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WATrac User Guide Introduction

This User Guide has been created to support FIFA Preparedness. While the training materials are the same even
outside of FIFA, these have been compiled for WATrac Users in a single training packet for their use and reference
during the games. Northwest Healthcare Response Network (NWHRN) would like to thank Columbia Bank for
some Financial Support for the training provided to our Washington Healthcare Partners.

For Quick Reference Cheat Sheets on the topics covered within, please go to page 26 and print the Cheat Sheets
that follow for use.

For Questions and Assistance

Kara Welchel

WATrac Administrator and EEI Program Coordinator
Northwest Healthcare Response Network

Mobile 206.406.3062

kara.welchel@nwhrn.org

WATrac@nwhrn.org

Meagan McCoy

Coalition Workforce Readiness Coordinator
Northwest Healthcare Response Network
Mobile 206.530.5936
meagan.mccoy@nwhrn.org
WATrac@nwhrn.org

WATrac User Guide Introduction and Support Contacts 1


mailto:watrac@nwhrn.org
mailto:WATrac@nwhrn.org

;“WATrac

Updating Agency ED Status

Agency Status should be updated at a minimum twice a day. Updating the status applies a current date and time
stamp in the system.

Cck onthe Update Satus buton n the

BLS Open - ALS Open

1.

5.
Note: Comments can provide useful information to others
outside of your agency. For example, “Road construction
on Main Street in front of the Emergency Room entrance,
please use the 1st Street entrance to access the
Emergency Room.”

Current Status widget.

Click on the Down Arrow button in the As of 12:05 PM on 04/22 for 16:40
upper right corner of the widget to open B view Status Report

a drop-down list of statuses — click on the

appropriate status to select it.
Click on the Save button ~a pop-up

window will open for you to enter your
username and password.

If you change your Agency’s status to
anything but “Green Good to Go” an
open status, you should select a
Diversion Reason from the drop-down

list if appropriate. A Comment should always be | @ watracorg/Locator/PasswordPopup.cim?id=205.. — O X
added with more information about the status 2 watrac.org/Locator/PasswordPopup.cfm?id=2056A2D... &=
chosen. Please enter your username and password below.

Click Submit to save the change.

Username: |ﬁrslname.lastname |

Password: [emsseesseaees |

| Diversion Reason: |Cath Lab Down v|

Comments: |cath Lab will be down until 4/22
(optional) |for repairs.

Definitions:

BLS — (Basic Life Support) Ambulance transport able to maintain a patient’s airway and circulation
without extensive medical treatment until the patient is transferred to a hospital for advanced medical
care.

ALS — (Advanced Life Support) Ambulance transport with services provided by paramedics who are
trained to care for patients with life-threatening medical emergencies.

Trauma — A serious injury that often has long-lasting physical or emotional impact.

Medical — Patient who is suffering from a medical issue or illness.

ED — Emergency Department

Updating Agency ED Status 2
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Update Bed Availability by Bed Type

Each type of bed in your facility is named and listed in Blue type. The Blue type indicates that it is a link.
1. Click the name of the bed to
update a single bed type or click

B Bed Information

Bed Type Bed Count Contact
update all to update all beds . a0 o _
shown.

2. Enter the number of staffed beds Glsee | | [¢]8ack

currently open under Available.
3. Select your username from the contact drop-down.
4. Click on the Save button

B Bed Information

Bed Type | Bed Count

Patient boarding types

[ Emergency Dept Boarders - # of ED boarding pts

Last Updated: 04/22/26 12:10 PM 0

[# Hospital Boarder - Adult Acute Care (Current #) o
B Last Updated: 04/22/26 12:10 PM

[# Hospital Boarder - Adult ICU (Current ) 0

Last Updated: 04/22/26 12:10 PM

[# Hospital Boarder - Adult Psych (Current )
Last Updated: 04/22/26 12:10 PM

[# Hospital Boarder - Pediatric Psych (Current %) 0

O Last Updated: 04/22/26 12:10 PM .
[# Hospital Boarder - Telemetry (Current £} B Bed Information

Last Updated: 04/22/26 12:10 PM Bed Type | Bed Count | Contact

1

Staffed Available Beds - Pediatric . .
Patient boarding types

[# Level 1 - well Newborn Nursery

Last Updated: 04/22/26 12:10 PM Emergency Dept Boarders - # of ED boarding pts i} (max 60) Mone W
[# Level 2 - Special Care Nursery Hospital Boarder - Adult Acute Care (Current #) 0 (max100) None v
© Last Updated: 04/22/26 12:10 PM
@ Level ;d_ NICU Hospital Boarder - Adult ICU (Current £) i} (max 100) MHone b
Last Updated: 04/22/26 12:10 PM Hospital Boarder - Adult Psych (Current &) 1 (max 20} Mone v
Peds Med/Surgical
Last Updated: :4«’22.'26 12:10 PM Hospital Boarder - Pediatric Peych (Current #) 1] (max 50) MNone W
[# Peds Psych - Available Inpatient Staffed Beds Hospital Boarder - Telemetry (Current &) 1} (max 20) None w
Last Updated: 04/22/26 12:10 PM
Staffed Available Beds Staffed Available Beds - Pediatric
@ adult 1CU Level 1 - Well Mewbomn Mursery i} (max 10} MNone W
Last Updated: 04/22/26 12:10 PM Level 2 - Special Care Hursery 0 (max28) Hone w
Adult Med/Surgical
£ Last Updated: 04/22/26 12:10 PM Level 3 - NICU 1 |(max 14) None bl
[# airborne Infection Isolation Room (AIIR) Peds Med/Surgical 2 (max 9) Mone v
i3 Last Updated: 04/22/26 12:10 PM
E:ED Nof:.":I Peds Psych - Available Inpatient Staffed Beds 1] (max 50) None w
Last Updated: 04/22/26 12:10 PM
[# oR within 60 minutes Staffed Available Beds
Last Updated: 04/22/26 12:10 PM
[# Progressive Care Adult 1ICU 1 (max 40} MNone w
© Last Updated: 04/22/26 12:10 PM X
@ Te lemetry Adult Med/Surgical 4 (max 96) Mone b
Last Updated: 04/22/26 12:10 PM Airborne Infection Isolation Room (AIIR) 1] {max 30) MNone v
ED Mow 1] (max 40} Mone v
n Update All . §
OR within 60 minutes i} (max 12} MHone b
Progressive Care 2 (max 20) Mone b
Telemetry i} (max 38) MNone W

E Save All E| Back
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Availability Status

Availability Status provides an overview status of healthcare agencies in Washington. This would include Agency
Status for patient care, Bed Availability, Boarders within hospitals and MCI reported space by Triage Color during
activations. To get to Availability Status, log on to WATrac and click on the Availability Status Module.

