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1. 

 

Click to open the Control Panel. 
 

 
2. 

 

In the menu, select the Continuity 
Plan Builder board. 

 

 
3. 

 
To open the feature menu, on the 
upper right, click the ellipsis. 
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4. 

 
To manage Information Services 
that impact the entire organization, 
click Information Services. 

 

 
5. 

 
Locate the organization and, if 
necessary, expand that section. 

 

 
6. 

 
To change the Status, click the 
appropriate status option. 
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7. 

 
To add a system or service, on the 
upper right, click CREATE 
NEW +.  

 

 
8. 

 
Enter the Organization 
information. 

 

 
9. 

 
Enter the System/Service 
information. 
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10. 

 
Enter a Description and, if 
necessary, Notes. 

 

 
11. 

 
At the bottom, click Save. 

 

 
12. 

 
To edit an organization’s 
information services, on that row, 
click the ellipsis. 
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13. 

 
In the menu, click Edit. 

 

 
14. 

 
Update the information and 
click Save. 

 

 
15. 

 
To go back to Organizations, click 
< RETURN. 
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16. 

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

 

 
17. 

 
Click Vital Records. 

 

 
18. 

 
To add a record, on the upper 
right, click CREATE 
NEW +.  
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19. 

 
Enter the Organization 
information. 

 

 
20. 

 
Enter the Record information. 

 

 
21. 

 
Enter a Description and, if 
appropriate, Notes. 

 

 



 

WebEOC: COOP – Manage Information Services, Vital Records, and Reports © 2022 ESi Acquisition, Inc. All rights reserved.  Page 8 of 10 

22. 

 
At the bottom, click Save. 

 

 
23. 

 
To go back to Organizations,  
click < RETURN. 

 

 
24. 

 
To open the feature menu, on the 
upper right, click the ellipsis. 
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25. 

 
In the menu, click Reports. 

 

 
26. 

 
To open a report for the selected 
dataset, click the report. The 
report opens. 

 

 
27. 

 
To return to Reports, click < 
RETURN. 
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28. 

 
That's it. You are done. 

 

 


