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1. Introduction

The Integrated Rapid Visual Screening (IRVS) Database is part of the IRVS methodology for screening
mass transit stations, buildings, and tunnels.

The IRVS Database is a standalone application that can be used to record, store, and manage data. The
types of data that can be stored include screening data, digital photos, site plans, floor plans, emergency
plans, and GIS products. The database can also be used to generate risk and resilience scores. Managers
can use the database to store, search, and analyze data from multiple screenings and generate a variety
of reports.

This user guide provides instructions on installing the database, using the database to conduct
screenings, and performing administrative functions.

The user guide or a catalog reference can be opened by pressing the F1 key on the keyboard or by
selecting Help [F1] or Current Question Help [F1] (the help function will open up the catalog to the
exact location of the characteristics that are being evaluated).
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2. Field Database and Master Database

The IRVS Database that is used in the field by the screening team is referred to as the Field Database.
The data that are collected during the screening and stored temporarily in the Field Database are later
transferred to the Master Database at an organization’s headquarters. The instructions in this user guide

apply to both the Field Database and Master Database unless otherwise indicated.

The Field Database, which is on a laptop, can be used to perform the following functions:

Create a screening record, which includes site identification, address, sector and subsector
identification, facility importance, and geographical coordinates

Plot and display screening sites using a mapping program

Enter the pre-field data: hazards, answers to pre-field questions, and structure type
Enter site evaluation data

Display the site’s risk and resilience scores

Create an Executive Summary of the screening

Record the site points of contact (POCs)

Record the members of the screening team

Add digital photos, site plans, floor plans, emergency plans, and GIS products
Transfer the collected screening data to the organization’s Master Database

Purge the collected data from the Field Database and prepare the database for subsequent
screenings

The Master Database can be used by managers to store, search, print, display, and analyze data
collected from multiple screenings. The Master Database can be used to perform the following

functions:

Import screening data and relevant information (e.g., photos) from Field Databases
Plot and display screening sites using a mapping program
Store, search, and analyze data on multiple screenings

Display and print a variety of reports

Create a duplicate of an IRVS record for mitigation analysis or “what if” impacts resulting from

changes to consequences, threats, vulnerabilities, or resilience
Generate reports
Export reports as MS Word documents or PDFs for editing or formatting

Export both question lists and Risk summary data to MS Excel spreadsheets for editing

Filter or sort screening records by site identification, address, sector or subsector identification,

or facility importance



e Display the total risk summary for one or more sites

e Store, display, and print digital photos, site plans, floor plans, emergency plans, GIS products, and
miscellaneous information collected during screenings

e Perform administrative functions
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3. System Requirements
The system requirements for the IRVS Database are as follows:
e Pentium 4 or equivalent processor
e Windows XP or later
e MS Access Runtime or MS Access 2007 or later
e MS Excel 2007 or later
e 256 MB of RAM
e Adobe Reader

The database has a plotting function that displays site coordinates and IRVS information on a digital map
if the computer has an external mapping program that is capable of displaying a Keyhole Markup
Language (KML) file. KML is an XML-based language that is used to display three-dimensional spatial
data in mapping programs such as Google Earth.



4. Installation

The database should be installed on a computer at the organization’s headquarters (this copy will
become the Master Database) and also on one or more laptops that will be used in the field (this copy
will become the Field Database).

The installation steps are as follows:

1. If you have already downloaded the software, find the SETUP.EXE file by selecting Start at the
bottom left of the Windows screen, select Run, and then typing the location of the SETUP.EXE file
(i.e., CD, C:/Temp, or another location on the hard drive). When you have found the SETUP.EXE file,
skip to Step #3. If you have not downloaded the program, go to Step #2.

2. Go to the DHS Web site at http://www.dhs.gov/files/programs/scitech-bips-tools.shtm and follow
the instructions for downloading the software.

3. Close all other programs and double click on the SETUP.EXE file.

4. The IRVS Database Setup Wizard will appear. Select Next.

£

i IRVS Database v1.0 Setup

Welcome to the IRVS
Database v1.0 Setup Wizard

The Setup Wizard will install IRVS Database v1.0 on your
computer. Click Next to continue or Cancel to exit the Setup
Wizard,

5. Ascreen showing the End User License Agreement will appear. Read the agreement, select | Accept
the terms of the License Agreement and Next.

i IRVS Database v1.0 License Agreement

End-User License Agreement

FPlease read the following license agreement carefully

dati ~

Any opini findings, conclusi or rec
expressed in this publication and application do not necessarily
reflect the views of the Department of Homeland Security
(DHS). Additionally, neither the DHS or any of its employees
makes any warrantee, expressed or implied, or assumes any
legal liability or responsibility for the accuracy, completeness,

or useful of any information, product, or process included

in this publication and application. Users of information from

(3)1 accept the terms in the License Agreement

()1 do not accept the terms in the License Agreement

[ < Back ” Next > ] [ Cancel




6. The Customer Information menu will appear. Fill in the user name and organization. Select Next.

Customer Information

Please enter your customer information

User Mame:
I

Organization:

]

[ « Back “ Mext » ] [ Cancel ]

7. The Choose Setup Type menu will appear. In most cases you should follow the Typical Installation.
The Custom Installation allows the user to change the file name and/or file location. This may be a
requirement under an organization’s security policy. Check with your System Administrator as

needed. Select Typical or on Custom, as directed by your system administrator, which will make
Next selectable, and then select Next.

i IRVS Database v1.0 Setup

Choose Setup Type
Chooge the setup type that best suits your needs

Typical

Installs the most common program features. Recommended for
most users,

Custom

Allows users to choose which program features will be installed
and where they will be installed. Recommended for advanced
users,

8. The Ready to Install menu will appear. Select Install. The amount of time required for the
installation depends on the computer.

9. When the installation is complete, the screen below will appear. Select Finish.



i& IRVS Database v1.0 Setup

Completing the IRVS Database
v1.0 Setup Wizard

Click the Finish button to exit the Setup Wizard.




5. Logging on

This section explains how to log on using a preloaded or assigned user name and password. Assigning
user names is an administrative function that is available only to those with permission to access
administrative functions. See Section 10.6.2 for instructions on assigning user names.

1. Double click on the desktop icon for the IRVS Database that was created during the installation or
click the Start button and then All Programs/IRVSv2. The database may also be opened by double
clicking the database file (file name: iRVSv2.accdr) in the newly created IRVS folder. Note: this is a
MS Runtime file so it cannot be opened after starting MS Access.

J~ Acrobat Distiller 9 | . '
A~ Adobe Acrobat 9 Pro

Lt Adobe LiveCycle Designer ES 8.2 Terry Ryan |
E8 Adobe Readerd
ﬂ Cisco AnyConnect VPN Client Documents
'@ Default Programs
W Desktop Gadget Gallery Pictures
I=) eRoom Files for Offline Editing

& Internet Explorer (64-bit) Music
: p

Computer

Piccess Manager
Control Panel

&) Windows DVD Maker

G2 Windows Fax and 5can

@ Windows Media Player

£ Windows Update

= WinZip

<4 XP5 Viewer Help and Support
, Accessories

Devices and Printers

Default Programs

) Cisco

4 Back

Search programs and files

2. At the first screen titled “Password Required” and “Enter the database password:”, enter the
encryption password issued with the particular downloaded file. (No User Name is required at this
step.) The generic database password is: IRVS2011 (Selected organizations may receive a
tailored version of the IRVS tool with a different database password.) This database password does
not change. User Names and Passwords may be changed as listed below.



Password Required l ? 2 |

Enter database password:

Reminder: the generic database passwordis: ~ IRVS2011

After entering the database password select OK., and the Login Screen displays.

3. Inthe Logon menu, if you don’t have an assigned user name, skip to Step #4. If you have an assigned
user name, enter it. Leave the password blank. Select OK. You will be asked to create a password.
Follow the instructions in Steps #5 and #6 below). Create the password and skip to Section 7.

4. If you don’t have an assigned user name, use one of the following preloaded user names and

passwords:
User Name Password
Administrator Administrator
Assessor Assessor
Editor Editor
Reader Reader

Integrated Rapid Visual Screening

Login Screen

User Name: |

Password:

Continue ‘ Cancel

The Administrator user name/password allows you to access the administrative functions, which
include establishing new user accounts and passwords. See Section 9 for information on
administrative functions. You must have permission to log on as an Administrator.



5. Select Continue.

6. The Main Menu of the database will appear. Select Change Passwords, and the EDIT User Account

screen will appear.

Main Menu
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This program was developed by and for DHS S&T pursuant to a contractwith the
National Instituts of Building Scisnces.

Change Passwords
e ————————— —=
J

For Help. Press the F1 Key

7.

In the EDIT User Account screen, the user name you used will be populated in the Currently Logged

in AS: field. Also displayed will be your user level. Select Change Password.

Manage User Account

EDIT User Account

Administrator

Admin IZ|

FEEFEEFETEEEEE

User Level:

Save [ Close

Change Password ‘ Clear Password

Currently Logged in As:

User Level:

*== passwords must be at least 8 characters long, and they
should conform to your organization's password requirements

Administrator

Admin

Cancel

In the new EDIT User Account screen, enter a new password in the Password field, following the
instructions at the bottom of the screen. Retype the new password in the Confirm Password field.
To cancel, select Cancel. To set the password, select Save / Close. After setting the password, you

will be prompted to login using the new password.
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e o P R ———— T
Curtenty Logged n A

EDIT User Account
User Mame: |Edit0r |
User Level: n
Password: | |

Confirm Password: | |

** Passwords must be at least 8 characters long, and they
should conform to your organization's password requirements

Change Password Clear Password | Save [ Close ' Cancel |
e ——
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6. Creating and Editing Screening Records

1. From the Main Menu, select Rapid Visual Screening.

Main Menu
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For Help. Press the F1 Key

The IRVS Record Listing screen will appear (shown below). The screening records that are already in
the database, if any, will be listed. You can use the IRVS Record Listing screen to create an IRVS
screening record and review or edit existing records. Screening records can be deleted only by users

with access to administrative functions (see Section 9.2).

A screening record includes the facility name, facility identification, address, site type, sector and
subsector, facility importance, and geographical coordinates.