"WATrac

£3 Northwest Healthcare Response Network (NWHRN) ~

as A ’
1] Y View | Hospitals Statewide v

View | Hospitals Statewide ~
Diversion Diversion

Reason Comments

Region Vv Name Diversion

- System Views -

Upon initial log in, you will see a “Hospitals Statewide” default ,  Behavioral Health-Statewide

view. Each user may use any of the system-built views available Deer Park Servicing Hospitals
or they have the ability to create their own view. To change DMCC MCI View

system views, select the down arrow next to the name of the Enumclaw Fire View

view. This will open a menu to list the different system-built ' Fire EMS View / JBLM
views for your use. Some views are simplified for Fire/EMS, and Fire EMS View / Reqion 1

some are more detailed such as the Hospitals by Region.

Make Updates to your Agency Availability Status

An agency can update Status and Available Beds by selecting each item needing to be updated.

Update Diversion Status

BLS Open - ALS Open

Update Bed

Bed Type Bed Count Contact )
ED Now |7 ‘(max 13) [None v

Availability Status 4
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Acknowledging an Alert

To facilitate acknowledging an alert, you must have pop-up blockers disabled for WATrac. If you are already
logged in, skip to step 3. Otherwise, follow the instructions below in full.

When you receive notification of an alert:

1. Login to WATrac.

2. Click on the Acknowledge icon that appears on your screen. Do Not Click “Continue to WATrac” at the bottom
of the screen.

3. Enter your password in the pop-up box. Some alerts may contain questions to be answered. For example,
hospitals, or other groups tracking beds, may also be asked for bed information.

4. Answer any questions and enter bed counts if requested.

5. Click Acknowledge, Acknowledge Only or Acknowledge and Update Beds as appropriate

Anatomy of an Alert Banner

Complete content of the alert message and any attachments included with the alert are found in the alert report.
To access the alert report, click on the notebook icon or View Report link on the right side of the alert banner.
" Event Notification: Action Required - *Training Alert” - How to acknowledge an alert in WATrac

Thiz alert iz zent to provide training in the anatory of an alert.

lzgued Thursday 11182010 at 14:01:48 by Barbara Andrews {**System Adminigtrater RS PHSKC Preparedness Internal List, RS PHEKC Area Command Staff,RE P...

Command Center Basics

Command Center, WATrac’s on-line secure chat feature, allows communication between groups of individuals in
diverse locations. Real-time instant messaging and document sharing provides users with a tool to help
coordinate resources during an emergency. In non-critical situations Command Center can be used for general
discussion or conferencing and for coordination during exercises and drills. All group conversations and
documents shared in Command Center are date and time stamped and permanently archived in the WATrac
database.

Participants will receive an invitation to join a newly created or existing chat room.

1. Click Command Center in the System Navigation Bar along the top of the screen. The Room List page will open
with options for locating Command Center rooms that you have been invited to.

2. Identify the conversation you would like to join.

3. Click on to the left of the room name.

4. The Command Center room will open, and you can begin chatting.

Contributing to a Command Center room could include participating in the chat, uploading or downloading room
resources, reading the messages on the bulletin board, or adding a room note.

What does it mean if no rooms appear on my screen or the Join button is not operational?

Important Note: If this screen is blank, it means you haven’t been invited to any rooms. If you think there are
conversations that you are missing and need to be added to, contact your agency WATrac Specialist or the room
creator. If the Join button is greyed out, you have not been given permission to participate in the room chat. You
may only have permission to view the Bulletin Board of the room via the View Bulletin button.

Acknowledging Alerts and Command Center Basics 5
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Elements of the Command Center Module

T o M m

Rooms — Command Center will open to the Rooms tab and display all Active Rooms in All Conferences.
Conferences — Click on the Conferences button at the top of the page to display a list of Command
Center room Conferences. A conference is a way to categorize rooms. For example, the R3 Conference
would contain all rooms for region 3.

Conferences — To display only Command Center rooms for a particular conference, click on the arrow
and select from the list. The default is to display all conferences.

Add Room — Click the Add Room button to create a new Command Center room. Note: This feature is
visible based on the user’s permission group.

Alphabetic Filter — Filter the rooms listed by the first letter of the room name.

Search by Name — Search for a specific room by entering all or part of the name of a room.

Active Rooms — Filter the rooms listed as viewing only active rooms, archived rooms, or all rooms.
Go/Clear — When selecting name searches, or filtering by rooms or conferences click the Go button to
activate your selection(s). Select Clear to eliminate searches or filters to display all active rooms.

Join — Click the Join button to connect to the chat room listed next to it. Note: /f the join button is
greyed out you have not been given permission to participate in the room chat. The room is listed
because you have been invited to participate in the Bulletin Board of the room. (see Bulletin Board)
View Bulletin - Click to open a page containing all of the information from the Command Center room
that has been added to the bulletin board. This is the most significant information that has been
shared in the chat room and may include resources as well as chat posts. Click Print in the upper right
corner of the screen to print the page.

View History - Click to view or print a record of all conversations, including member name, date, and
time as well as all resources uploaded to the room. Print the record by clicking on the print button in
the upper right corner.

Name — The Name column lists the names of each Command Center room and can be listed in
Ascending or Descending order by clicking on the arrow.

Start Date/End Date/Last Room Message/Users — Start Date is the date the Command Center room
was created. End Date is the date when the room is closed or will close. The Last Room Message is the
last time any information has been added to the room. “Users” refers to the number of chat room
participants currently signed into the room.

Active — Active rooms are noted with a red checkmark in the box. Archived (inactive) rooms do not
have a checkmark in the box. A room is archived when the End Date has passed.

