100 youhave a customized eterhead?

SStart| g7 Micrsolt Word [& EMERS Version 20

N&E P2 IBDD 1055eM



Utilities Menu

FIPS Utility Menu

FIPS Selection Menu

Figure 14.   FIPS CHOOSE PLACES
This window shows all jurisdiction codes in your file. Three fields can be edited in this window. They are: the ‘Funded’ field that toggles Yes/No, the ‘State Region’ field into which a State Region/area can be entered, and the ‘Show/Hide’ field that toggles Show/Hide.

Buttons in the depressed state are the selected settings. 
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It is possible to locate a county or jurisdiction by using the Find option on the Edit Bar. To use this option, click in either the county or jurisdiction field, depending on what you want to find. Then click on the Find button (picture of binoculars) on the Edit Bar to open the Find window.

After closing the FIPS Choose Places window, be sure to click on the ‘Refresh’ button of the FIPS Selection Menu to see the new selections in the Current FIPS Selections sub window.

* Special Note: FIPS files as provided do not contain state area information.  It is up to the user to enter State areas into the State Area Table and into the FIPS file by using the FIPS Choose Places window or the Jurisdiction Contact Edit for Current FIPS Subset window. 

FIPS Select One County

Click on the ‘Select One State and/or One County to Show’ button to open the FIPS Select One County window.  This window contains two (2) fields: Select State and Select County.

Select a State from the Select State pull-down menu (Figure 14).  All States are listed in this pull-down menu, even if they do not exist in the current FIPS table.

Optionally, select a county from the Select County pull-down menu.  Only counties for the State in the Select State field are shown in this menu.

When the ‘OK’ button is clicked, a verification message appears.  This message is given whether or not a county was chosen.  If no county was chosen, the operation acts as a State selector.

Once the ‘OK’ button or the ‘Cancel’ button is clicked, this window closes automatically. It is then necessary to click on the ‘Refresh’ button of the FIPS Selection Menu to see the new selections in the Current FIPS Selections sub-window.

Jurisdiction Contact Edit for Current FIPS Subset

For each jurisdiction in the FIPS table, there can be a corresponding entry in the Jurisdiction Contact table. Click on the ‘Edit FIPS (Jurisdiction) Subset’ button to open the Jurisdiction Contact Edit for Current FIPS Subset window (Figure 15). 

This window allows the entering and editing of name, address and phone information for the jurisdiction contact. Only jurisdictions selected for the jurisdiction pull-down menu are available for editing.
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Use the Select Jurisdiction pull-down menu to select the jurisdiction to be viewed or edited.  The ‘Record Selector’ buttons can be used to navigate through the jurisdictions.

Utilities Menu

FIPS Utility Menu

Figure 15.   JURISDICTION CONTACT EDIT FOR CURRENT FIPS SUBSET 

State Areas and Contacts

Click on the ‘Table of State Areas' button to open the State Areas and Contacts window.  This window looks much like the Jurisdiction Contact Edit for Current FIPS Subset. It allows name, address and phone information to be entered and edited for each area within the State, if used. This window can also be opened from within the Jurisdiction Contact Edit for Current FIPS Subset window.

FIPS County Names

Click on the ‘Add, Edit or Delete County Data’ button to open the FIPS County Names window (Figure 16). This window allows the user to modify the FIPS County Names Table.  Dummy or pseudo-counties can be added, enabling a jurisdiction encompassing multiple counties to be added to the FIPS (Jurisdiction) Table.
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Utilities Menu

FIPS Utility Menu
Figure 16.   FIPS COUNTY NAMES

This window toggles between form view, shown in Figure 16, and scroll view, also called Datasheet view.  The ‘DataSheet View’ button changes the window to scroll through the counties.  Click on the record selector, the gray column to the left of the window, in datasheet view to toggle the window back to the form view. 

When the window is in datasheet view, it is necessary to use the "X" in the upper right corner of the window to close it.