IRVS Record Listing
Facility Screening Facility  Summary
Facility Name D# MNo. / Date Screening Comments City State Site Type Sector Subsector Importance Computed
— - — | =1 =T o —
p| [HICT 1002 01 1/2/2012 |Full Assessment with Resilien | Springfisid WA || |Building | = | |Communications | = | | T elecommunications | = | [High |- /
Mass Transit 45 i 14772012 "W ashingtan DC | w| |Mass Transit Station | | | Transportation || |Rairoad | = ||High = v
Tunnel 1 223 o1 1/2/202 San Francisco C4 |« |Tunnel | | Transportation | |Raimad ~ | [High - v
Add New Site ‘ Site ID, Address, Coordinates Pre-field Questions Site Evaluation | Site Summary ‘ Exec Sum/POC/Phatos/GIS | Help |
Wiew Al Summaries Plat Frint Question Details Export Question Print Question Details Frint All Details Print Risk. Summary Cl
[Filtered List) [Filtered List] [Filtered List] Details to Excel [Selected Assessment) [Selected Assessment] [Selected Assessment) o5&
— T

2. To create a screening record, select Add New Site, which will bring up the IRVS Site Record screen.

12



IRVS Record Listing

Facility Screening Facility Summary
ID#

Facility Name Mo. / Date Screening Comments City State Site Type Sector Subsector Importance Computed
I Bl - [N = = N = I = I = A =
p| HICT 1002 [1]] 1/2/2012 |Full Assessment with Resilier | Springhield VA | w| |Building | = | |Communications | » | | Telecommunications | = |[High [E T
Mass Transit 45 o 1477202 Washington OC |w| |Mass Transit Station |« | [Transportation | = | |Raiload | = | [High [ |4
Turnel 1 223 o 1/2/2012 San Francisco Ch | Turinel + | | Transpartation « | |Railroad « |[High - I
ﬂdd New Site ' Site |D. Address. Coordinates Pre-field Questions Site Evaluation | Site Summary ‘ Exec Sum/POC/Photos/GIS | Help ‘
Wiew All Summaries Print Question Details Export Question

Claose:

Print Question Details Print &Il Detail: Print Risk Summary
(Selected Assessment]

Plot
[Filtered List) [Filtered List) [Filtered List) Details to Excel (Selected Assessment) (Selected Azsessment]

In the IRVS Site Record screen, complete the following fields: Facility Name (required), Facility ID#
(if applicable), Org. Name (name of the organization that owns the facility), Address, City, and Zip.
For State, select the two-letter abbreviation from the dropdown menu or type in the two-letter
abbreviation.

iRVS Site Record

Facility Name *: |Euilding 2BC Default Facility Image: v

Facility 1D#: Facility Descriptive Text:

Org. Name: Mo Image Available

Address1:
Address2:
City: St w
Zip: Sector: w Facility Importance: W

Site Type™: |Buiding + | Subsector: v

Agzessment(s] | Coordinates

Azzeszment Folder Name:

Aszsessment Aszessment Ente
MHumber Date * Assessment Comments £ Notes Asgsessment Folder Hame By

DR [ I I

Record: M 1ofl H {x Mo Filte Search 4 4

= Required Field(s] For Help. Press the F1 Key

For the Default Facility Image, select a photo from the dropdown list of photos in the database for
this site, if any. The photo will display on this screen when the record is opened. See Section 7.7 for
instructions on adding photos.

Describe the facility under Facility Descriptive Text (e.g., Building ABC is a three-story commercial
office property. The first floor has a lobby and offices for building management. The second and
third floors have office space that is leased to several organizations.).

Select a Sector and Subsector from the dropdown lists.

13



7. Select the Facility Importance from the dropdown list (High, Medium, Low). There are no
predefined criteria for this ranking. This field simply provides an additional way to filter screening
records.

8. Select the Site Type (required) from the dropdown list (Building, Mass Transit Station, Tunnel).
9. Type in the Assessment Date (required) and assessments notes as needed.

10. Select Create additional (blank) assessment record for this site to create a new blank record for this
site.

11. Select Create a duplicate of Assessment [number] including scoring to create a duplicate record
that includes evaluation data for use in analysis or a “what if” investigation. For example, an
organization may conduct a screening and based on the results, want to decide whether to
implement protective measures. The duplicate assessment can be used to predict how the
protective measures would affect the risk scores by changing the relevant attributes.

ite Record

Facility Name =: | Default Facility Image: .bld_g‘l.ihg | |
Facility 1D #: T est 2 Facility Descriptive Text:
Org. Name:
Address1:
Address2:
City: [Springfield Sk [Wa |
Zip: .‘I_ 1_1_1 1_ | .Seclor: .Hefa_lt_hc:an_a an_d _F_'ybliq _I-_I_e:a!EI | Facility Importance: .F'r_im_al__l,l_ v
Site Type®: |Building +~ | Subsector: |Direct Patient Healthcare -~

Aszessment(s] | Coordinates

Assessment Folder Name: [C:ARYS W '\'T'est'j\.ﬁssessment__m_'_?m 10310,
A Entel
Humber D ate = Aszsessment Comments / Notes Assessment Folder Mame By
» | o1 341042011 | Primary site |Aszessment_01_2071-03-10% |azsessc
IQreate additional [blank] assessment reiiihi—s?lsiteg I Q Create a duplicate of Azsessment [01] including scoring ) I
— = S ~— —
Record: M b | TTaearch | 41 o — m — ]

:‘ Reql_.l_ilel__i Fiel_d_[s__] For Help. Fress the F1 Key

12. Select Coordinates to record the coordinates of the screening site and to plot them on a mapping
program. Your computer must have an installed mapping program that can read KML files, such as
Google Earth, to plot the coordinates on a map. The mapping tool not only enhances the screening
evaluation process but also supports risk analysis and post-screening mitigation planning.

14



Facility Mame *: |

Default Facility Image: :bld_g‘l.ilﬁg ~| [
Facility ID#: [Test :
Org. Name: HIC
Addressl: 'I'I'I'I
Address2: [1111

Facility Descriptive Text:

City: Spnngfleld St VA w |
Zip: ::I_ 1_1_1 1_ | Sector: :Hefa_lt_hc:an_a an_d _F_'ybliq _I-_I_e@!EI | Facility Importance: :F'r_im_al__l_,l_ v
Site Type®: |Building +~ | Subsector: |Direct Patient Healthcare -~

Assessment[s( Coordinates )

Assessment Folder Name: |C:ARWSw1ATest 2 ssessment_0N_2011-03-10%
A Entel
Humber D ate = Aszsessment Comments / Notes Assessment Folder Mame By
» | o1 341042011 | Primary site |Aszessment_01_2071-03-10% |azsessc
Create additional [blank] azsessment record for this site ‘ I Create a duplicate of Azsessment [01] including scoring ‘
Record: M 1ofl =il | & 7i Search ] 1| m | »

i Reql_.l_ilel__i Fiel_d_[_s__] For Help. Fress the F1 Key

13. Enter the site’s latitude and longitude coordinates, as explained below. You can add multiple plot
points by selecting Add coordinates for this site. The database automatically assigns a point number
to each plot.

IRWS Site Record

Facility HName = :feéi 2 | Default Facility Image: :‘l‘:‘ld‘gf.i[ﬁg -
Facility 1D #: Test 2 Facility Descnplive Text:
Org. Name: [H|C
Address1: 11 11
Address2: [11711

City: Spn‘ngfleld Sk VA P
Zip: fl 'IV'I 1 1, Sector: .Healthcare anrd F'ybllc He:a!gl | Facility Importance: :F'nmral_lr,l w
Site Type™ |Building | Subsector: |Direct Patient Healthcare |

tz]| Coordinates

= Enter coordinates in either | DD:MM:55_iHl-x format or in: Decimal Degrees i #iHiH '_
Point Lat Long Lat Long
Mumber DD:MM:55_HH-N DDD:MM:S5 _H-WwW Dec. Deqa. Dec. Deg. Comment
’| [ B [38:55:42.79-N | (077:00:40.18-W | [ 38.92855| | -77.01116| West side

S Add coordinates for this site ) l Plat These ] Lat/Long Help
Record: | i _| Search |

:‘ Hequired Field(s]) For Help. Press the F1 Key

Enter the coordinates in one of the following formats:

e Degrees-minutes-seconds (first two boxes). The decimal-degree equivalents will automatically
populate the second two boxes. Values in the decimal-degree format are used to create the KML
file for display in Google Earth or other visualization program.

e Decimal-degree values (second two boxes).

15



14. Select Plot These to create a map showing the location of the screening site. As noted above, the
map can be created only if your computer has an installed mapping program that can read KML files.

Facility Hame ~: _Teéi 2 | Default Facility Image: .b‘lc‘l‘g'l‘.ipg -
Facility ID#: [Test 2 Facility Descriptive Text:
Org. Name: :Hit:' |
Address1: 1111
Address2: (1111

City: |5 pringfield St VA |
Zip: (11111 | Sector: Healthcare and Public Healtt w | Facility Importance: |Frimary -
Site Type™ |Building + | Subsector: |Direct Patient Healthcare |

| Agsessment(s) | Coordinates

= Enter coordinates in either | I_)D:MM_:SS.!_NF:: format or in: De(_:i_l:l:la' D_egle_eg #_ﬂ_lt.ﬂ_#_ﬂ_lt_

Point Lat Long Lat Long
MNumber DD:MM:55_H#H#-N DDD:MM:S5_Hi-w Dec. Deqg. Dec. Deg. Comment
’| [ B [38:55:42.79-N | (077:00:40.18-W | [ 38.92855| | -77.01116| West side

I Add coordinates for this site ] ([ Flot These I Lat/Long Help
‘Recard: 4 1ofl v | n o, | ]

:‘ Required Field(s) For Help. Press the F1 Key

The map will display 100-foot, 300-foot, and 1,000-foot rings (to visualize the target zones) around
the site and the screening information that is shown in the map below. Mass transit stations and
tunnels are evaluated using only 300-foot and 1000-foot target zones. Risk and resiliency scores will
not display until the scores have been calculated.