Page Navigation — First, Previous, Next, and Last will simplify navigation of multiple pages of
Command Center rooms. The number selected per page will determine how many rooms will be
visible on each page; 10 to 200.

Elements of the Command Center Module 6
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Agencies My Agency Regional Status Patient Tracking Knowledgebase Alert Manager Command Center Resource Request Reports Document Hub

Rooms Conferences

=] B
A B c D E F G H J K L M N o P Q R s T u \% w X Y z D
Gl - —Ye | [B) sovercoms [v] - Conterences - [8]
. Name . Description Conference . StartDate  EndDate LastRoomMessage Users Active
[ JoinChat | [F] View Buletin | [ View History | Pierce County testroom Test room build for leaming new chat room module: Region 5 121122014 06/12/2015 12/12/20141336 0 @&
i Tacoma Pierce Gounty PIO chat room for Ebola This room s for information sharing among Pierce Region & 10119/2014  02126/2015 121212014 14:07 [
[ Joinchat | [ View Bulletin | [ View History Preparedness County Public Information Officers (PIO's).
[ JoinChat | [P View Bulletin | [ View History | EPOia Coordation “This chat room is for information sharing and NWHRN 1017/2014  1017/2015 11/25201412116 0 @
coordination regarding Ebola preparedness and
response.
[ Joinchat | [P ViewBulietn | [ View bistory | Pediatric Workgroup Discussion and Resources for individuals dedicatedto  NWHRN 031052014 05/01/2015 3/5/2014 14:06 [
improving Regional Pediatric care.
[ Joinchat | [P View Bulietin | [ View History | “Command Center Speciast Training Room This room has been created to provide a visual aidin  R6 - Monitored 09112013 08/01/2016 111512015 09:50 [
the Command Center Specialist training.

Records 1-8of8 | First | Previous | Next | Last | Per Page

Definitions of Tabs in the Command Center Module

Tabs that are visible when clicking on the name of a Command Center room are determined by the room
permissions that have been assigned to the user.

Overview — Provides basic information about the Command Center room such as Name, Description, Start/End
Date, Created By, etc.

Room — This is the Command Center Chat Room.

Users — Click the button to access a complete list of people invited to the room. When there are many people
invited to a room, the list will display across multiple pages. To locate a specific person, enter their name in the
search box at the top of the screen and click Go. Also, you can use the alphabet across the top of the screen to
find specific users.

Chat History — Displays a history of chat and room resources that have been added to the room.

Bulletin History — This tab contains a history of all items posted on the Bulletin Board. The information that is
added to the Bulletin Board is usually the most significant information that has been shared in a Command
Center room. This allows viewing at a glance for those who need quick access to the information.

Resource History — From this screen you can print a complete record of all resources added to the room,
including name of the poster and date and time the item was added.

Access Log — This log will show each user that has entered a room, viewed the chat history or viewed the bulletin
board history. Viewing this tab is limited to System Administrators and Regional Administrators.

Searches can be conducted for an individual user’s access history by entering a username in the Search box and
click GO.

Definitions of Tabs in the Command Center Module 7
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Navigating a Command Center Room

_5 WAT Pam Taylor {logout)
q_ rac Help Inbox Settings

s My Agency Regional Status Patient Tra ter Resource Request Reports Document Hub

JCheck Out the New User Interface >> Room

@)Column Count 3

‘*f Save
m__@ _

Check Out the Check Out the New User Time Uploaded Bulletin Note

New User — Interface |}
_Interface ULIUUET O, LU T4 o
LITTPM__ A

Pam Taylor
has joined the
room

Friday, October
17, 2014
11:19:49 AM

Tuesday, September 16, 2014

2:10:52 PM chat test

Pam Taylor

[Fun G0
room
17, 2014 = Hoom Resources @ I Northwest Healthcare Response Network [

11:19:57 AM Time Uploaded Name 3

g Friday, October 17,2014 9:30:33  Hawks Check Out the New User
am

Pam Taylor Parade Interface @ v
has joined the (Users: 1)

room Q
Friday, October ~
17, 2014
9:25:42 AM

Pam Taylor ¥
*** File Hawks
Parade was

added to Room =
Resources. ***
Friday, October

17, 2014
9:30:33 AM v

n Send

© 2014 ImageTrend, Inc.

Navigating a Command Center Room 8
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Definitions of Command Center Screen Elements

Note: Once a file has been uploaded into a Command Center room, it becomes a permanent part of the room.
Selecting delete will remove the item from the resource list but the document will remain in the database.

1.
2.

10.

11.

12.

Name of Chat Room.

Navigation Tabs — in the figure, the Room tab is selected/active. All Items listed below pertain to what is
found in the Room tab window.

Column Settings — choose between 1-3 and then press Save (right side of page).

Widgets — each box in the window that has a blue title bar is a separate widget that can be moved,
minimized (-) or restored (+).

Chat widget — this is the viewing area for conversations in Command Center rooms. All entries include
the contributors name and a date and time stamp.

Input Chat Text - the text box where you enter text to chat with others. Click in this box and type your
message. Press Send to submit your text.

Bulletin Board — provides an area to post the most significant information that has been shared in the
chat room for easy viewing.

Room Resources — this section allows you to attach or share files in the room. To attach or upload a file:
e C(Click on the Plus icon in the upper right corner to add a resource.

o Name the file or browse for its location by clicking the Browse button.

e Click Add Resource.

e To delete the file from Room Resources, click the red trash can next to the file.

Room Note — information about the Chat Room and why it is being used.

This section can be used to provide a room description or could contain information about room
monitoring. Click the Edit Notes icon on the top right of the box to add information to the Room Notes
section. When finished, click Update. The notes should be edited only by the room’s owner or someone
designated by the room owner.

Users — a list of people currently active in the Chat Room. The color to the right of the person’s name
indicates their current status. The drop-down arrow to the left of your name allows you to change your
status (Available, On the Phone, Will Be Right Back, Away, and Busy).

Settings — each user can manipulate the settings to format the page in a way that works best for them. In
this widget, you can select your preferences for text size, color, background color, whether a sound plays
when a new message arrives, and if spell checking is enabled.