FIPS Jurisdictions

Click on the ‘Add, Edit or Delete FIPS Data’ button to open the FIPS Jurisdiction window (Figure 17). This window allows the user to modify the FIPS (Jurisdiction) Table. New jurisdictions, either actual or dummy, can be added.


Utilities Menu

FIPS Utility Menu

Figure 17.   FIPS JURISDICTIONS 

This window toggles between form view, shown in Figure 17, and scroll view, also called datasheet view.  The ‘DataSheet View’ button changes the window to scroll through the counties.  Click on the record selector, the gray column to the left of the window, in Datasheet view to toggle the window back to form view. 

When the window is in datasheet view, it is necessary to use the "X" in the upper right corner of the window to close it.

The 'Add County' button opens the FIPS County Names window.  The Show/Hide field indicates whether the jurisdiction should show in the EMERS Form Window pull-down menu. 

3.
Edit or use Help

A window appears asking if you want to edit the Help File. Click on the ‘Yes’ button if you desire to enter Help subjects that do not already appear in the pull-down list. Click on the ‘No’ button if you do not wish to edit the list.

4.
Tables of Federal Agencies/Military Groups/State Agencies/Volunteer Agencies

The four tables, the Table of: Federal Agencies, State Agencies, Military Groups Volunteer Agencies have similar formats and update windows.  Only the Table of Federal Agencies window (Figure 18) is described here. 

Utilities Menu

Figure 18.   TABLE OF FEDERAL AGENCIES

Click on the 'Table of Federal Agencies' button on the Utilities Menu to get the Table of Federal Agencies window. 

Federal Agency names can be added, edited, or deleted.  New values or edits are saved automatically unless the ‘Undo’ (left curly arrow) button is clicked.  The ‘Sort’ button is available so that if several agencies are added, the list can be sorted for viewing prior to closing the window. The list sorts automatically the next time the window is opened.

All table update windows can also be opened when entering detailed participant values in the EMERS Form Window.

5.      Custom Letterhead

This option under ‘Utilities Menu’ is the same as described on under Reports, Letter and Memos (Section VII. 3., Custom Letterhead).  

E.
Printing from Blank Forms Menu

The Blank Forms Menu gives users the opportunity to see EMERS-generated forms either in hard copy or on screen prior to printing.  This feature is especially helpful to any State supplying forms to local jurisdictions not having the EMERS software but still wishing to fill out the EMERS form.  

After you click on Blank Forms Menu in the EMERS Main Menu, a screen with the following nine (9) selections appears:

(1) Preview Main Form Page 1 – Part  I-General Information,

(2) Preview Main Form Page 2 – Part II- Functions Tested,

(3) Preview Main Form Page 3 – Functions Tested (continued),

(4) Preview Main Form Page 4 – Part III-Actual Occurrence,

(5) Preview Lessons Learned Notes Form,

(6) Preview Participant Breakdown Form,

(7) Preview Corrective Action Notes Form,

(8) Print all pages of the Main Form, the Lessons Learned Form, the Corrective Action Notes Form and the Participant Breakdown Form, and

(9) Cancel.

F.  
File Linkage Menu

Clicking on the File Linkage Menu when in the EMERS Main Menu will open a new screen (Figure 19) that yields three (3) choices:

(1) File Linkage Modifier (Easy Method), 

(2) Access to MS Access Linked Table Manager, 

(3) Close Window.

Clicking on the first choice, File Linkage Modifier (Easy Method) opens a window that shows a group box with the files having modifiable linkages, i.e., fips.mdb, data2000.mdb, and help.mdb.  On this screen with the group box, there are brief instructions telling the user that linkages with the files shown are modifiable, that the user may use this choice rather than MS Access Linked Table Manager, and finally that linkage change must occur for a file individually.  

Figure 19.   FILE LINKAGE MENU

In addition to the group box and instructions on this Easy Method screen, there are button commands to: 

· Modify the linkage of the file chosen (user instructed to “Open window to locate new location”), and

· Exit this screen.