16



Test site bldg 20

Mame:Test site bldg 20
Site Type: Building
Sector: Water

IRVS Date: 311/2011
Scores

Total Risk (%): 37.2
Resiliency (%) §2.3

Directions: To here - From here

bldg 20

T . 2 -8
Imagerny Dates=Aug 28 OETAUg 30 R2 0103855 . (00 - 2lew; Eye alt 1422 1t

15. When you have finished entering the information for the screening record, select Close on the
bottom right of the IRSV Site Record screen. Information about where the record will be stored will
appear in the message box shown below. Note the information about the three subfolders (Photos,
GIS_Portfolio, and Miscellaneous). If you changed the program’s location using Custom Installation,
note the file path of these subfolders because you will need the file path to load and link the
contents of the subfolders to other copies of the database.

Microsoft Office Access |Z|

1) This Facllity Assessment will be stored in folder:
CMaster W4 Final 12-12-07 HIC\Hazardville Information CompanyAssessment_2007-12-234
Photos will need to be placed in the \Photos subfolder

1515 Portfolio images will need 1o be placed in the \GIS_Portfolio subfolder
Miscellameous files will need to be placed in the YMiscellaneous subfolder

16. Select OK. The file path will be listed in the Assessment Folder Name field, which you will see the
next time you open the record.
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iRVS Site Record

Facility Hame =:

Facility ID#: |Test 2 Facility Descriptive Text:

Org. Name: [HIC |
Address1: 1111 |

| Default Facility Image: |bldal.jpg -

Address2: [1111 |

City: [Springfield | se [Va o
Zip: 111_1_ | Sector: |Healthcare and Public Healtt » I Facility Importance: E_F'ri_nj_‘::n_r__l:l_
Site Type=: |Building W | Subsector:  |Direct Patient Healthcare Rra I

Record: M 1 ofl ] | ! Search |1 | 1 ]

Assessment Folder Ha TEYS 1N T est 2hAssessment_01 _2D11-m
A L it Entel
Mumber Date = Aszzessment Commen Aszzessment Folder HName By
» | o [ 341072011 [Primary site ||&zzessment_0N_2011-03-10% ||azzesac
Create additional [blank] azsessment record for this site ] ’ Create a duplicate of Asseszment [01] including scoring
3

For Help, Press the F1 Key

17. Select Close to return to the previous screen.

18




7. Conducting a Screening

After you have created an IRVS site record, you are ready to start the screening. The steps in the
screening are as follows:

e Entering the pre-field data

e Conducting the onsite evaluation

e Generating the risk and resiliency scores

e C(Creating an executive summary

e Adding points of contact

e Adding the Assessment Team Members

e Adding GIS images (optional)

e Adding miscellaneous information (optional)

e Exporting the screening data to transfer media from the Field Database

e Erasing the screening record from the Field Database

7.1 Entering the Pre-Field Data

Pre-field data include basic information about the site and its target density. Screeners should try to
obtain as much pre-field data as possible to ensure that the risk and resiliency scores are as accurate
possible. Pre-field data can be obtained on the Internet and from various private sources.

1. Inthe IRVS Record Listing screen, select the record of the site to be screened by clicking the far left
column in the row with the record.

2. Select Pre-Field Questions to open the IRVS Site Scoring screen.

IRVS Record Listing
Facility Screening Facility ~ Summary
Facility Name [[+] 3 No. / Date Screening Comments City State Site Type Sector Subsector Importance Computed
— B — = = o —
‘ p) |HICT 1002 01 1/2/2012 [Full Azzessment with Resilien | Springfield Wi || |Building | » | |Communications | w | |Telecommunications | w | [High |- I
M ass Transit 45 01 17742012 azhington DC |»| |Mass Transit Station |« | |Transportation | = | [Railroad | = | [High | 4
Turinel 1 723 [i 17272012 San Francisco |Ch [=] |Tunnel [=] [ Transpartation [=| |Rairoad lfign =] ™
Add Mew Site ‘ Site 1D, Address. Coordinates q Pre-field Questions ) Site Evaluation | Site Summary Exec Sum/POC/Photos/GIS | Help |
Wiew Al Summaries Plat Frint Question Details Export Question Print Question Details Frint All Details Print Risk Summary Cl
[Filtered List) [Filtered List] [Filtered List] Details to Excel [Selected Assessment) [Selected Assessment] [Selected Assessment) ose
T T

Pre-field data differ according to the site type, as follows:

e For buildings, the Pre-Field Questions screen has questions under three tabs: Hazards, Pre-Field
Questions, and Structure Type (as shown below). For more information about these tabs, see
Sections 7.1.1, 7.1.2, and 7.1.3.

e For mass transit stations and tunnels, the Pre-Field Questions screen has only one tab: the Pre-
Field Questions tab. For more information about the Pre-Field Questions tab, see Section 7.1.1.
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IRVS Site Scoring
RVS Building/Facility: Test 2 Organization: |HIC
Site Type: |Building
Assessment Date: |3/10/2011

zards Pre-Field Questions || Structure Typ

v Clear Red
Buestion Choice Choice Flag Unk Comments

W3Hzzard: Blas kS + |Blast 1 1

| |Hazard: CER X v |CBR i |

| |Hazard: Seismic ES v |Seismic 1 1

| |Hazard: Flaod ES + |Flaod ] 1

| |Hazard: ‘wind X w Wwind ] |

| |Hazard: Fire X + |Fire: ] | |

| |Resiiency Computations [Fequired Question] ES v |Medical ] |

3. For each question in the Question column, select the appropriate choice by selecting one of the
choices in the dropdown list in the Choice column. If you want to change your answer, select X in
the Clear Choice column to your clear your answer. Clearing an answer will not affect the Red Flag,
Unk (unknown), or Comments columns.

4. If you need more information about a question, select Current Question Help [F1] on the bottom
right of the screen, and for more information about a natural hazard, select Natural Hazard Help on
the bottom right of screen.

5. If you think there’s a concern that requires immediate attention, click the box under the Red Flag
column. You will be asked to enter a comment that supports your decision to red flag the item. Type
in the comment and select Save. To remove a red flag, select the red flag.

6. If you don’t know the answer, click the box under the Unk (unknown) column. You can add the
information when you obtain it. To remove a checkmark, select the checkmark.

7. If you want to add information (e.g., about an unusual circumstance), select the box in the
Comment column to add information. When you select the box, a comment box will appear. Enter
your comments and select Save. To remove a comment, select the box in the Comment column.
Delete the comment and select Save. The box will no longer be marked.

8. Answer as many questions as possible. For buildings, answer the questions under all three tabs
(Hazards, Pre-Field Questions, and Structure Type). For more information about the tabs, see
Sections 7.1.1, 7.1.2, and 7.1.3.

9. For a printable version of the answers to the pre-field data questions, select Print Question Details.
Select Print at the top left to print the answers and Close Print Preview at the top right to return to
the previous menu.
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IRVS Site Scoring
RVS Building /Facility: [Test 2 ] Organization: HIC
Site Type: [Building |

Assessment Date: |3/10/2011

Hazards | Pre-Field Questions | Structure Type

Clear Red
Question Choice Flag Unk Comments
Ll x :
1 = 1 ]
[ |Hazard: Fire b3 [ [Fir —" _D_ —
| |Resiiency Computations [Frequired Question] b3 o [Medical —"‘ e

Record: M 1of7 oM | i t Search

Print Question Details Print Risk and Resiliency Summary Naturalel-llpazard Currﬁr;tlf[gﬁtlon I Close

10. Select Close to return to the previous menu.

7.1.1 Hazards Tab (Building Site Type Only)

The hazards that you select for a building affect the questions in the Pre-Field Questions tab and the
hazards that included in the risk analysis. Complete the questions in the Hazards tab before completing
the other two tabs for a building site type.

iRVS Site Scoring
RVS Facility: [bldgl Tzati HIC =
Facility ID#: |445 -
Site Type:
Date- [11/30/2011
‘ Hazards |P‘e-F|eId Questions ! Structure Typel
ol Clear Red
Ruestion Choice Choice Flag Unk Comments
Hazard: Blast %[ [+]Blast I
¥ [Hazard: CBR x| [slCBR I
Hazard: 5sismic X - | Seismic T
Hzzard: Flood x| |+|Flood I
Hazard: ‘Wwind X[ [&]Wind I T
Hazard: Fire X | Short fire vulnerabilites checklist I
Resiliency Computations [Required Question) X|  |=|Business / Financial I
View Summary Print Question Details Print Risk and Resiliency Summary | Nalula\el-llszard EU"}:Z:DQ[[;??IEH Close
/\Q v

For information about natural hazards, select Natural Hazard Help at the bottom of the IRVS Site
Scoring screen and select the hazard you need information about in the dialog box that appears.
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[ Show Help J [Can:ei ]

In the IRVS Site Scoring screen, select the Hazards tab and select the hazards that may affect the
building you are screening by selecting the hazard from the dropdown menu in the Choice column.
The possible hazards are blast; chemical, biological, and radiological (CBR); seismic; flood; wind; and
fire. Under the question column, left click on the row of a Hazard you want to use in the process
and the arrowhead on the left side of the form moves to that row and the row is designated for
change. Then select the down arrowhead in the Choice column to produce a drop down list of
possible answers. Select the name of the hazard to include it in the screening or select on the blank
row to not include it in the screening. The IRVS screening is adjusted based on which Hazards are
selected. At the completion of this form, the database automatically tailors the IRVS question set
and grays out un-needed questions. Only those hazards selected are included in the risk analysis.

The sixth hazard listed, Hazard: Fire has additional choices to tailor the IRVS screening. The three
choices for this hazard are listed below:

o Short fire vulnerabilities checklist. Fire Tab 1, which has a few fire-related questions, will be
displayed in the site evaluation if this is selected.

e Fire marshal’s list — Longer list — includes all short list attributes. Fire Tab 2 will be displayed in
the site evaluation if this is selected and has more fire-related questions than the short fire
vulnerabilities checklist. Choose this selection if you want the longer list of questions.

e Blank space. Choose this selection if you do not want to include the fire hazard in the screening.

