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Training Packet


Community Organizations and Resources
Welcome to the intermediate training packet for the Community Organizations and Resources application within the SignUpGeorgia platform.  You should register on SignUpGeorgia before you begin this training packet. This packet will teach you how to utilize the Community Organizations and Resources application's functions to help your organization prepare, coordinate, and assist the community in its disaster preparedness efforts.     
To begin, sign in to the SignUpGeorgia platform and open the Community Organizations and Resources application.  Select your organization from the "My Organizations" box on the right, which will bring up your organization's home screen.  This training packet will focus on this page and the different tools and functions it provides.  

Your effective participation is key to your community's disaster planning efforts, and we thank you for taking the time to complete this brief training exercise.  
Should you have any questions about this Training Packet or its use, please contact Mr. Alex Platz at (412) 422-3463 x 4022 or aplatz@collaborativefusion.com
Learning Notes
System-level roles: When you first register in Community Organizations and Resources, you are given basic User privileges. 
· Any User may create an organization within the application, but every organization must be approved by either a local or state administrator before the organization has full privileges within the platform. 
· If you work for a government agency, you may be upgraded to a Local or Regional Administrator depending upon your job function. 
Organization-level roles: If you create an organization within the application, you are automatically assigned the role of ‘Officer’ in that organization. Organizations must have at least one officer.
· Organization officers can invite Users to join their organization or approve requests for membership. 
Organization Home Page
Once you have created or joined an organization in the Community Organizations and Resources application, you can access the organization’s homepage by clicking the “Organizations” tab on your personal homepage.  There are a variety of functions you can access from an Organization’s homepage, so we have a provided an overview of the functions below with a more detailed look in the following pages.    
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Network
Networking is the process of creating connections with other organizations for the purpose of sharing information and resources. The officers of an organization can request a network connection by clicking the Network link in a particular organization’s sub-menu.
Networking with other organizations is especially important should a disaster occur as you can only give and request aid from organizations you are networked with.  
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Members

The members tab shows the complete list of individuals registered in an organization along with their organizational role, and personal contact information.  The Member list can be sorted by name, location, and membership status making it easier to locate individuals within large organizations.   










Assets
Assets are resources including: capabilities, equipment, supplies, facilities, or personnel that might be available for use.  Officers of an organization can add or edit registered assets to the organization’s list, so that in an emergency situation assets can be located quickly.  









Preparedness and Response Status
The preparedness and response status tools give the organization’s officers the ability to assess the organization’s level of preparedness for emergency situations.  Planning is essential to disaster readiness, and these tools will help your organization better coordinate its planning efforts with the community.   
The system also aggregates this data from all of the organizations registered within a community, providing valuable information to local government planners. This information allows these planners to better decide where resources are needed.
If a disaster strikes a community, organizations may be asked to report their operational status by editing the data elements found on the Response Status Tab.




Documents

The document library is a repository for files, such as documents, images, and spreadsheets that might need to be shared within the organization.  The maximum size for files is 6 MB.  Files larger than 6MB will produce an error and cannot be uploaded.  
Files and folders can be labeled with permissions that allow sharing among officers and members of an organization. When an administrator or officer creates a folder or uploads a file, permissions can be set on who may view and edit the information.  










Forum
The forum is a set of bulletin boards in which users can post messages concerning a certain topic. Each topic has visibility permissions allowing an officer to choose who can view and post on each forum thread.    






Aid Requests
Officers can post requests for assistance from organizations with which their organization is networked.  In an emergency, unexpected outages and shortages can lead to situations of great need from organizations and individuals.  Under the aid requests tab you can see requests from organizations in need and create requests of your own should a shortage or outage occur.  






MOU/MOA
A Memorandum of Understanding (MOU) and a Memorandum of Agreement (MOA) are documents describing a bilateral or multilateral agreement between parties
MOU's and MOA's help your organization plan where they can obtain needed assets during emergencies by establishing agreements with other organizations before disasters occur.  



Thank You

We appreciate your commitment to creating a safer and more prepared community.  Please do not hesitate to contact us with any questions or feedback you may have.    




These tabs will be your primary means of accessing the application’s different functions.  We will go into greater detail about their use in the following pages.  





A high-level look at some indentifying information about an organization (location, address, phone number, etc.)  





In a disaster situation you may send Aid requests to other organizations for needed supplies – you can see these requests here.   





A list of all the members of this organization.  For a more detailed list, click on the “Members” tab near the top of the page.   





To create a network connection click this link and search for the organization you want to connect with.  A request will be sent to the officer of the other organization for approval.  





Users can request to join an organization, or an officer of an organization can invite people to join by clicking the “Invite New Member” link to the right.  





Updating the response status of your organization gives your community a better idea of your capability to assist in a disaster situation.  If you have utilities that are operational within your organization you should list them here.    





The preparedness tool is here to help you think about your own readiness for an emergency situation.  If your organization has a written emergency plan, you will be prompted with an additional questionnaire to help assess its effectiveness.  





To start a new forum thread, click the "Start New Topic" link. 





The forum gives you a space to start internal discussions about a variety of different subjects.  Start a thread to discuss planning for the upcoming hurricane season, leave a note about an item left in the office, or start planning a company outing – the forum is your place for internal collaboration.  





The organization's officers can select visibility permissions based on a user's membership status.    





The document library is useful for centralizing the organization’s documents.  It facilitates communication and document sharing.  Check it out.  





Click the “New Folder” link if you want to start a new folder.  The group’s officer can set viewing and editing permission from here.  If you want to upload a document to an existing folder click the “Upload File” link.   





The “Create Under” option allows an officer to create sub- folders within existing folders.  This can be helpful for organizing your organization’s document library.  





The group’s officer can set permission levels by checking the boxes on the right.  If you want your group members to read and upload files on the site, you should select the “Read” and “Write” boxes under members.  





To get to the assets menu click the “Assets” tab on your organization’s sub menu





A list of your organizations registered assets is shown here.  It is important to update this list should any changes occur.  





Assets are classified according to the categories at the right so they can be located quickly in a disaster situation.  





Any organization officer can appoint new officers who will also be able to approve or deny new members.





When you ask to join a new organization your membership status will be “pending” until the organization’s officer updates it to one of the statuses to the right.  











All of the organizations you are networked with will be listed here.  Clicking the "Unlink" icon will remove an organization from your network.  





The officer of the organization can file a request for aid by clicking the link to the right and filling out a brief information field.  





Aid requests will show up in this section with a filing date and a brief summary of the asset needed.    





These boxes allow you to sort the request for aid by name, direction, incident, and status.    





The alphabetic tabs allow you to look for a member by the first letter of their last name.  This will be especially useful in organizations with large number of members.      





The MOU/MOA directory allows you to register agreements and allows government planners to ensure that scarce assets aren’t over counted during planning efforts.      





To register a new MOU or MOA click the link to the right and fill out a quick information section.  The start date and end date of the agreement will display to the right for ease of reference.  Also, you can upload the actual document if you wish. 