Definitions of Command Center Screen Elements 9
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Patient Tracking

Introduction To Patient Tracking

In the event of a Mass Casualty Incident (MCl), the WATrac Patient Tracking module connects emergency medical
services, hospitals, public health, and other healthcare agencies for the purpose of documenting the condition,
location, and disposition of victims. Incidents created in the module group together information about an event
such as date, time, place, and a description of an occurrence that requires multiple victims/patients to be
tracked. Each patient involved in the incident can be tracked from the first field of contact, through triage,
transport, destination arrival, transfers, and to final disposition; discharge, family reunification, etc.

Data Security

The Patient Tracking module may contain Protected Health Information (PHI). All data contained in the module is
secure to protect against unauthorized access and use. Data is protected by vendor provided security measures
which are reviewed periodically. Protection is delivered through the use of passwords, strictly controlled server
access, physical security of the hosting site, and 128-bit SSL encryption. All incidents and patient records are
archived, and an audit trail is maintained.

Because Patient Tracking is HIPAA compliant, and an audit trail must be maintained, shared accounts may not
be used to access the module.

Permission To Access Patient Tracking

Access to Patient Tracking is provided to staff of hospitals and other healthcare agencies as appropriate to
support the response to an MCI. Permission to view data held in Patient Tracking is granted only to the level
required by the person “need- to-know,” and exclusively for emergency response purposes.

Patient Tracking access permission is assigned independently of regular WATrac permission. This allows targeted
groups of users to have access to the data. That is to say, not all staff with WATrac accounts will be given
permission to access Patient Tracking. Those that can enter the module will have varying permission levels
assigned to their accounts based on their internal agency decisions.

Accessing Patient Tracking

The module is accessed by clicking Patient Tracking on the System Navigation bar. Each time a user enters the site,
they must agree to a Data Privacy Statement that they will keep the information contained within the site private
and confidential. After agreeing to the Data Privacy Statement, the window will open to the Incidents page.

Privacy Statement
PLEASE READ THIS PRIVACY STATEMENT CAREFULLY

By accepting this Data Privacy Statement, you agree to keep the information contained within this site private and confidential. Any reporting or experting of data must be done securely using industry
standards and best practices for data privacy and adhering to all applicable federal and state data privacy requirements. It iz the responsibility of the user to ensure that all applicable requirements are
adhered to.

The State has taken steps to ensure that all information contained within this sife is secure to protect against unauthorized access and use. All information is protected by our security measures, which are
pericdically reviewed. Information is protecied through the use of passwords, siricfly cenfrolled server access, physical security of the hosting site, and 128-bif SSL encryption.

If you have guestions about the Privacy or Security of this site, please contact: support@imagetrend.com

n Agree n Decline

WATrac Patient Tracking 10
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Incidents

Incidents group together information about an MCI or an emergency event that requires tracking of multiple
patients. By default, the Incidents page opens with only active incidents displayed and with the most recent

listed first. Only those individuals included in a Patient Tracking Incident will see an active incident. This is part

of the security.

Incidents
@ ﬁ Add Incident
A B ¢ D E F Te] H | J K L M N 0 P Q R s T u v w X 7 z m
el:@_ {0 0 Active Incidents [v] @D
[] Name Type Active Practice Address City Postal Code Patients Start Time End Time
] Holy Family TEST MCI yes yes Colville 3 Tue 06/07/2016
4:30 AM
[] Test Incident EMD Non-MCI yes yes 1 Fri 05/20/2016
12:00 AM
[[] WATrac Patient Tracking Demo Non-MCI yes yes 33 Wed 05/11/2016
8:00 AM
[[] Pierce & King CountyTraining Incident Non-MCI yes yes 3615 Pacific Ave Tacoma 98418 115 Sun 09/08/2015

10:30 Al

- Bulk Actions - [v] Records 1-7of 7 | First | Previous | Next | Last | Per Page

Overview Of an Incident

Once you click on the name of the incident on the Incidents List page, the Overview page for the incident opens.

Each incident contains six tabs: Overview; Dashboard; Patients; Search Patients; QPE/Log; History. A user’s
permission group determines which of these tabs they can view and/or edit. We will mention these in order of
potential use during an activation and not the order listed above. The Overview tab provides users with an at-a-
glance summary of the incident. Overview is divided into three sections — Incident Overview, Services, and
Agencies. Incident Overview provides a summary of the incident including time, date, and location.

1.
2.

An incident timer.

Patient count by triage color.

. - — patient with minor injuries, walking wounded.

o Delayed — patients who are significantly injured but can wait for delayed care.

. — patient most critically injured and determine to need immediate care.

o WLIFAIIE — patient is deceased or expectant (expected to not make it based on injuries). It can also be

used for triage systems using “Striped or Gray”.
Users with the correct permission can add Agencies and Services.
Services, the middle section, displays the name and address of all services participating in the incident.
Agencies, the bottom section, displays facilities that will receive or transfer patients, the city in which
they are located, as well as the number of patients enroute to and arrived at each facility.
Page through the agencies by using the First, Previous, Next, and Last links.
Additional agencies can be displayed by increasing the number in the Per Page dropdown to 200.

WATrac Patient Tracking
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Incidents Refreshn @ Bl Triage Number Search D
RO v | e | e et | crenon | i |

n Edit n Add Service Add Agency @

Loaded (6202016 2 44 PM_Auto Refresh B
Incident Overview o Incident Timer

Te WATrac Patienl Tracking Demo - m—
Description
Number of Patients 55

Patients w/ Triaged Status 2
Patients w! Enroute Status 3
Patients wi Arrived Status 15
Patients wi No Status 1
Type Non-MC!
System Wide Event

Active yos

Practice Drill yes
Incident Created By Barbara Andrews
Start Time ‘Wad 5/11/16 08:00

End Time
B3 waTrac County EMS “Demo 7714 Service St South Beach
E] wATrac Fire and Rescue “Domo 5006 Blazing Trails Hazydale
"1 Anytown EMS “Damo (Drop-in Senaice) AryIown
mageTrend EMS *Demo {Drop-In Servica) Seattle

e MS
Records 1-40f4 | First | Previous | Next | Last | PerPage UK

Name Region City Patienis Enroute Patienis Amived

B 'magatrend Hospital & Care Clinic *Demo Puyallup 0 1

E3 waTrac Central Healthcare *Demo Saipan 0 1

£} WATrac Crisis Care "Damo g g

WaATrac Memorial Hospilal “Deamo Wavarty 2 T

£ WATrac Peninsula Health *Demo Red Beach 1 @ 4

Records 1-50f 5 | First | Previous | Next | Last | PerPage

Adding And Editing Incidents

WATrac users with the correct permissions can add an incident to the Patient Tracking system. Adding an incident
will allow the user to organize patients and keep track of information such as responding to services and
agencies.