For Resiliency Computations (Required Question), select one of the options listed below, which
refer to the type of facility being screened. Each option provides a form in the site evaluation for
Continuity of Operations.

e No resiliency computations are needed. If you select this answer, resiliency will not be scored.
Choose this if stakeholders are not concerned about the continuity of operations after a
disaster.

e General. If you select this answer, the resilience section (Continuity of Operations) will be
tailored to screen general facilities such as commercial, agricultural, educational, and industrial.
A Continuity — General tab will appear during the scoring.
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e Government. If you select this answer, the resilience section (Continuity of Operations)will be
tailored to screen government facilities such as offices, police stations, fire stations, and
emergency operations centers. A Continuity — Government tab will appear during the scoring.

o Medical. If you select this answer, the resilience section (Continuity of Operations) will be
tailored to screen medical facilities. A Continuity — Medical tab will appear during the scoring.

e Schools (K-12). If you select this answer, the resilience section (Continuity of Operations) will be
tailored to screen school facilities. A Continuity — School (K-12) tab will appear during the
scoring.

e Business / Financial. If you select this answer, the resilience section (Continuity of Operations)
will be tailored to screen business / financial facilities. A Continuity — Finance / Business tab will
appear during the scoring.

e Retail. If you select this answer, the resilience section (Continuity of Operations) will be tailored
to screen retail facilities. A Continuity — Retail tab will appear during the scoring.

7.1.2 Pre-Field Questions Tab (All Site Types)

1. Inthe IRVS Site Scoring screen, select the Pre-Field Questions tab. A list of questions based on the
site type (mass transit station, building, or tunnel) will appear. For the building site type only, pre-
field questions depend on which hazards were selected under the Hazards tab. The pre-field
questions that are not needed will be grayed out and will not be included in the risk analysis.

iRVS Site Scoring

RVS [Facility: [bldgl izati HIC =
Faciity ID# F—
sxe Type
sorecmnyoste, [0/ ]
| Hazardf| Pre-Field Questions htructure Type !
Q J/
S —— - ‘ Clear e [
Disat Target Density Warksheet See Platted Coord. Choice Choice Flag Unk Comments [
| AEF-1: Mumber of Occupants X || 100 - 500 I
PF-2: Replacement Y alue X| | $1M - $5M I
PF-3 Registered Historic Site X - | Mo I
PF-4: Ocecupancy Use * | w | Dccupancy Group || I
PF-5 Target Denzity: Zone | (<100 ft] [See Target Density 'worksheet at Top] x lw|> 4 I =
PF-5 Target Denzity: Zone || (100 to 300 ft] [See T arget Density Wworksheet at Top) x |~ |4-6 I
PF-& Target Density: Zone |11 [300 to 1,000 ft] [See Target Density Worksheet at Top) x |~[1319 I
PF-E: Target Potential Facility X |+ | Ve I
PF-6: Target Potentiak Sector x v |TES ]
PF-7: Seismic Zone X | | Medium J
PF-& Geology [Mearby Seizmic Faults) X | | Mear Fault I
PF-2: Floodplain X |- |TEs |
PF-10: Mazimum Previous Flood Depth X | | Mever in the past I
PF-11: Duration af Previous Flood X w | Mever in the past I -
Record: M 1of20 ook | y | Search |
View Summary Print Question Details Print Risk and Resiliency Summary Nalurale}-llszard Cunﬁr;llpﬂ[ﬁ?lmn I Close 4 |
-
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2. The Pre-Field Tab contains a special Help button labeled Target Density Worksheet at the top of the
question list. This Help button is specific to three questions on the Tab

e Pre-Field Question 5.2: Target Density Zone | ( <100ft )
e Pre-Field Question 5.1: Target Density Zone Il ( 100 to 300ft )

e Pre-Field Question 5.3: Target Density Zone Il ( 300 to 1,000ft )

iRVS Site Scoring

RVS fFacility: [HIC L izati HIC LLC =
Fadility ID#: |1002 i 01
steType
screcsing Date:
[ Hazards | Pre-Field Questions |Structure Type
— —— =
= . : Clear Red ol
Queslig [Largetliensity Warksheet D o = i i Choice Choice Flag Unk Comments [ |
PF-1: Number o7 heseipak — ®x| |~/100-500 p A4
PF-2: Replacement Yalue X| | $10-515M ]
PF-3: Reqistered Historic Site: x || TES R I +
FF-4: Ocoupancy Use x | | Decupancy Group || I 4
» [FF-5.1: Target Dendty: Zone | (<100 f] [See Target Density ‘Worksheet] x| [&0 3 3
PF-5.2: Target Density: Zone [ (100 to 300 ft) [See Target Density ‘Worksheet] * = |0 I '
PF-5.3: Target Density: Zone (11 (300 to 1,000 ) [See Target Density ‘Worksheet] * l=|0 I
PF-E: Target Potential: Facility > || Mo I
PF-E: T arget Potential: Sector x - | YEs I
View Summary g:;;:?;tteeg Print Question Details Print Risk and Resiliency Summary ‘ Natural:pazard Cunﬁr;tlpﬁ[gﬁtlnn I Close
v

Responses to these three questions can either be entered from the drop-down menu of each
guestion or the assessor can use the Target Density Zone Worksheet to answer the questions.

Select the Target Density Worksheet button at the top of the question list and a table labeled
Target Density will pop-up. The assessor can use the worksheet to calculate the proper selections
for questions PF-5, and enter the exact number of facilities for each category and zone into the
table. After completing the table, select the Use button to automatically populate the answers to
the three questions.
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P |

2.5. Target Density

You can use thiz wnrksheet to calculate the proper selections =
for questions PF 5.1, 5.2, 5.3
Question Question Question
5.1 51
Zone | Zone |l Zone lll
. <100 100 - 300 301 - 1000
Facility Type feet feet feet

P || Agriculture and Food |
Banking and Finance

Chernical and Hazardous Materials
Commercial Facilities
Communications

Critic:al Manufacturing

Dams

Defense [ndustrial Base
Emergency Services

Energy

Government Facilities

Healthcare and Public Health
Information Technology

M ational Monuments and cons
Nuclear Reactors, Materials and
Postal and Shipping
Transportation L4

Totals: | |

Clear Cancel | Usze

Record: W 1of1l8 | » M | “ Filtered | Search |
= =

7.1.3 Natural Hazard Worksheet (Building Site Type Only)

1. The Pre-Field Tab also contains a special Help button labeled Natural Hazard Worksheet at the top
of the question list. This Help button is specific to a set of Natural Hazard questions on the Tab and
is only visible when those questions are selected. Note: This process requires the use of the Users
existing internet connection and service. If a connection is not available, the worksheet will not
operate and the user will be prompted to bypass this function.

iRVS Site Scoring
RV'S Building/Facility: [HIC 1 izath HIC LLC st
Fadility ID#: (1002 i 01

Site Type:
Screening Datez (1/2/2012

lHazards | Pre-Field Questions | Structure TYPe_i
- B

N\
= : .t Clear Red - |8
R \1g ‘K Natural Hazards Worksheet |/ Choice Chdice Flag Unk C: 1: I
PF-7: Seismic Zone e X Medium
FF-8: Geology [Mearby Seizsmic Faults] [See Matural Hazard ‘Worksheet] Mot Mear Fault
p |PF-3: Floodplain [Sek Matural Hazard Worksheet] Mo

FF-10: Maximum Previous Flood Depth
PF-11: Duration of Previous Flood
FF-12: Velocity of Floodwater

I

I

I

Low I
Shart ]
Medium I
I

I

I

I

x5 |3 | 3¢ | % | % | %
0 0 0 0 0 0 M

PF-13: Distance from Flood Sources Medium
FF-14: High *ind Speed Zone [See Matural Hazard ‘Work sheet] High =
FF-15: Hurricane Events [See Matural Hazard ‘Work sheet] Frequent =
FF-1E: Tomadao Events in Region [See Matural Hazard ‘Worksheet] Medium
View Summary goeoerglr?:teeg Print Question Details Print Risk and Resiliency Summary ‘ Naturalel;lpazard ‘ Cunﬁr;tlpﬁ[g??tlon I Close
w

2. When the specific Natural Hazard questions are selected, the Natural Hazard worksheet for that
guestion opens. (see example of the Help Screen for question PF-9: In Flood Plain. )
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. e R =

Suggest answer to: PF-9: In Floodplain

Reference: "Cne Step Flood Risk Profile” on
www.Floodsmart.gov

Facility Mame: HIC1

l Address1: 8350 Alban Road
| Address?:

City:  Springfield State: A El

Zip: 22150

Proxy [optional): [=]
|
I Search for
Answer

Recommended answer:

Cancel | Use |

Mote: Internet connection required.

¢ The form uses the site’s location data previously entered on the screening site to query various
government web pages and recommends an answer to the questions. If address information is
missing from the record, the form will prompt the user to enter the missing information. Note
different questions search different government web sites and each site require various
combinations of data. Therefore some help forms request only state and county names, others
the full site address, and others GPS coordinates.

e Select Search for Answer to start the process. If there is an existing internet connection and
enough site address information available, the database will search the web site listed in the
reference section of the form. The form then highlights a recommended answer to the
question. The answers are only recommendations. The user can choose to use or not use the
finding.

e Select Use to close the form and apply the answer to the screening list. Select Cancel to close
the form and not use the answer to the screening list.
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e |[f the user’s organization requires the use a proxy server to access web pages, use the drop
down list to enter or select a proxy string. (see section 10.8 Manage Proxies)

7.1.4 Structure Type Tab (Building Site Type Only)

1. Inthe IRVS Site Scoring screen, select the Structure Type tab. This tab will appear only when
screening a building. This tab has only one question, Building Type, and it is a critical question for
the IRVS methodology.

2. Answer the question by selecting one of the choices from the dropdown menu. For help, refer to the
catalog, which can be accessed by selecting Current Question Help [F1] on the bottom right of the
screen.

7.2  Conducting the Onsite Evaluation
After you have answered the Pre-Field Questions, you are ready to record the onsite evaluation data.

1. Inthe IRVS Recording Listing screen, if the record of the site you need isn’t already selected, select
it by clicking the far left column in the row with the record.