Highlight the file to be modified then press ‘Modify Linkage’ button to open the Location of File screen. Enter the drive path for the file needed and click on the ‘Link File’ button to carry out the modification. Some processing takes place and you get the EMERS Version 2.0 message, “Tables were successfully re-linked at the new location” with an ‘OK’ button. If the file was not found at the location that was given, the EMERS Version 2.0 message appears, “File xxx.xxx was not found at that location. You may try again.” with an ‘OK’ button. 

Clicking on the second choice within the File Linkage Menu screen, ‘Access to MS Access Linked Table Manager,’ opens a window entitled “Files Location Setup.” This window contains explanatory text for using the MS Access Linked Table Manager. The standard MS Access Menu bar is used with this window, allowing the user to access this feature. By accessing the Linked Table Manager, you can check and/or modify the locations of all linked tables. Names of linked files are given in the text of this window.  The only command button in this window is the ‘Return to Menu’ button which closes the window. 

G.
File Repair and Compact

MS Access files, as they grow and change, occasionally need to be compacted.  If a computer is turned off or loses power while the files comprising the database are in use, problems can occur.  Usually the problem can be corrected by repairing the files.  Since MS Access databases can only be repaired and compacted when they are not open, the File Repair and Compact module (Figure 20) was created to repair and compact any MS Access database that is not password protected.  This module is written in Visual Basic 5.0.  It both repairs and compacts the selected MS Access file. 

To access this module, click on the Start Menu. Select ‘Programs’ and then ‘EMERS 2000.’  Select the option ‘File Repair and Compact’ from the menu.  

The module consists of one window, the EMERS2000 Database Repair and Compact window.  Instructions for using the module are contained within the window.  Locate the file to be repaired and compacted by using the data fields provided. 
Drive field: Use this field to select the drive from a pull down menu. 

Folder field: Use this field to select the folder.  Double-click on a folder to show the files contained in it or open it to more folders.

File field: Select the file to be repaired and compacted from the list of files in the file field. To select, click on the file. Only MS Access files are shown.

LAN field: If the file is on a LAN drive that is not mapped to a drive letter, type the LAN path, which must include at least one folder, into the LAN field and click on the ‘Accept’ button.  If the path and folder names are typed incorrectly, an error message opens.  When this error message closes, the EMERS2000 Database Repair and Compact window closes.

Programs Menu

EMERS 2000 Menu

Figure 20.   EMERS 2000 DATABASE FILE REPAIR AND COMPACT
Selected Location field: This is an information-only field that shows the path of the file that is selected.

Repaired and Compacted Files field: This is an information-only field.  When a file has been repaired and compacted, the file name appears in this field. 

Repair and Compact button: Click on this button to perform repair and compact of the selected file.

Stop button: This button closes the window.

The DATA2000.mdb should be repaired and compacted after data have been converted from either Version 1.0 files or FoxPro files.  It should be compacted occasionally after there have been many changes or additions to the data.  Other files in the system will only need to be repaired and compacted if problems occur.  However, any file can be repaired and compacted at any time with no adverse effects.
H.
User’s Development
The User’s Development Module (Figure 21) is provided to allow users to develop their own queries, forms, and/or reports. A basic understanding of MS Access is needed to use this module.


Programs Menu

EMERS 2000 Menu

Figure 21.   USER’S DEVELOPMENT
This module opens a Microsoft Access database, UserDev.mdb. This database is linked to all of the tables in the EMERS databases, Data2000.mdb and FIPS.mdb. Selected tables from the EMERS 2.0 Main Module program, Main2000.mdb also are linked. One sample query is included, as are two forms (windows). 

To access this module, click on the Start Menu. Select ‘Programs’ and then ‘EMERS 2000.’  Select the option ‘User’s Development’ from the menu.  

The included form, File Changer Manual, can be opened to easily change the location of any of the three (3) linked databases. Instructions for using this form are provided on the form.  

I.
Technical Support
FEMA will continue to provide assistance to users experiencing any significant problems impairing their downloading, installation, or use of the EMERS Version 2.0 software program.  

