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1. 

 
Click to open the Control 
Panel. 

 

 
2. 

 
In the menu, click the Personnel 
Staffing Admin board. 
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3. 

 
Click the Personnel subtab, and 
then click CREATE NEW +. 

 

 
4. 

 
Enter the person’s First Name and 
Last Name. 

 

 
5. 

 
Enter their Agency. 
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6. 

 
Enter their Department. 

 

 
7. 

 
As appropriate, enter their Office 
Phone, Mobile Phone, and Home 
Phone. 

 

 
8. 

 
Enter their Email. 
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9. 

 
Enter their Home Address. 
Alternatively, click Generate 
Map and click the location on the 
map. 

 

 
10. 

 
If applicable, enter their Personnel 
ID. 

 

 
11. 

 
Enter their WebEOC User Name. 
 
Note: If you want the person to be 
able to access their assignment 
records, you must enter a valid 
WebEOC username. 
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12. 

 
At the bottom, click Save. 

 

 
13. 

 
To send an email to the person, on 
their row, click the email icon. An 
email opens in your email service 
with their address in the "To" field. 

 

 
14. 

 
To call the person, on their row,  
click the corresponding (Office, 
Mobile, Home) phone icon. If your 
phone is connected, it will dial the 
number.  
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15. 

 
To manage the record, on that 
row, click the ellipsis. 

 

 
16. 

 
In the menu, click View, Calendar, 
Edit, or Delete. 

 

 
17. 

 
On the upper right, click < Return, 
then click the Sites subtab. 
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18. 

 
To create a site, on the upper right, 
click CREATE NEW +. 

 

 
19. 

 
Enter the Site Name. 

 

 
20. 

 
Enter the Site Address. 
Alternatively, click Generate Map 
and click the location on the map. 
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21. 

 
Click Save. 
 
 

 

 
22. 

 
To manage the record, on that 
row, click the ellipsis and then 
click Edit, Map Zoom, or Delete. 

 

 
23. 

 
To manage associated positions,  
click Positions.  
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24. 

 
On the upper right, click CREATE 
NEW +. 

 

 
25. 

 
Enter the Position Name. 

 

 
26. 

 
Click Save. The new position is 
added. 
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27. 

 
To manage the position record, on 
that row, click the ellipsis and then 
click Edit or Delete. 

 

 
28. 

 
To go back to the Sites page, click 
< RETURN. 

 

 
29. 

 
To update the site schedule, on 
that row, click Schedules. 
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30. 

 
To create a schedule, on the upper 
right, click CREATE NEW +.  

 

 
31. 

 
Enter the Schedule Name. 
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33. 

 
Enter the Start Date. 

 

 
34. 

 
Enter the Start Time. 
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35. 

 
Enter the End Date. 

 

 
36. 

 
Enter the End Time. 

 

 



 

WebEOC – Create a Personnel Staffing Log © 2022 ESi Acquisition, Inc. All rights reserved.  Page 14 of 27 

37. 

 
If necessary, select the Recurring 
Event checkbox. The page 
expands. 

 

 
38. 

 
For a recurring event, select the 
checkbox for the days of the week 
on which the schedule recurs. 
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39. 

 
For a recurring event, enter the 
Recurrence End Date. 

 

 
40. 

 
Select the Status. 
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41. 

 
Select the Schedule Color. 

 

 
42. 

 
If applicable, enter any Notes. 
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43. 

 
At the bottom, click SAVE. 

 

 
44. 

 
Click < RETURN to go back to 
Sites. 
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45. 

 
Click the Schedules subtab. The 
Schedules page opens, showing 
the schedules for each site. 

 

 
46. 

 
To open the calendar view, click 
CALENDAR. 
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47. 

 
The Calendar offers many 
different views to help with 
scheduling needs. 

 

 
48. 

 
Click < RETURN to go back to the 
Schedules view. 

 

 



 

WebEOC – Create a Personnel Staffing Log © 2022 ESi Acquisition, Inc. All rights reserved.  Page 20 of 27 

49. 

 
To edit a schedule record, on that 
row, click the ellipsis. 

 

 
50. 

 
Click Edit. 
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51. 

 
In the Assign Personnel section, 
on a position row, click ASSIGN to 
update personnel. 

 

 
52. 

 
When you locate the person you 
want to assign, on that row, click 
Select. 
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53. 

 
Click Assign. The window closes. 

 

 
54. 

 
If appropriate, add Notes. 

 

 
55. 

 
When completed, click SAVE. 
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56. 

 
Click the Schedules subtab. 

 

 
57. 

 
Click Calendar. 
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58. 

 
To open event details, click an 
event. The event details page 
opens and you can edit the record 
as needed. 

 

 
59. 

 
On the upper left, click < RETURN 
and, on the calendar, click < 
RETURN. 
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60. 

 
Click the Assignments subtab. 

 

 
61. 

 
To open the feature menu, click 
the ellipsis. 
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62. 

 
Click View. 

 

 
63. 

 
To open the feature menu, on the 
upper right, click the ellipsis. 
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64. 

 
To share calendar information on 
the web and over email, click 
Export Event to ICS. The file is 
downloaded according to your 
browser settings. 
 
 

 

 
65. 

 
To go back to the Calendar view,  
click < RETURN. 
 
That's it. You are done. 
 

 

 