2. Select Site Evaluation to open the IRVS Site Scoring screen. The screen will have 11 to 14 tabs,
depending on the site type, hazards, and resiliency selection. Questions that are not needed will be
grayed out and will not be included in the risk analysis.

IRVS 5ite Scaring
RVS Building/Facility: |Test 2 Organization: 'i_iIC
Site Type: |Building
Assessment Date: 3_}1{?,’2011

Conseguences || Threat | Site Architectural | Building Envelope || Structural || MEP || Fire -1 || Fire - 2 || Security || Cyber | Continuity - Medical | Operational Security

Clear Red -
Choice Choice Flag Unk Comments
941 B X] || >1000 ft (>80 i) > 100000 sf E0E
.2 Building onfiguréiion *x w |Circular / Carves _ 1 [F]
|43 Overhang (i) x| |v|»15 i WE]
|44 Li:ib‘l‘:‘_l,l/ﬁéléii Location .[in relation ta main‘buiit‘:ﬁﬁg f‘UU.li][ih.l]" x v |Detached _ |
[ |4.5 Loading Dock / Mail Screening Location ' x w |Under Building [ 1 ]
| |4 Eehicular Penetration of Exterior Envelope x v |No il 1 ]
| |47 Garage Lacation ) X w |Below Docupied Space, below ground [ =
[ 4.8 Partitions bl v |Braced ] ] [ 1 ] |
[ 4.9 Appendages [Chimneys, parapets, omament, etc x w Mot Braced [ |
[ |4.10 Anchoring of non-structural components [suspended ceilings, furniture, plaster, etc.] x v |Leszthan 30% ] | |
[ |4.11 Horizantal [torsional] regularity [stffness and or mass) ) ) x v [Mone [ 1 |
| |4.12 Vertical imegularity (stiffness and or mass) x w Yes i W]
| |#13 50t Stary ] ) %] [ [Tes O |
[ |4.14 Elevated tanks. bins, vessels, trussed towers especia\l}l on roofs * w ':'S'éveral ; il | =
Record: M« Lofl4 b M | | |Search |
Wiew Summary l Print Question Details ‘ { Print Risk and Resliency Summary Naturale}-llpazard Cu"ﬁgﬁpu[lﬁ?tmn I Close

3. Answer the questions under each tab, using the procedure that you followed to enter the pre-field
data (see Section 7.1). For help with any of the questions, select Current Question Help [F1] on the
bottom right of the screen.
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4. Select each of the Vulnerability tab (e.g., Consequences, Threat, Site, Architectural, Building
Envelope, Structural...) and answer the questions.

7.3 Generating the Risk and Resiliency Scores

After completing the Pre-Field Questions and Site Evaluation, you are ready to generate the risk and
resiliency scores. Resilience scores will not be generated if you selected No resiliency computations are
needed in the Hazards tab.

1. Inthe IRVS Recording Listing screen, if the record of the site you need isn’t already selected, select
it by clicking the far left column in the row with the record.

2. Select the Pre-Field Questions tab or Site Evaluation tab to open the IRVS Site Scoring screen.

3. Select View Summary to open the Risk and Resiliency Summary screen. If data have changed since
the last time you opened View Summary, the message below will appear. Select Yes.

Microsoft Office Access

L] Your Scoring data has changed since the last time you viewed the SUMMARY Scores,
- Do you want to recompute and view the scores now?

4. If required answers are missing, the risk and resiliency scores cannot be calculated, and a message
such as the one below will appear. Select Yes and fill in the missing answers.

Microsoft Office Access

5. If MS Excel is open on your computer, the risk and resiliency scores cannot be calculated, and you
will be prompted to close Excel.

6. If you have answered all required questions and MS Excel is not open, the database will generate
the Risk and Resiliency Summary, as shown below. The time required to generate the summary will
depend on your computer.
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Risk and Resiliency Summary

RVS Building /Facility:

Scales

Facility ID#: | 1
A t Date: ié,f_ii'jiﬁﬁu | Site Type: [Building |
Internal  Internal Internal Explosive Explosive Explosive CBR CBR CBR
Summary Categories ~ Intrusion Ewxplosive  CBR Zone 1 Zone 2 Zone3 Zonel Zone2 Zone3
le of 100) | | 38.3 | 41.0) | 456 | 382 | 373 [ 333 [ 339 | 383
otal Threat [scale of‘IDD_]______ g f | 374 |
|| | 50.00
[T otal Risk [scale of 1000

Earthquake Earthquake Flood
General Ground Flood Yelocity
Summary Calegoligs Shaking Failure  Stillwater Surge

rotaI_ EI__onse_,qy_en_c:es [scale of 100

Wind

Dl_ht_ar Rainfall Earthquake I'_:'_I_a_sl

otal Thieat [scale of 100)  [R6E

Landslide Fire From Fire From Fire From

|7 otal Risk [zcale of 100]

R esmency Scales [1-100]

Total Score Summary
All S5cores based on [1-100]

Resource-
Performance  Time Robust Ful R p
Measure  Measure Measure Measure Measure
|

Multihazards Interaction Matrix

... will result in this change for other hazards:

a change in: Blast CBR Seismic  Flood Wind Fire
3 change in Blast (oopz] ] 1652 | 5334 [ 88 [ 98
achangin CBR 10.1% 0.0% 0.9% 0% 0.0%]
achange in Seismic || 2587 | | 1100.0% 26.2% | 49.4% 377

41%

a chénge in Floog_:l_

Intrusion: |
Blast [Interior]: [
CBR [Interior] f
Blast [Extenior]: 1_35
CBR [Exterior]:

Seismic:

Flood:
Wind: |

Fire:

a change in Fire_

Resiliency: [
Total Risk All Scenarios: |

7. Select Close to return to the previous screen.

7.4

1.

Creating an Executive Summary

clicking the far left column in the row with the record.

2. Select Exec Sum/POC/Photos/GIS.

Close

In the IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by

IRVS Record Listing
Facility Screening Facility ~ Summary
Facility Name DR No. / Date Screening Comments City State Site Type Sector Subsector Importance Computed
[ =1 Search | Clear [ []] [~/ [=[f [=[f [=]] [ ]
p| |HICT 1002 o1 1/2/2012 |Full Assessment with Resilien | Springfield WA || |Building ~ | |Communications ~ | | Telecommunications ~ | [High - I
M ass Trangit 45 01 14742012 W aghington DC |« | |Mass Transit Station | | |Transportation | = | [Railroad | = | [High | 4
Tunnel 1 223 01 1/2/2012 San Francisco C4 |»| |Tunnel | = | |Tranzportation | = | |Railroad | = |[High =) I
I
Add Mew Site ‘ Site 1D, Address. Coordinates ‘ Pre-field Questions Site Evaluation | Site Summary ( Exec Sum/POC/Phatos/GIS ) Help
Wiew Al Summaries Plat Frint Question Details Export Question Print Question Details Frint All Details Print Risk Summary o
[Filtered List) [Filtered List] [Filtered List] Details to Excel [Selected Assessment) [Selected Assessment] [Selected Assessment) 0se
T— T

3. Select the Executive Summary tab if the three sections of the Executive Summary don’t

automatically appear.
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Assessment Main Page

’ Facility Hame: iTesl zite bldg 20

| Default Image: |siintakel jpg

Facility ID#: |5

Site Type: |Buiding

Aszessment Date:

Introduction

Observations

Recommendations / Remediations

This physical
performad on 10-1 March 2011 by HIC

"'_'.f.l[}r' assesnant was

undar Contract xxoex stilizing “Referencs
Mlanual to Mitizats Dotential Terrorist
inzs” (FEMA 4267

Attzcks Azaingt Build

The phyvsical szcurity asszssment of the xxxx
ztical Center iz prasentad in this report.
The hist iotity mumendations for

= g - :
|Thare are two sntraness off xxx 3t. - onz i3
to the Loading Dock and the otheris a

|patiznt entrancs. The Lo = Dok is open
!:'m:u Gam to fpm. Thz other entrancs is

| Sy g 7o
i:icsa: and gatad. Th

2 are

‘o entranc
‘o parking zarazs:

|mxxx., which access the

|(nerth and south) 2s wall as the main
| 3 = .
4 one entrance off amox 5t

il.cc;:. Tharz 13 also 2 parking zarazz opan to
|th= public w

h entrancss into the

|to the buildine.

E

Establish two separatz Minymum-Peints-of-
Prasence for the telephons company’s

to tarminate insids two

1ected to éifferent Central

1z, ang o=
wall alonz xax Ave to limit wehiclz acesss.

OO

For Help. Press the F1 Key

1|

4. Enter information in the Introduction, Observations, and Recommendations/Remediation sections.

The introduction usually contains the facility name, facility location, screening date, and other

relevant background information.

Select Close to return to the IRVS Record Listing screen form or select another tab.

7.5

Adding Points of Contact

Points of contact (POCs) are people you identified or met during the screening and who may need to be

contacted later for more information.

1. Inthe IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by
clicking the far left column in the row with the record.

2. Select Exec Sum/POC/Photos/GIS.

3. Select the POCs tab.

4. To add a POC, select the Add New POC tab.
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Assessment Main Page

L4 Facility Hame: _Test site Eld'g'2'D Default Image: a'iri'ntakei.ileg_ “
Facility 1D#: |5
Site Type: :Builglin_g
Assessment Date: |3/11/20M1
Executive Summmessment Team | Add Photos || View Phatos | Add GIS Portolio Images | View GIS F‘orltfollio_ Miscellaneous Files |
First Name ~Feot-Ndme _Title _ Drganization __Address _ City _State  Zip_
foyos | |Smith [[Ms. HIE 35 wisstive |[Elba [NY[S|14058 ||
:)!:Teny |Ryan || bt | HIC 4 38 wWest Ave |Elba My s [[14059
e ——
Add New FOC Delete FOC: Tery Fiyan | [ Add New POC and Duplicate |
Record: 4 4 |20f2 H & No Isearch 4 | m |

For Help. Press the F1 Key

5. Enter information in the fields (First Name, Last Name, Title, Organization, Address, City, State, Zip,
Work Phone, Mobile Phone, Email). If not all of the fields are visible, slide the bar at the bottom of
the screen or use the keyboard arrows to see the remaining fields.