Contact: FEMA Federal Support Center in Olney, Maryland: Wanda.rafiq@fema.gov.

Bruce Hildebrand of FEMA’s Assessment and Evaluation Branch at (202) 646-3000 or EMERS@fema.gov.  
VIII.

EMERS CONVERTER OPERATIONS

A.
Version 1.0 to 2.0 Converter

The Version 1.0 to 2.0 Conversion Module converts data from the MS Access beta Version 1.0 of EMERS to EMERS Version 2.0 format.  When conversion is complete, open the File Repair and Compact module and compact the file DATA2000.mdb.

To access this module, click on the Start Menu. Select ‘Programs’ and then ‘EMERS 2000.’  Select the option ‘Version 1.0 to 2.0 Converter’ from the menu.  

Conversion Menu EMERS 1.0 to EMERS 2.0 

This module opens showing the Conversion Menu EMERS 1.0 to EMERS 2.0 window.  This menu contains three (3) action buttons plus a ‘Stop’ button.  The action buttons are: 

(1) Utilities Menu,

(2) Convert EMERS 1.0 data to EMERS 2.0 format, and 

(3) Clear EMERS 2.0 files prior to reconverting data. 

There are two (2) information fields in this window.  They are the Progress Bar field and the Action Status field.  The Progress Bar field and Action Status field change as steps in the conversion are made.  The Action Status field also shows error messages if any are encountered.

If you get the Location of File window prior to opening the Version 1.0 to Version 2.0 Converter window or if you get the EMERS 2000 Setup window on top of the Version 1.0 to Version 2.0 Converter window, refer to Section IV A., Initializing the EMERS System.

If you have not set your level and state by opening the EMERS 2.0 Main Programs Module, the EMERS 2000 Setup window automatically opens. Buttons (2) and (3) of the Conversion Menu EMERS 1.0 to EMERS 2.0 window will be disabled. See Section IV. A., Initializing the EMERS System, for instructions in completing setup. The EMERS 2000 Setup window will open if your data files were copied, not moved, to a LAN and this is the first time you are opening this module.  If this is the case, close the EMERS 2000 Setup window without making any changes.  Open the Utilities Menu and change your version 2.0 file linkage to the LAN location.

Utilities Menu button: The Utilities Menu window contains four (4) action buttons plus a ‘Close’ button.  Under normal circumstances, the user will never need to access the Utilities Menu.

(1) EMERS 2000 Setup: See Section IV. A., Initializing the EMERS System for instructions in using this window.

(2) File Linkage Modifier (Easy Method): The File Linkage Modifier window contains an option box containing files having modifiable linkages.  The version 2.0 files are Data2000.mdb, FIPS.mdb and Main2000.mdb.  The version 1.0 files are EMERS.mdb, Letters.mdb and Tables.mdb.  See Section VII. F., File Linkage Menu for further instructions in using this window.

(3) MS Access Linked Table Manager for Version 1.0 files: The Files location Setup EMERS Version 1.0 window contains explanatory text for using the MS Access Linked Table Manager. The standard MS Access Menu bar is used with this window, allowing the user to access this feature. By accessing the Linked Table Manager, you can check the locations of all linked tables. Names of Version 1.0 files are given in the text of this window.

(4) MS Access Linked Table Manager for Version 2.0 files: The Files Location Setup EMERS Version 2.0 window is the same as Files Location Setup Version 1.0 except that names of Version 2.0 files are given in the text of this window.

Convert EMERS 1.0 Data to EMERS 2.0 format button: By clicking on this button, data format conversion begins. Conversion time depends on the speed of your computer and the amount of data to be converted.  The Progress Bar shows that progress is being made. The Action Status field identifies the step in progress. Some steps take longer than others and some steps may progress so quickly that you may not have enough time to read the Action Status field. Once you have begun the process, there is no way to cancel the conversion. When the process is complete, click on the ‘Stop’ button to exit this module. This conversion process should only be accomplished one time.