1. On the main Incident page, click to open the New Incident window (see below). E**"

2. Enter the required minimum information:
o *Title — select and enter a name for the incident.
o *Incident Type - There are two types of incidents that will determine what data can be viewed by
the participating agencies and services.

o MCI (Mass Casualty Incident) Incident Type — all facilities and services added to the incident will
see all patients added to the incident.

o Non-MCl Incident Type — facilities will see only those patients that are enroute, arrived, or
discharged from their facility. Services that have been added to a non-MCl incident will see only
patients that they have transported.

3. Click Save to post the incident.

WATrac Patient Tracking 12



Additional Fields — Optional Information
1. Description — provide additional information to clarify

oukWw

the event, for example:

e Type of emergency; motor vehicle accident, plane
crash, chemical spill, etc.

e Approximate number of people involved.

e Emergency activations and/or declarations.

Location — General descriptions such as I-5 at milepost

130, or latitude & longitude.

Address — The exact street address if available.

Active — Select Yes if currently active.

Practice Drill — Select Yes or No.

Start Date & Time — Enter the time that the incident

begins or begins.

End Date & Time — At conclusion of incident, enter

date & time the incident ended. Even if this is a drill

and you know the end time, entering it before the

actual end will stop the incident timer.

Survey — One survey can be attached to an incident to

allow input of additional information. Any available

surveys created for Patient Tracking will populate the

drop-down.

Click Back before saving to cancel the incident.

Editing An Incident
Once the incident is posted, basic information such as name, location, description, and status can be edited by

Adding a Service to an Incident
From the Overview page:

1.
2.
3.

v

Click the | EdAdd servics Th o,

Incidents

New Incident

New Incident
‘Title

Description

Location

Address

City

State

Postal Code
Active
“Incident Type
Practice Drill

Start Date

Start Time

End Date

End Time

Survey

E Save

E-‘ Back

The Add Services dialog box will open with a list of available services.

To narrow down the results:

e Type a few letters for the desired service in the Service Name box, or

Select a Region from the drop-down to see only services located in a specific Region.

to add it to the Selected Services at the bottom.
To see additional pages of results, use the First, Previous, Next, and Last links.

When the service is displayed, click 0 the

When finished, click Save.

Can’t find the Service you are looking for? See the next two topics.
To remove the service, click the in the Selected Services section.

WATrac Patient Tracking
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- State - [=]

@ Yes @ MNo
—Incident'ypa—lzl

@ Yes =) Mo

HH:mm (24-Hour Format)

- Survey - B
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Add Services

Service Name e
Region |- Region - g@

Create New
Search Results
Name Region
Central Pierce Fire
@:emral Pierce Fire
&) Falck Northwest Cross-County/Regional Agencies

"‘_;) Feigum Funeral Home

) ImageTrend Dropin Test

d
Records 1-50f 10 | First | Previous | Next | Last

Selected Services

[l Name Region
(D Central Pierce Fire

Sa
E - [x] Close

Before Creating a New Service

A service that has an account in WATrac and connection to Patient Tracking will be displayed in the Search Results

area. If the service is not listed, and you are sure they have a WATrac account, the account needs to be “synced”
with Patient Tracking. Someone with permission to access all accounts in the Region (i.e. System Administrators,
Regional Administrators, or ESF8 Responders) should follow these steps to have the service appear on the Add
Services list in Patient Tracking.

1. Search for the Agency in the System R

Navigation bar.

2. Locate and click on the Service to be

.
displayed. Reg

ion = Cross-County/Regional Agencies v

3. Open Agencies Setup. Agency Name | Airift Northwest
4. Inthe Overview section, ensure the FEE®

. . . . EMS Desfination Code
Service box is checked next to Patient Tracking —
Type. Patient Tracking Type Agency [ service €2

Active. ®ves Ono

5. Save cha.nges.. . . Demo e On
6. The Service will now be displayed in the Number OF Employees

Search Results area.

Creating a New (Drop-in) Service
A Drop-in Service is a service that does not have a WATrac account and/or is added only for a specific incident.

From the Overview page:

1. Click the Kl Agd servies b tton on the Overview tab.

2. The Add Services dialog box will open — click the Create New link.

3. Enter information about the Service — minimum recommended: Region, Name, City, State, and Phone.

4. Check the box next to for use in this incident only if the agency is a one-time provider.
5. Scroll down and click  E* and the Service will be added to the incident (it will appear at the
bottom of the dialog box in the Selected Services section).

6. Click Save to save your changes to the incident.

WATrac Patient Tracking
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Add an Agency to an Incident
The Add an Agency function works the same way as the Add a Service function.

1. Click the button on the Overview tab to open the Add Agencies pop-up window
2. Alist of currently selected agencies will be displayed in the Selected Agencies section 3. To search for an
Agency:
o Type a few letters of the desired facility in the Facility Name box and a Search Results section will
appear or Select a Region from the drop-down to see only facilities located in that Region.
e When the facility is displayed, click the @ to add it to the Selected Facilities.
e To see additional pages of results, use the First, Previous, Next, Last links.
4. When finished click Save.

Torwics Mame m
Region . Regon w
s Types oy A
:
st ] g
Himegon
e Freguon - - w
. Central Pwrce Fae rP— =
,
J Cenwal Paics Firn | ST
Cmntange Cow
9 F o n MorPrasest Cacaa-Coardty Begeon sl dge ey
Addresn 1
&) Fegum Funeral Home
Agarws T
L) temage Tresda Dropin Test *Jm
Rfson
Reroads 1.5 0f 80 | Fast Proveoas | Newtl | Lest e )

F
w,

Remove an Agency from an Incident
To remove an Agency, click the X next to the Agency name on the Overview page.