6. Press Enter or Tab on your keyboard to add the information to the database.

7. To edit the information for a POC, click the far left column in the row with the record and edit the
information.

8. Todelete a POC, select the POC by clicking the far left column in the row with the record and then
selecting Delete POC: [Namel].

9. Since some POCs may have the same business address, you can duplicate an existing POC and use
the information for the new POC that is the same for the existing POC. Click the left column of the
POC with the address to be copied and then select Add New POC and Duplicate.

10. When you are finished adding, editing, and deleting POCs, select Close to return to the IRVS Record
Listing screen or select another tab.

7.6 Adding Assessment Team Members

1. Inthe IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by
clicking the far left column in the row with the record.

2. Select Exec Sum/POC/Photos/GIS.

3. Select the Assessment Team tab.
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Assessment Main Page
4 Facility Mame: |Test site bldg 20 Default Image: gbldg‘l_ipg v [
Facility ID#: [5 |

Site Type: Building

Assessment Date: |

Hd Phatos || View Photos | Add GI% Portfolio Images | Yiew GIS Partfolio | Miscellaneous Files |

DOrganization ‘Work Phone Mobile Phone
|Smith, Lora o [[Ms. [HIE [|amEssizas [ T[T a@wwcom
|Smith, Tery o [[Mr THIC [aEEEERIzEE || | [ 15@ww, com

Select Team Member from List ] [ Add New Team Member ] [ Delete Team Member: Jones, Bil

Recaord: M 1af3 P oM | ¢ = | |search [4] I |

For Help. Press the F1 Keyp Claze

4. Select Add New Team Member and complete the information.

Add a new person to this Team

Add New Person

First Hame:  [Tane

Last Hame: |Doe

Title: |Secuxity Officer

Company: |HIC

Address: [123 455

City: [Hazardville

State: |WV v
Zip: 11111
Email: |

Work Phone: |123 456 7850

Mohile Phone: |

Entered By: |
Enter Diate: 1271242007
Modified By: |

Modifyr Date:

Add For Help. Press the F1 Key Cancel

5. To select a Team Member from a list of team members in other records, select Select Team
Member from List. The user must add at least one new team member before using this function.
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To delete a Team Member, select the Team Member by clicking the far left column in the row with
the record and then selecting Delete Team Member: [Name].

After completing the Team Member information, select Add to return to the previous screen. The
information that you have entered should appear. Use the bar slide or keyboard arrows to see the
off-screen information.

When you are finished adding or deleting team members, select Close to return to the IRVS Record
Listing screen or select another tab.

7.7 Adding Photos, Setting the Default Image, Deleting Photos,

and Viewing Photos

7.7.1 Adding Photos

1.

In the IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by
clicking the far left column in the row with the record.

Select Exec Sum/POC/Photos/GIS.
Select the Add Photos tab.

To add a single photo to the database, select Copy only the selected image if it is not already
selected and select Browse for a file. Select the photo you want to add and select Open. Select Yes
in the next menu, which lists the file name of the photo and the file path where it will be saved. The
database recognizes any type of file in the “Miscellaneous” folder but only files with a “jpg,” "gif,” or
“bmp” file extension in the “Photo” folder.

”nn

To add all the photos in a folder, select Copy ALL from the folder and select Browse for a file. Select
the folder with the photos you want to add and select Open. Select any file from the folder and
select Open. Select Yes in the next menu, which lists the file name of the photo and the file path
where it will be saved.

When the Add Photo or View Photos tabs are opened, the list of photos in the database is automatically
updated after reopening the database if the photos in the subfolders that have been added to the
database have changed (e.g., if you use the file manager folder where the photos for the database have
been stored to modify current photos, delete photos, or add new photos; the next time you reopen the
database, the list of photos will be updated).. See Section 7.7.4 for information on viewing photos.

If you add a photo using the file manager, the message below will appear. Select Ok.

Microsoft Access

'j Found 1 photos for this ASSESSMENT in folder:
L

C:'\Documents and Settings\All Users\Application Data\IRVSv 1\ABC \Assessment_01_2011-08-29'Photos}

and added them to the database.
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If you delete a photo using the file manager, the message below will appear. Select Yes.

Microsoft Access §|

There were 1Photo records tied to this assessment that are NOT
on your file system in folder:

C:'\Documents and Settings\All Users\Application Data\IRVSv 1\ABC \Assessment_01_2011-08-29'Photos)

Clean these up now?

[ Yes H No ][ Cancel ]

7.7.2 Setting the Default Image

Once selected, the default image for a particular site will appear on various screens in the top right
corner. The default image generally shows the screening site. It could be a photo of the building or a sign
showing the name of the site. See Section 6, Step #11, for an example of a default image.

1.

In the IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by
clicking the far left column in the row with the record.

Select the Site ID, Address, Coordinates tab.

Select one of the photos you have added in the dropdown menu in the Default Facility Image field
at the top of the screen. The image will appear in the box at the top right of the screen.

7.7.3 Deleting Photos

1.

In the IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by
clicking the far left column in the row with the record.

Select the Site ID, Address, Coordinates tab.
Select the Add Photos tab to see the list of photos in the database.

Select the photo you want to delete by clicking the far left column in the row with the photo. Select
Delete Photo.

You will be asked to confirm that you want to delete the photo. Select Yes.

7.7.4 Viewing Photos

1.

2.

3.

In the IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by
clicking the far left column in the row with the record.

Select the Site ID, Address, Coordinates tab.

Select the View Photos tab. Thumbnails of the photos will appear.
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4. To enlarge a photo, click the thumbnail of the photo and select Zoom or Clip for different view of
the photo. Select Open File to open the Windows Picture and Fax Viewer, which allows you to
rotate, enlarge, print, and save the photo.

5. If there are more than five photos in the database, use the arrows under the thumbnails to scroll
through the thumbnails of the photos.

7.8 Adding GIS Images

1. Inthe IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by
clicking the far left column in the row with the record.

2. Select the Site ID, Address, Coordinates tab.
3. Select the Add GIS Portfolio Images tab.

4. Follow Steps #4 and #5 in Section 7.7.1.

7.8.1 Deleting GIS Images

1. Inthe IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by
clicking the far left column in the row with the record.

2. Select the Site ID, Address, Coordinates tab.
3. Select the Add GIS Portfolio Images tab to see the list of GIS images in the database.

4. Select the image you want to delete by clicking the far left column in the row with the photo. Select
Delete GIS Portfolio Image.

5. You will be asked to confirm that you want to delete the photo. Select Yes.

7.8.2 Viewing GIS Portfolio Images

1. Inthe IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by
clicking the far left column in the row with the record.

2. Select the Site ID, Address, Coordinates tab.
3. Select the View GIS Portfolio tab. Thumbnails of the images will appear.

4. To enlarge an image, click the thumbnail of the image and select Zoom or Clip for different view of
the image. Select Open File to open the Windows Picture and Fax Viewer, which allows you to
rotate, enlarge, print, and save the image.

5. If there are more than five GIS image in the database, use the arrows under the thumbnails to scroll
through the thumbnails of the image.
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7.9 Adding and Deleting Miscellaneous Information

7.9.1 Adding Miscellaneous Information

1. Inthe IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by
clicking the far left column in the row with the record.

Select the Site ID, Address, Coordinates tab.

Select the Miscellaneous Files tab.

N

Follow Steps #4 and #5 in Section 7.7.1.

5. To view the file, click on the file name.

7.9.2 Deleting Miscellaneous Files

1. Inthe IRVS Record Listing screen, if the record of the site you need isn’t already selected, select it by
clicking the far left column in the row with the record.

2. Select the Site ID, Address, Coordinates tab.
3. Select the Miscellaneous Files tab.

4. Select the file you want to delete by clicking the far left column in the row with the file. Select
Delete File.

5. You will be asked to confirm that you want to delete the photo. Select Yes.

7.10 Exporting Screening Data

After a screening has been completed, the screening data in the Field Database must be copied and
imported into the Master Database, which are administrative functions. See Section 10.

7.11 Emptying the Database

The final task in conducting a screening is to delete the screening data from the Field Database after the
data have been transferred to the Master Database. This task is an administrative function. See
Section 10.5.
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8. Filtering Records

Records can be filtered using the categories of information in a record (e.g., site type, location, sector,
facility importance). After you create a filtered list of records, you can view all of the summaries of the

records in the filtered list (see Section 8.1) and plot the sites of the records in the filtered list (see
Section 8.2).

To filter the records in the database, follow these steps.

1. After logging on to the database, select Rapid Visual Screening from the Main Menu to open the

2.

3.

IRVS Record Listing screen.

It is assumed that the database already contains more than one record. To filter the list of records,
enter a search term or select a term from the dropdown menu in one or more of the fields at the
top of the screen. For a range of dates before, after, or on a specific date, use “<”, “>” or “=."For

example, if the screener wants to observe all the assessments before June 16,2011, the screener

would use “<” by selecting the box to the left of the date input and selecting 6/16/2011 on the pop
up calendar.

Select Search. The records that match the search will be listed.

IRVS Record Listing

Facility Screening
ID# N

Facility
Facility Name o. / Date Screening Comments City State Site Type Sector Subsector Importance Compute:
= Search | Clear - 5| | [« [ (| [=]] [«
HICT : 17272012 [Full Asse ssment with Resiien. [Spingreld T#& [=]_[puidrg =] [Commuricatians Lol =] high [=] |
Mass Transit 5 o 1/7/2012 = P T anepataton [« |Rairaad lrign = W
Tunnel 1 B o 1772 San Francisco |Gh ] [Tunnel <1 [Transportation 1 |Rairoad |
Add New Site ‘ Site D, Address, Cocdinates Prefield Questions Site Evalustion | Site Summary Exec Sum/POC/Photos /IS | Help |

Wiew Al Summaries
[Filtered List)

Flot
(Filtered List]

Print Question Details

Expart Question
(Filtered List]

Details to Excel

Print Question Details
[Selected Assessment]

Fiint 41l Detalls Frint Fiisk Summary 5
[Selected Assessment] (Selected Assessment] ose

4.

To clear the search, select Clear.

8.1 Viewing and Exporting All Summaries

1.