Clear EMERS 2.0 files prior to reconverting data button: If you have been entering test data prior to converting your Version 1.0 data, you may wish to clear this data out of the database prior to conversion. Click on the ‘Clear EMERS 2.0 files prior to converting data’ button. You will get a message to verify that you want to clear the files. The progress bar turns red as the file is cleared. The Action Status field should contain the message “Clearing of EMERS 2000 files is complete” when the process is done.

B. FoxPro to Version 2.0 Converter

The FoxPro to Version 2.0 Conversion Module converts data from the FoxPro version of EMERS to EMERS Version 2.0 format. 

To access this module, click on the Start Menu. Select ‘Programs’ and then ‘EMERS 2000.’  Select the option ‘FoxPro to Version 2.0 Converter’ from the menu.

Conversion Menu FoxPro to EMERS 2.0

This module opens to the Conversion Menu FoxPro to EMERS 2.0. This menu contains three (3) action buttons plus a ‘Stop’ button. The action buttons are:

(1) Utilities Menu,

(2) Convert EMERS FoxPro Data to EMERS 2.0 format, 

(3) Clear EMERS 2.0 files prior to reconverting data.

There are two (2) information fields in this window. They are the Progress Bar field and the Action Status field. The Progress Bar field and Action Status field change as steps in the conversion are made. The Action Status field also shows error messages if any are encountered.

If you get the Location of File window prior to opening the FoxPro to Version 2.0 Converter window or if you get the EMERS 2000 Setup window on top of the FoxPro to Version 2.0 Converter window, refer to Section IV A., Initializing the EMERS System.

Know where your old EMERS data are stored:

You must know where to find your FoxPro files containing EMERS data.  Two (2) files are required for conversion.  They are the Emers.dbf and the Emers.fpt files. Old data, (other FoxPro files, Contact.dbf, Contact.fpt, FIPS.dbf, Memo.dbf, Memo.fpt and Plan.dbf ) will be used if available.

During the initial stage of the conversion you will be making a text copy of the Emers.dbf file without the FoxPro header area using the Notepad text editor provided with Windows.  This process can be a bit tricky, but you will be led through this step by step.  As a precaution, make a backup copy of your EMERS.dbf file before starting the conversion process. DO NOT USE WORDPAD, WORD, EXCEL or any other word processing program instead of NOTEPAD. Contact FEMA Technical Support (p. 56) for assistance.

Utilities Menu button:

The Utilities Menu window contains three (3) action buttons plus a ‘Close’ button. Under normal circumstances, the user will never need to access the Utilities Menu.

(1) EMERS 2000 Setup: See Section IV. A., Initializing the EMERS System, for instructions in using this window.

(2) File Linkage Modifier (Easy Method): The File Linkage Modifier window contains an option box containing files having modifiable linkages. The Version 2.0 files are DATA2000.mdb, FIPS.mdb. See Section VII.F., File Linkage Menu for further instructions in using this window.

(3) MS Access Linked Table Manager for Version 2.0 files: The File Location Setup EMERS Version 2.0 window contains explanatory text for using the MS Access Linked Table Manager. The standard MS Access Menu bar is used with this window, allowing the user to access this feature. By accessing the Linked Table Manager, you can check the location of all linked tables. Names of Version 2.0 files are given in the text of this window.

Converting EMERS FoxPro Data to EMERS 2.0 format:

Click on the Convert EMERS FoxPro Data to EMERS 2.0 format button.

If you have not installed the FIPS.mdb file for your State or linked properly to the FIPS.mdb file on the LAN, processing aborts with error message 1. Otherwise the Need Location for File window opens requesting the location of the FoxPro files.  

Enter the path where the FoxPro files are located and click on the ‘OK’ button.  If the Emers.dbf file is not located, the Need Location for File window opens again, requesting the same data. If the file is not located the second time, processing aborts with error message 2. Otherwise, the Need Location for File window opens again requesting location of the fileFox2Acc.exe.  This file should be in the same folder as other EMERS programs.