Can’t Find an Agency?
Please refer to the previous page “Before Creating a New Service” for agency syncing instructions. A “Drop-in”
Agency is created in the same manner as a service; refer to “Creating a New (Drop-in) Service” for instructions.

QPE/Log Tab

The QPE/Log is a form that allows users to quickly enter common patient data. This is commonly used at the
beginning stages of an incident or when information about a patient is rapidly entered but not all pieces of
information are available. This form layout can be changed to fit particular needs of the user or the incident. (i.e.,
In Patient Tracking Training, users are instructed how to add the Comments box to the QPE/Log).

Once patient information is entered into the QPE/Log, a patient record is created from the provided information

and moves to the Patient Log. The Patient Log is the best location for quickly searching for patients, editing
patient records, and carrying out bulk actions in one location.

WATrac Patient Tracking 15
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Incidents Configurations Refresh & Uil Triage Number Search GO

WATrac Patient Tracking Demo - QPE/Log

E Save QPE Preference n Manage QPE Columns

Quick Patient Entry
Triage Number Triage Status Last Name First Name Gender Age Status Destination Service
< >
E Save Patients
E Save Log Preference n Manage Log Columns u PDF
@ @ EEED ~dvanced Search All Patients [v]
Patient Log
Triage Number Triage Slatus Last Name First Name Gender Status. Service Deslinalion "
OB O & oo Delayed Butier Patrick M (2 Amived WATrac Fire and Rescue WATrac Peninsula Health
OB O . wie Bell Joseph M [ Transfer WATrac Fire and Rescue WATrac Peninsula Health
OB O & 1 Garter Amanda F 2 Amved ImageTrend EMS (Drop In) | [B] WATrac Memorial Hospital
OB O & owis Delayed Richardson Mark M (2" Anived WATrac Fire and Rescue WATrac Cenlral Heallhcare
OB O & o Cooper Paul M @ Amived WATrac County EMS WATrac Memorial Hospital
- bulk action - [v]

The Patients Tab

Users with appropriate permissions can view the patients involved in an incident, access each patient’s record,
and add new patients. The Patient Tracking system will automatically refresh once a minute. This allows the
system to automatically update information for users to see, including new patient records or changes to existing
patient records as they are happening.

Adding a Patient: Add Patient Button

1. From the Patients tab, click & * ™=

2. Enter available patient information (refer to the recommended minimum data listed below).

3. Checking the Additional Information box opens an expanded form containing additional
information fields. A screenshot and field definitions are shown below.

4, Select Add Patient to add the record and return to the Patient List or select Add and New to add
the current record and open a blank form to enter another patient.

5. Select Cancel to return to the Patient List without saving the information.

WATrac Patient Tracking
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Recommended Minimum Data Points:
Under Details:

Unique identifier — Triage Number - refers to a
unique identifying number. This can be a bar-coded
bracelet applied in the field or at the receiving
hospital. The number stays with the patient
throughout the Patient Tracking incident.

Triage level

o Morgue

o Immediate

o

o Minor

Name (if available)

o Identity Confirmed — Identity is shown by
documentation.

Age (approximate)

° Gender assigned at birth — M, F, N/A (other)
° Comments — note military status,

identifying characteristics, patient connections, or
anything else that would support family
reunification.

Under Initial Status:

Date and time
Service (i.e. EMS)
End Location (i.e. arriving hospital)

Field Definitions — Patient Record
Triage Number - refers to a unique identifying number. This can be a bar-coded bracelet applied in the
field. The number stays with the patient throughout the Patient Tracking incident.

1.

Triage Level — Available levels are:

;“WATrac

Details
o Triage Number
() Triage Level | ot Entered[v |

Medical Record Number

o First Name
Middle Name
Last Name
Alias/A KA
Identity Confirmed () ves (@) No
Date of Birth 5]

Age

o Age Units | _ age Units - [~ |

Approximate Age | _ Approximate Age - |

) cender - cencer-[v]

Comments.

Photos Ne Photo

Photo Browse..

[ Show Additional Information

Event Date 03192015 j

New Time 11:00

Initial Status

Format HH:mm (24-Hour Format)

Status | _status- [v]

Start Location - Filter - [v] - Al Lecations - v
Transport Type | - Transport Type - [v]
Service | _ Al Services - [l
o End Location | _ Fitter - [v] - AN Locations - [~

[ Add Patient 3 Add and New [] Cancel

e  Minor — patient with minor injuries, walking wounded.
o Delayed — patients who are significantly injured but can wait for delayed care.

o WLIFT{I= — patient is deceased or expectant (expected to not make it based on injuries). It can also be

. — patient most critically injured and determine to need immediate care.

used for triage systems using “Striped or Gray”.

Date of Birth — If exact DOB is entered, the Age, Age Units, and Approximate Age fields will be
populated. Only enter if there is certainty about the date.

Age — This number can be an approximate. The field takes numbers only.

Age Units — This field is useful if the patient is an infant. The age can be further defined as hours, days,

months, or years.
Approximate Age — Broad age ranges.

Comments — Add additional information about patient identity, location at scene, found with patient X,

distinguishing characteristics, etc.

Photos — Photos can be uploaded to aid in identification of the patient.

WATrac Patient Tracking
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Field Definitions — Additional Information

In the Details section, check the box “Show Additional
Information” to display these fields.

All fields are optional:

1.
2.
3.

6.
7.

Address — Patients place of residence.
Email — Personal email address.
Primary Contact — Person listed to answer questions
and receive information about the patient.
Identification — Enter known information.
Provider Impression — Drop-down selections:

o Altered Neuro — Medical

e Burn

e  Chest Pain — Cardiac
e GI/GU

e None

e OB/Gyn

e Respiratory Distress/SOB

e Traumatic Injury
Chief Complaint — As stated by the patient.
Notifications — Please indicate if family has been
contacted or reunified.

Adding a Patient: Import Patients Template

1.
2.

10.

From the Patients tab, click. [ g o retens |

Click the hyperlink to N
download the patient's import template.

Fill out the template as completely as possible using
one row per patient.

Important: Do not use commas (,) in any field. Do not
rearrange columns or rename the fields.