After you have created a filtered list, select View All Summaries (Filtered List) at the bottom of the
screen to display the Total Risk Summary - Filtered List screen. If the screener does not wish to
filter the records, all the summaries in the database can be seen at the same time. The information
that will be displayed is the same as the information that is displayed if you select Site Summary for

one record except that you get a summary of more than one record. The summaries are grouped by
site type.

To see the summaries for only one site type, select Switch to Tabbed View. The screening
summaries are displayed on different TABS by infrastructure type.

To produce a detailed report listing each of the values of the Total Risk Summaries, type in a folder
location on the bottom of the form then select Save to Excel File. A new form opens that allows the
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user to save the data to any folder on their system. The created Excel file displays 37 columns
containing the summary values for all screenings in the database sorted on to three different TABS:

e Buildings
e Mass Transit

e Tunnels

Total Risk Summaries - Filtered List

Total Risk Summaries - All Screenings -~
ildi < Total Risk > [«
EUIH g Total Risk
Site Screening Screening All Total Blast CBR Blast CBR Internal Internal Internal Explosive E
Hame Number Date Scenarios Resiliency Intrusion Interior Interior Exterior  Exterior Seismic Flood Wind Fire Intrusion Explosive CBR Zone 1
alc o [ t/eemz | [ 396 642 (444 [348 (411 |uA6 |20 |EE |20 (426 (438 | (444 [348  [41.0  [i5E
4| I 3
|Mass Transit Stations ‘ <———Total Rigk——-» < Detaile per Threat / Hazard Fire >
Blast Blast Tunnel  Other =
Site Screening Screening Total Risk Total Blast External External CBR CBR CBR Fire Fire Track Flood Other Other

Hame Humber Date All Scenarios Resiliency  Internal  Diyect Collateral Internal Tunnel External Internal External Smoke Flooding Collision Cyber

W] [Mass Transit o [ ez | 62.7 69.8 - R 416 |gom (019 [N NS BEs

Tunnels R Total Risk------- > < Details per Threat / Hazard Fire >

Blast Blast Tunnel Other
Site Screening Screening | Total Risk Total Blast External External CBR CBR CBR Fire Fure Track Flood Dther Dther
HName Number Date All Scenarios Resiliency | Internal  Direct Collateral Intemnal Tunnel External Intemal External Smoke Flooding Collision Cyber —
P |[Tunnel T o [ ieenc | eEe SRR 38 [F2

Note: Only Screenings with up to date - - ij’-i
Cinmary Vol will testay Switch to Tabbed View Wvs\Summary_ZOlZ-Dl—ls.xls

8.2 Plotting a Filtered List

If you have entered the coordinates for the screening sites and your computer has an installed mapping
program that can read KML files, you can plot the records in a filtered list.

1. After you have created a filtered list, select Plot (Filtered List) to plot the sites that are in the filtered
list.
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Test site bidg 20

Name:Test site bldg 20
Site Type: Building
Sector: Water

IRVS Date: 31172011
Scores

Total Risk (%): 372
Resiliency (%) 62.3

Directions: To here - From here
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9. Generating and Printing Reports

The IRVS Record Listing screen has five options for generating and printing reports:

e Export Question Details to Excel

e Print Question Details (Filtered List)

e Print Question Details (Selected Screening Record)
e Print All Details (Selected Screening Record)

.

Print Risk Summary (Selected Screening Record)

IRVS Record Listing

Screening

Facility  Summary
No. /7 Date

= Facility ]
Facility Name ID# Scieening Comments City State Importance Computed

Sector

Site Type Subsector

Search | Clear

HIC1 1002 [x] 1/2/2012 |Full Assessment with Resiliers |Springfield VA || |Building v | |Communications + | | Telecommunications + ||High - T

Mazs Trangit 45 o1 1477202 W ashington DC [+ | [Ma3s Trangit Station |« | |Transportation | » | |Raioad | ||High [+ v

Tunnel 1 223 o1 1/2/2012 SanFrancisca  |CA [=] |Turnel [ |Tiansportation [=]|Raitoad FlHn & ™
Add Mew Site | Site |0, Address, Coordinates Pre-tield Questiors Site Evaluation | Site: Summary | Exec Sum/POC/Photos/GIS ‘ Help ‘

Wiew Al Summaries
(Filtered List]

Print Question Details
[Filtered List]

Export Question
Details to Excel

Piint Question Details

Print Risk Summary
(Selected Assessment]

(Selected Assessment]

Print A1l Details
(Selected Assessment]

‘ I Cloze I

Plot
[Filtered List)

One option is to export the question details and values to Excel. First indicate the record to export, then
select Export Question Details to Excel. This opens the below subform to use for the export process.
Type in the location and then select Save to Excel File. The created Excel file contains 10 columns of
information per question.

Export to Excel

Export Questions and Answers to Excel

Facility Name: HIC 1

Assessment No.:

Assessment Date:

01

1/2/2012

' Save To Excel--> |

CAHIRVSAVHIC 1-01-2012-01-16.xls

Close
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For the other options, you can print the information or export it as a MS Word document, Text
document, or PDF for editing or formatting by using the selections in the Output TAB at the top of the
Access Screen. After selecting an option, to return to the previous screen, select Close Report. If you
use the “X” on the upper right corner of the screen, you will close the database.

1 _,\ s - . rptRVS_Summary -

f‘y Output

fir Export to Word ) Send to Printer

Output Tab: Print and export to
Word and PDF from this Tab.
Note: To return to the previous
screen, select Close Report. Do
not use the “X” in the upper right

e o q
iRVS Riskand Resiliy  corner, or you will close the
{RVS Building/ Facility: [blda]] Scores and Color Mapping
[os0 |[EE70 ]
FaciityI0#: [ | data base. 3--
Screening Date: |2/2/0T0 T Site Type: [BUlding T
Internal  Intemal internal Explosive Explosive Explosive CBR  CER  CBR
Summary Categories Infrusion  Explosive CBR  Zone1  Zone2  Zoned Zonel ZoneZ Zoned
Total Cons squences [scaleo
Totsl Trveat (scale of 100)
Totsl Vuinerabiliies scale of
Totsl Rik (scale of 100)
EarthQk EarthQk Flood Flood  Wind  Wind Land- Fire From Fire Fire
General Greund  Still- Velocity Hurri-  Tor-  Wind  slide  EarthGk From From
Summary Categories Shaking Failure waler 5urge cane nade Other Rainfall Blast  Arson
Total Consequences (scaleo
Totsl Trveat (scale of 100)
Total Vuineabiliis (cale of
Totsl Risk (scale of 100)
Resiliency Scales (0-10) Total Score Summary
Resource: Al Scores based on{1-1
Peformance Time  Robustness  fulness  Recovery Intrusion:
Measure  Measure  leasure  Neasure _Measure Blast(neriory: [
cer interiory. B
Blast (Exterior): JIB0M
Multihazards Interaction Watrix CER (Exteriory: I
will result in this change for other hazards: Seismic: I
achangein: Seismic  Flood ~Wind  Fire Flood:
[& change in Blsst Wind: -
lacheng in cBR e [
|5 change in Sesmic res
| change in Floed Resiliency: JIEAE
2 change in Wind Total Risk All Scenarios: [NESE
lachenge in Fire

1. To generate and print a list of the answers to the pre-field and site evaluation questions for each
record in the filtered list, you must first create a filtered list (see Section 8). Then select Print
Question Details (Filtered List). The risk and resiliency scores and other details (e.g., POCs,
Assessment Team members, Executive Summary) will not be included.

2. To generate and print a list of the answers to the pre-field and site evaluation questions for a single
record, first select a record on the IRVS Record Listing screen by clicking the far left column in the
row with the record. Then select Print Question Details (Selected Screening Record). The risk and
resiliency scores and other details (e.g., POCs, Assessment Team members, Executive Summary) will
not be included.

3. To generate and print an expanded amount of data for a single record, first select a record on the
IRVS Record Listing screen by clicking the far left column in the row with the record. Then select
Print All Details (Selected Screening Record). The risk and resiliency scores will not be included.
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4. To generate a risk and resilience summary for a single record, first select a record on the IRVS
Record Listing screen by clicking the far left column in the row with the record. Then select Print
Risk Summary (Selected Screening Record).
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10. Administrative Functions

Administrative functions are not available to all users. You must have permission to log on as an
Administrator, or your user name must include permission to access administrative functions. The
administrative functions are as follows:

e Exporting screening data from the Field Database to transfer media

e Importing screening data into the Master Database from transfer media

e Importing screening data into the Master Database directly from the Field Database
e Deleting a single screening record

e Emptying the database

e Managing user accounts

e Customizing report handling markings

10.1 Exporting Screening Data from the Field Database to
Transfer Media

After a screening has been completed, the screening data must be transferred from the Field Database
to the Master Database. The transfer can be accomplished in two ways: (1) copying the data to a USB
drive, CD, DVD, or other type of transfer media and (2) importing the data directly from the Field
Database into the Master Database. Exporting screening data to transfer media is described in this
section. For instructions on transferring data from the transfer media to the Master Database, see
Section 10.2. For information on importing data directly into the Master Database from the Field
Database, see Section 10.3.

1. Logon to the database or, if you are in the database, close the screens until you are back to the
Main Menu.

Main Menu

REARTH

se. Homeland

% Security

Science and Technology

10

Integrated Rapid Visual Screening

Rapid Visual Screening ‘

Administrative Functions ‘

Change Passwords ‘

|

and for DHS S&T pursumnt 1o aconvact with the
iences.

Science For Help. Press the F1 Key
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2. Select Administrative Functions.

3. Select Export to Transfer Folder.

Administrative Functions Menu

Administrative Functions Menu
Risk Assessment Database

Empty the Database Manage User Accounts

Delete a Screening Traﬁg:tF?lder

Customize Report Handling
Markings

Import a Screening

Manage Proxies

Close

For Help, Press the F1 Key

4. Inthe Export to Transfer Folder screen, the From field (location of the data to be copied) should be
populated. Select Browse to identify the file path where you want the data to be copied.