The default path for the Fox2Text.exe file is C:\EMERS2000\Programs.  Change the path if necessary and click on the ‘OK’ button.  There is no way to verify the location of this file until later in the processing cycle.  If the path is blanked out, processing aborts with error message 3. Otherwise the Pre-Conversion Steps window opens.  

The Pre-Conversion Steps window contains explanatory text, a picture showing the EMERS.dbf file in Notepad with the file header highlighted, and four (4) action buttons.  The action buttons are: 

(1) Step 1. Notepad,

(2) Step 2. Conversion Window,

(3) Continue Conversion, and 

(4) Abort.

Click on the Step 1.  Notepad button.  If your EMERS.dbf file is small (64k or less), Notepad opens your EMERS.dbf file.  If your file is larger, a message, "This file is too large for Notepad to open.  Would you like to use WordPad to read this file?" opens with button choices of ‘Yes’ or ‘No.’ Respond with ‘No’ and contact FEMA for assistance. Opening a file larger than 64k is possible is if you are using Windows NT- 4.0.

If Notepad is open, the data will look like the picture in the Pre-Conversion Steps window. Highlight the file header area as shown in the picture and press the delete key.  Click on File in the Toolbar, then on Save As.  The Save As window opens.  Be sure to change .dbf to .txt in the file name field and that the Save As Type field says “Text Document.”  The path and file name for the saved document can be changed but if this is done, make sure the correct path and file name is entered when processing the next step.  When the document has been saved, close Notepad.

Click on the Step 2.  Conversion Window button.  The Function Pre-Conversion Routine window opens.  Make sure the path and file name of the file saved in step 1 is correct then click on the ‘Convert’ button.  If the path and file names are not correct, the window shows error message 5.  If you get an error, you can modify the path and file name and click on the ‘Convert’ button again.  When the Total Records field shows a number greater than zero, click on the ‘Cancel/Exit’ button.  Control returns to the Pre-Conversion Steps window. 

If Step 1 and Step 2 were performed with no errors, click on the Step 3. Continue Conversion window.  Control returns to the Conversion Menu FoxPro to EMERS 2.0 window.  You can see that action is taking place by watching the Progress bar or the Action Status field. When all action has finished, the message, "Converting of FoxPro to Version 2.0 files is complete" shows in the Action Status field and the Status Bar contains all red. You can now close the Conversion Menu FoxPro to EMERS 2.0 window and access your data via the EMERS 2.0 Main Programs module.

Clearing EMERS 2.0 files prior to converting data.

If you have been entering test data prior to converting your FoxPro data, you may wish to clear this data out of the database prior to conversion.  Click on the ‘Clearing EMERS 2.0 files prior to converting data’ button. You will get a message to verify that you want to clear the files. The progress bar turns red as the file is cleared. The Action Status field should contain the message, “Clearing of EMERS 2000 files is complete” when the process is done.

Possible Errors causing the conversion to abort.

Certain conditions will cause the conversion process to abort.  If this happens, correct the problem and click on the ‘Convert EMERS FoxPro Data to EMERS 2.0 format’ button again. 

1.
Version 2.0 FIPS file is empty; check linkage under utilities: This error occurs if you have not installed the FIPS.mdb file for your State or linked properly to the FIPS.mdb file on the LAN. Be sure you have the FIPS.mdb file for your State and are linked properly, then try again.

2.
Conversion Aborted! The EMERS.dbf does not exist at the expected location: You are given two attempts to enter the correct location.  Use Windows Explorer or My Computer to locate the file and try again.

3.
No file path was provided! No conversion can take place! You may start again: You blanked out the default path for the file Fox2Text.exe and did not give a new path.

4.
The file Fox2Text.exe was not found at the location provided. Click on the Abort button: The path given for the Fox2Text file was not correct. If you have already performed Step 1 of the Pre-Conversion Steps, you do not need to repeat it when you start again.  You can go directly to Step 2.

5.
EMERS.txt was not found at that location. You may try again.

The path and/or file name given in the Function Pre-Conversion Routine was not correct. 
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