For the Triage number, use the Unique Identifier.

For Triage Level use “Red,” “Green,” “Yellow,” “Black”
or “Immediate,” “Delayed,” “Minor,” “Morgue”.

For the Date of Birth use the format mm/dd/yyyy.
Use "Male,” "Female," "M," "F," or "N/A" for the
Gender field.

When finished, save the file to a location where you
can easily find it.

c WATrac

Street1 | |

Address

Street 2
City
County
State
Postal Code
Country  United States [+]
Lives inside city limits () ve= ()Mo (@ Unknown

Email

Other Contact Information

Primary Contact
Relationship to patient | _ Relationship to patient -~

Primary Phone

Identification
Height | ([v] feet 0 [w] inches

Weight [v]
Race | _Race- ﬂ
Ethnicity | _ Ethnicity - [v]
Citizenship

Marital Status - Marital Status - [+ |
Wedding Date iz
Education Level | - Education Level - LI
Military Service _Military Service - v |
Religion

Medical Information

Provider Impression - Provider Impression - [ v |

Chief Complaint

Blood Type - Blood Type - v |

Organ Donor () ez () No
DNR (OYes () MNo
Hospital Motified () ves (O No (8 Unknown
Family Contacted () Yes ()Mo (® Unknown
Family Reunification () ves ()Mo (® Unknown
Complete

e The file must be saved in the .csv format to be uploaded.

e When asked: Do you want to keep using that format? Select Yes. This step saves your data (patients
added) to the file and saves the spreadsheet as a .csv file.

e When asked: Want to save your changes to ‘filename.csv’? Select "Don’t Save. This refers to
formatting changes you made but does not affect the data you entered.

Click the Browse... button to locate the saved file. Click the file you want to load and then on the Open

button. The file will be listed in the Upload text box.

11. Click on Import Patients to add the new patient records to the Incident.

WATrac Patient Tracking
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12. Once the data is loaded in WATrac, a list will appear with the information loaded, number of successful
records, number of records with errors, and the number of records that failed.
13. Click the Patients tab to return to your list of patients.

Patient Import Resulis

MName Triage Mumber Triage Level Gender Birth Date Comments
Mary Sue Kline 1254 minor E 17111950 &
Successful: 1
Error: 0

Failed: 0

n New Import

View The Patients List

A patient’s triage status, triage number, name, gender, age, current location, and the date and time of the last
status update are shown on the Patient List. Users with appropriate permissions can add and edit patients from
this tab.

Incidents Reesh G | WML TTTTTTTTTIE@®

WATrac Patient Tracking Demo - Patient List

2
Loaded 03/19/2015 10:35 AM Auto Refresh / \ ﬁ Import Patients Add Patient

A B c D E E G H [ J K L M N o] P Q R 5 T u v oow X ¥ z I
@ | search n a - Gender-|v | -Age- [~ -Triage Level -[v| - Triage Status - [v] - Locations - v] D
3

Patients

|:| Name J Triage Number Gender Age Triage Status Location Status Updated

mgo Bel, Joseph I T0+ Years Amived Harborview Medical Center  Wed 08/20/2014 11:09

O B0 sennett, Jose M Harborview Medical Center  Wed 08/20/2014 10:43

O B0 brenson, pean EEEIIEE 36-50 Years Fri 03/14/2014 10:00

O an Brosts Jason M 19-35 Years Harborview Medical Center  Wed 08/20/2014 10:53

D (o] | Butler, Patrick 00129 ("] 51-69 Years Arrived Harborview Medical Center Wed 03/20/2014 11:.07

O B0 carter, Amanda E 19-35 Years Arived Swedish - First Hil Wed 08/20/2014 11:19

O 800 Garter, John M 6-18 Years Enroute WATrac Memorial Hospital  Tue 03/12/2013 16:54

O B8 clark, Michetie F 618 Years Discharged VWATrac Funeral Home Wed 03/20/2014 10:43

|-EquAx:Iions- Records 110 of 28 | First | Previous | Next | Last | Page | Per Page

Search for a patient by:
1. Typing a few letters of the first or last name in the search box and click Go.
2. From the alphabet at the top, select the first letter of the last name to filter the list.
3. Select from one or several of the drop-down boxes to filter by Gender, Age, Triage Level, Triage Status
and/or Location.
4. Click Clear to return to the previous view.
Click a column heading to sort the data in that column in ascending | “ or descending order ! = .
6. Open a patient’s record by clicking on the name.

b

Depending on permission level, you may have access to additional functions on this page:
e The Add Patient button enables you to create a new patient record.
e The Bulk Actions drop-down allows you to triage or move groups of patients together.

WATrac Patient Tracking 19
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The Search Patients tab allows users to search for patients within a particular incident. To facilitate finding
patients, names do not have to be an exact match, and none of the fields are required.

Incidents Reflesh & L[ |@

WATrac Patient Tracking Demo - Search Patients

m Patients Search Patients QPELog m

Search Patients
All fields marked with a [red] * are required.

First Name (Sounds Like)
Last Name (Sounds Like)
Date of Birth =
Age |- App Age-[v]
Gender | _ Gender-|[ |
Race - Race - ]

n Search

Editing A Patient Record
Patient List Shortcuts - There are four shortcuts for editing a patient's record. Each name on the Patient List has a
check box and two icons to the left that provide shortcuts for editing patient records:
1. Checking the ["] box in the first column for one or more names allows Bulk Actions to be performed.
2. Selecting the clock icon f opens the Tracking sub-tab.
3. Inthe third column there will be either a suitcase if the patient is enroute to their destination, or a
building if they have arrived.
4. Click suitcase for Quick Patient Admit.
5. Click building for Quick Patient Discharge.
6. Move your cursor to the patient’s name and click the name link to open the entire record for editing.

|:| Name Triage Number Gender Age Triage Status Location
DO8567423 F: 18-35 Years Enroute WWATrac Central Healthcare
M 6-18 Years Arrived WATrac Peninsula Health
M 19-35 Years Enroute WaATrac Central Healthcare
F T0+ Years Enroute WATrac Memorial Hospital
M 6-18 Years Arrived WaATrac Memaorial Hospital
M 51-69 Years Triaged WATrac Peninsula Health

Bulk Actions Shortcut - Both patient Greta Lodoff and patient Clark Kenny are enroute to WATrac Central
Healthcare (see screenshot). When they arrive the PT Agency Administrator or PT Agency Staff at the hospital
could:

WATrac Patient Tracking 20
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1. Check the box next to both patients.