Export to Transfer Folder

Export Database and supporting Files to Transfer folder:

From: |C:'-]I\'.'V5r1 al

Ta: ]l

Copy Files Close

5. Select the folder where you want to copy the data and then select Open.

6. Select Copy Files. You will be asked to confirm that you want to copy the files. Select Yes.

7. A message will appear indicating that the transfer is complete. Select OK and then Close to return to
the Administrative Functions menu.

8. Give the transfer media containing the data to the Master Database operator (usually the IRVS
Program Manager) who will copy the data to a temporary location on his or her computer until the
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data can be transferred to the Master Database. See Section 10.2 for instructions on importing
screening data into the Master Database from transfer media.

10.2 Importing Screening Data into the Master Database from
Transfer Media

1. Follow the instructions in Section 10.1 for transferring data from the Field Database to transfer
media.

2. Insert the transfer media into the computer with the Master Database.
3. Select Administrative Functions from the Main Menu of the Master Database.

4. Inthe Administrative Functions Menu, select Import Assessor Database. This will import the
database screening records and files from the Field Database. Select Find Database, then browse to
the transfer media and select the database file ( IRVSv2se.accr).

Import a Screening

Select a database from which to import a Facility Screening. Then click [Imponr].

Link and Import from: |

( Find Database 2 Impart | ? Close

5. When you have found the database file you want to import into the Master Database, select the file
and then select Open, which will take you back to the Import A Screening form.

7. Select Import.
8. You will be asked to confirm that you want to import the database file. Select Yes.
9. A message will appear confirming that the file has been imported. Select OK.

10. The Select Assessment to Import screen will appear. Select the assessment to be imported and
select Select Screening to Import.
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=)

Screenings Available for Import From: |C:\IF|VS_2DT 2-1-13MRVSY1R. accdb =
Screening Site Assess
Facility Mame Date Address 1 City Site Folder Name Assessment Folder Name [0} 1D
141350202 B00 Biscayne Boulevar | Miami MDC Freedom Tower', Azzessment_01_2012-01-13% 19| 29
1242012 8350 Alban Road Springfield HIC 1% Azzessment_01_ 201 2-00-024 200 30
Tunnel 1 1242012 350 Amber drive San Francizco Tunnel 1% Azsessment_01_201 2-00-024 21 kil
WEST HIC 1./5/2012 350 Amber Drive San Francizco WEST HICA Azeessment_01_201 2-01-05% 2| 32
Mass Tranzit 1/7/2012 B main street W ashington Mass Transith Azsessment_01_201 2-01-07% 23| 33
Mass Tranzit 1/7/2012 5 main street W ashington Mass Transits Azsessment_02_2012-01-07% 241
HIC Southwest 12/2/2011 814 Witk Boad Taos HIC Southwesth Azzessment_01_2011-12-024 25| 35
HIC Distra Center 12/20/2011 8205 Terminal Foad Lartan HIC Digtrabution®, Azzessment_01_2011-12-204 270 36
HIC QisrmCenter  —J1/13/2012 8205 Terminal Road Lartan HIC Digtrobution’, Azzesement_02_2012-01-13% 2| 7
{ Select Screening to lmport ) Cancel
k|
of 10 b | & | Search |

11. You will be asked if you also want to transfer the supporting files (e.g., photos) that are tied to the
assessment. Select Yes if you want to transfer the files. If there are no supporting files, you will get a
message to that effect.

2]

Microsoft Office Access

“Photos
“Wiscellaneous
WGI5_Portfolio

Cancel

12. You will be asked to confirm that you want to transfer the files now. Select Yes.

13. When completed, select Close to finish.

10.3 Importing Screening Data Directly into the Master Database
from the Field Database

1. Connect the Field Database laptop to the computer with the Master Database using a USB cable or
through a network.

2. Follow Step #3 through Step #18 in Section 10.2.

10.4 Deleting a Single Screening Record

If you have permission to access administrative functions, you can delete screening records
permanently. Deleted data can’t be restored.

1. Logon to the database or, if you are in the database, close the screens until you are back to the
Main Menu.

46



2. Select Administrative Functions.

3. Select Delete a Screening.

Administrative Functions Menu

Administrative Functions Menu
Risk Assessment Database

Empty the Database Manage User Accounts

Delete a Screening Tralr:;xsggrrtFtc'ualder

Customize Report Handling
Markings

Import a Screening

Manage Proxies

Close

For Help. Press the F1 Key

4. The List of Assessments screen will appear. Select the screening record to erase and then select
Delete This Assessment.

5. You will be asked to confirm that you want to permanently erase the selected screening record.
Select Yes. Warning: The screening record will be erased from the database permanently!

Assessment
Assessment Location Organization Name A Date A Type A Folder Name

T [#aze River Vacht Clab | | 227004 [Tie:d [Assessment_2004-02-02

)i
N

Dielete this Assessment Close
Record: L) - biofil

10.5 Deleting All Screening Records from the Field Database

After the screening records have been transferred from the Field Database to the Master Database, the
screening records should be deleted from the Field Database. The records will be deleted permanently

47



and can’t be restored. Before deleting the records, confirm that the records have been successfully

transferred to the Master Database.

1.

Log on to the Field Database or, if you are in the database, close the screens until you are back to
the Main Menu.

Select Administrative Functions.
Select Empty the Database.

You will be asked to confirm that you want to permanently erase all screening records. Select Yes to
continue or No or Cancel to cancel.

If you selected Yes, you will receive a warning that the action is non-reversible. Select Yes to
continue or No or Cancel to cancel.

If you selected Yes, you will receive a final warning asking if you want to delete all files and folders.
Select Yes to continue or No or Cancel to cancel.

If you selected Yes, the records will be deleted, and you will receive a message to that effect. Select
OK.

You will be given the option to keep your customized system defaults or to reset the labels to their
original listings. Select the option you prefer and select Continue with these choices.

Select OK. The database will close. The next time you open the database, you will get a message that
the Database will be re-set. The purged database will have no screening records.

10.6 Managing User Accounts

The Manage User Accounts function enables an administrator to add a user, delete a user, and assign a

user to one of three user groups. The user group determines the permission level.

The database is preloaded with the following four user names and passwords.

User Name Password
Administrator Administrator
Assessor Assessor
Editor Editor

Reader Reader

10.6.1 User Groups

Three user groups are available in the database: Administrators (Admins), Full Data Users, and read-only
users (Readers).

e Admins have full access to the database, including the administrative functions. The database
starts with two users in this group, Administrator and Assessor.
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o Full Data Users can view, record, and update data but not perform administrative functions. The
database starts with one user in this group, Editor.

e Readers can only view data. The database starts with one user in this group, Reader.

The password and permission level for the four preloaded user names (Administrator, Assessor, Editor,
and Reader) can be changed, but cannot be deleted. This is a safety feature to prevent users from
erasing all Administrators from the program.

10.6.2 Add a User
1. From the Main Menu, select Administrative Functions.
2. From the Administrative Functions Menu, select Manage User Accounts.

3. From the Manage User Accounts screen, select New User.

Manage User Accounts
Currently Logged in As: Administrator

User Level: Admin

User Accounts

User Name User Level
Reader Reader
Edior Editor
Assessor Editor
P |Administrator Admin
Mew User ‘ Edit User | Delete | Close |
Record: 4 4 4 of4d L]l | | | Search |

3. From the Add a New User Account screen, type in the new user name.
4. Under User Level, select a user level from the dropdown menu.

Select Save / Close.
6. Select OK.
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Manage User Account
Currently Logged in As:  |Administrator

User Level: Admin

ADD User Account

User Name: |
User Level: Editor El
Password:

Confirm Password:

**Passwords must be at least 8 characters long, and they
should conform to your organization's password reguirements

Save [ Close Cancel

10.6.3 Delete a User

1.
2.

From the Main Menu, select Administrative Functions.
From the Administrative Functions Menu, select Manage User Accounts.

From the Manage User Account screen, select one of the existing users by left clicking on the far left
column.

Select Delete.
You will be asked to confirm the deletion. Select Yes to confirm or No or Cancel to cancel the action.

Select OK.

10.6.4 Change the User Level

You want need to change the user level that a particular user belongs to.

1.
2.

From the Main Menu, select Administrative Functions.
From the Administrative Functions Menu, select Manage User Accounts.

From the User Accounts screen, select one of the existing users by left clicking on the far left
column.

Select Edit User.
Select a level from a dropdown menu.

Select Save / Close to continue or Cancel to cancel the action.
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10.7 Customizing Report Handling Markings

The database administrator can establish customized report handling markings that will be
automatically printed on the top and bottom of all reports.

1. From the Main Menu, select Administrative Functions.
2. From the Administrative Functions Menu, select Customize Report Handling Markings.

3. The Customize Report Handling Markings for Printed Reports screen will appear. Edit the default
marking or type in the desired text under Report Page Markings — TOP and Report Page Markings —
BOTTOM.

4. Add top and bottom markings by selecting New Report Marking. Select the marking you want to be
used when reports are printed by selecting the marking in the Active Marking column.

5. Delete top and bottom markings by selecting Delete Marking.

6. Select Close to return to the previous screen.

Customize the Report Handling Markings for Printed Reports
Active
Report Page Markings - TOP Report Page Markings - BOTTOM Marking
| change thiz heading, go to Master =*Edit TOF and BOTTOM Markings, then & ™

Database Modeddmin Functions/Customize click the [Active Marking] Checkbows|
Report Markingz==

Mew Repart Marking Delete Marking Cloge

[Record: 4 <[1of1 | » M+ [ [ search

10.8 Manage Proxies

In some computer networks, a proxy server exists that acts as an intermediary for some requests such as
a file, connection, or web page. Today, most proxies are a web proxy, allowing access to content on the
World Wide Web. Some networks do not use this feature.

If your network requires the use of a proxy server (ask your network administrator), the IRVS Database
allows you to enter and store the required path for use as a drop down list.

1. From the Main Menu, select Administrative Functions.
2. From the Administrative Functions Menu, select Manage Proxies.

3. On this form add or delete a proxy string that you want displayed on the proxy drop down list.
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List of available Proxies

Manage Proxies

Proxy

II |prcrx§.r.e:'¢.ra',r.ccrm .80

................. A dd ................. DElEtE | Clﬂ‘se

rd

Record: M 1ofl Ll A1 Mo Filter | Search
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