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elCS™ Quick Reference Guide

Manage the ICS Chart

Overview

In Electronic ICS (elCS), the domain administrator configures plans based on Emergency
Management standards, such as HICS or NIMS, or other requirement sets. Based on these
standard plan configurations, domain or facility administrators create plans for facilities.

Each facility can have one plan based on each standard, and the facility administrator then
customizes each plan to meet the needs of their facility. This may include adding or deleting files
and incident response guides. If the domain administrator unlocks the ICS chart for a plan, the
facility administrator can modify the chart.

A feature known as the flexible organization chart allows you, as facility administrator, to manage
the chart by adding subordinate positions and subgroups, renaming positions, deleting positions,
changing position supervisors, and creating a two-level hierarchy within your Labor Pool and
Other Contacts to Notify groups.

To Access the ICS Chart

Point to Planning and click Plan Summary. The Plan Summary page opens.
In the Summary for list, select the facility.
In the Plan list, select the plan with the ICS chart you want to manage.
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If necessary, on the left, click the arrow to expand the ICS Chart and see the hierarchy of
positions.

To Add a Subordinate Position

1. On the Plan Summary page, locate and select the position you want to edit. Information
about the position appears on the right.

2. Inthe Chain of

Planning Response Recovery Settings

4]

Command RSO (oL Co. Health Critr (KHA)
drawer, click Add HICS IV (active) Logistics Section Chief
H - EIHICS IV Plan Summary = Chain of Command
Su bordlnates. - EPlan Files Incident Commander
The Add - £31CS Chart N
. 4- & Incident Commander B Change Supervisor
Su bOI’dInate :- A Finance Administration Section Chief i l :
H H i A4 Liaison Officer | Rename Position |
Positions window - 4 Logistics Section Chief Logistics Section Chief
Logistics Secti
opens. e gsg; atechnical Specialist FORLES B [ Delete Positon... |
H > A Planning Section Chief A
3' For SU bordlnate’ A4 Public Information Officer E | Add Subordinates... |
type the name of - 1 Safety Officer 2 subordinates
the subordmate - 2 Labor Pool Service Branch Director, Support Branch Director
- A& Other Confacts to Nofify
position you want : )
to add.
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To Add a Subordinate Position (continued)

Tip: Multiple subordinates can be
added by separating subordinate Sertion Chief -

; S Add Subordinate Positions %P
names with commas.

4. In the ICS Group |iSt, Se|eCt the €  Supervisor Logistics Section Chief
group to which this position belongs.

Subordinate™:

i

S ICS Group: @ Select.. v
5. For ICS Group Name, enter the ICS Group Name:

name of the group.

6. Click OK. The position is added to < _ -
the ICS Chart.

OK | Cancel

To Change a Position Supervisor

1. On the Plan Summary page, locate and select the position you want to edit. Information
about the position appears on the right.

Tip: A supervisor cannot be assigned - s

for the incident commander position. - e |

2. In the Chain of Command drawer, click " Position Logistics Section Chief
Change Supervisor. The Change Current Supervisor: Incident Commander
Supervisor window opens. V' New Supervisor [Incident Commander v
3. Inthe New Supervisor list, click the OK | Cancel

name of the position that you want to act
as supervisor.

4. Click OK. The position is relocated on the ICS Chart.
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To Rename a Position

1. On the Plan Summary page, locate and - Logisves Scction Lhic)

select the position you want to edit. | ——————————————————— )

Information about the position appears h
on the right. |

Position Name: Logistics Section Chief

New Name: Logistics Section Chief

2. Inthe Chain of Command drawer, click ICS Group: @ [ Sestion ¥
Rename Position. The Rename Position
window opens.

Bu

ICS Group Name: |Logistics

OK C |
3. For New Name, enter the name you want o

this position to have.
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In the ICS Group list, select the group to which this position belongs.
For ICS Group Name, enter the name of the group.
Click OK. The position is renamed and possibly relocated on the ICS Chart.
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To Delete a Position

1. On the Plan Summary page, locate and select the position you want to edit. Information
about the position appears on the right.

Tip: The incident commander position cannot be deleted. If you delete other positions, all
subordinate positions and associated files and guides will also be deleted.

2. Inthe Chain of Command drawer, click Delete Position. The Delete Position window
opens.

3. Click Delete Position. A Warning window opens.
Click Yes. The position is removed from the ICS Chart.

To Create a Subgroup

1. On the Plan & Planning Response Recovery Settings
Summary page’ LT SO Gl Cloud Co. Health Cntr (KHA)
HICS IV (active) Labor Pool
locate and select BAHICS 1V Plan Summary  Group Detais
the LabOf POOI or "Ep‘an Files | Rename Group. |
4 [ JICS Ch
Oth er CO ntacts 2 3 Inmdiﬁl Commander Faber Fec!
i - LFi Ad tration Section Chief
'I[ofNotlfty gI‘OLkJ)p. t L Lo oy en Seeton e i | AddSubGrowps_ |
nrormaton apou - L Logistics Section Chief
i L MedicalTechnical Specialist Admm,sﬁaf"ﬁf'agg;;‘ﬁfﬁums
the grOUp appears > A Operations Sectien Chief :
i > L Planning Secticit MHi=& (1= - 5k e
on the right
L. 4 Safety Officers ¢ e
2. Inthe Group -alaborPool S Groyp s B
DetaI|S draWEI', J.{cher_Contacls ICE Sub-Group:
click Add Sub- g
B OK  Cancel
Groups. The Add Sub-Groups :
window opens. fanager "

3. For Sub-Group, enter the name of the group you want to add.
Tip: Multiple groups can be added by separating group names with commas.
4. Click OK. The group is added to the ICS Chart.

Juvare envisions a future in which communities are resilient in the face of danger. With precise,
vigilant, and connected solutions, Juvare fosters networks of mutual assistance that help
organizations bounce forward. For more information, contact Juvare Support at 877-771-0911 or
support@juvare.com.
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