2. Inthe Bulk Actions drop-down, select Triage _

Selected Patients. Name Triage Status Location
3. Astatus window will open so both patient ® [ Lodorr Greta  Enroute WiATrac Central Healthcare
statuses can be changed to “arrived” in one F | i Al Arrived WATrac Peninsula Health
4 Zflhsc'zg';us changes are available through bulk £ Koy O S i s
action. See the section Individual Patient =

riage Sekected Patents

Records > Tracking sub-tab for complete
instructions on changing status.
Tracking Shortcut - The clock [Z] icon opens the Tracking sub-tab to edit or update a patient’s status. Complete

instructions for status tracking are in the next section, Individual Patient Records > Tracking sub-tab.

Quick Admit Shortcut
When the patient's status is Triaged or Enroute, there will be a suitcase in the third column.
These steps can be followed if the admit is “now”. Admits will be given a current date and time stamp. If the
admission occurred at another time, use the Tracking sub-tab to admit the patient. See the next section of
Individual Patient Records > Tracking sub-tab.
1. Click the Quick Admit Shortcut (suitcase) icon to open the Update Patient Status (quick admit) window.
2. The Admit To drop-down will show the facility the patient .
was enroute to. Patient Hame Swan, Ophelia
If the facility is correct: Select Save. e [
The patient will be admitted at the current date and time. AGmitTo | waTrac Wemori Hospial [=]
5. If the facility has changed: Select the correct facility from
the drop-down.
6. Select Save.
The patient will be admitted at the current date and time.
8. If the correct facility is not in the drop-down, refer to the section for Adding a New Service.

bw

E Save [x_; Close

N

S

Quick Discharge Shortcut
When the patient's status is “Arrived”, there will be a building in the third column. Do not use this method if the
patient is being transferred to another facility or if the discharge is not occurring at the current time. For
transfers or previous discharges see the section of Individual Patient Records > Tracking sub-tab.

1. Click the icon to open the quick discharge window.

2. Inthe Disposition drop-down, select the appropriate final . e
disposition of the patient on discharge. Triage Status Arrived
3. Select Save. Disposition | _ pisposiion - =

4. The patient status will be changed to Discharged at the
current date and time.

Individual Patient Records [ = o=
Each patient record has four sub-tabs:

1. Description — Patient demographics.

2. Tracking — Editing and updating patient status.

3. History — A record of who made what changes & when.

4. Survey — Supplementary information gathered for the incident.
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Description Sub-Tab

section, adding a Patient > Add Patient Button.
To make changes to a patient record:

1. From the Patient List click a patient’s name
to open their individual record.

2. Click the Edit button.

3. Available Triage Levels are Morgue,
Immediate, Delayed, or Minor.

4. Checking the Additional Information box
opens an expanded patient form containing
fields for:

e Address information

e Other Contact Information

e |dentification (height, weight, race,
etc.)

o Medical Information (chief complaint,
blood type, DNR, etc.)

e Notifications (hospital notified, family
contacted, etc.)

5. Click Save when finished editing

6. Select Cancel to close editing without
saving changes

Note: If you leave the Additional Information box
checked, the expanded form will remain open for

all users when they next view the record.

To return to the Patients List, click the Patients tab.

WATrac Patient Tracking

Butler, Patrick
Triage Number : 00189

c WATrac

Your permission group will determine your level of access in the Description sub-tab. The Description sub-tab
provides access to edit patient demographic information. Field definitions for this screen can be found in the

Edit Patient Information

|Descripti0i| Tracking | History | Survey |

E Save Patient

Details
Triage Number
Triage Status
Medical Record Number
First Name
Middle Name
Last Name
Alias/A.K.A.
Identity Confirmed
Date of Birth
Age
Age Units
Approximate Age
Gender

Patient Created By

Comments

Photos
Photo

E Save and New

n Delete

00189

Delayed ||

Patrick

Butler

@ves O No

HH
Wears ‘i]
51-69 Years [v]
M [v]

Barbara Andrews

Mo Photo

] Show Additional Information

Lo | oot [RRR st | oo

[E| Cancel

Browse...

22



; S\WATrac

The Tracking sub-tab is the location for editing and updating where a patient is, where they are going, and how
they will get there. The status updates are displayed on the Patient List and on the Tracking sub-tab.
Status tracking options are:
* Arrived — Patient has arrived at an agency location.
* Discharged — Patient has been discharged from the agency and is no longer being tracked in the incident.
*  Enroute — Patient is physically moving from one location to another.
* Transfer — Patient is currently at a stationary location but is scheduled to move to another location.
* Triage — Patient is at a triage site.

Tracking History

(oo | s [ s rns | rcron | o
Description History | Survey

Tracking History

Time From Status Type Service To Audit Aclions

4 Fri03/09/2012 11:11 WATrac Memorial Hospital Arrived EMS WATrac County EMS WATrac Central Healthcare g} a
] Thu 03/08/2012 13:17 WATrac Memorial Hospital Transfer EMS WATrac County EMS WATrac Central Healthcare g)
Tue 02/28/2012 16:09 Triage Transfer EMS WATrac County EMS WATrac Memeorial Hospital g}
[ Wed 02/01/2012 16:55 Arrived Self Transport Triage g} a

Add Status E Back To Patients

Three ways to View a Patient’s Tacking Status

1.

2. The screen will open to the Tracking sub-tab.

On the Patient List, click the ! icon to the left of the patient’s name.

3. Point to the Audit icon & to see when the status was created or modified and by whom.

Editing a Tracking History Record
1.

To change the information in an existing status record, click the pencil icon " to the left of the entry.

2. The Edit Tracking Event window will open with the current status information displayed. Make changes
as necessary.
3. Click save or Click Close to exit without saving.

Adding a New Tracking Status Record

Edit Tracking Event

Event Status  Aprived ﬂ
=

- Start Sub-Location -

Start Location - Fitter -

Start Sub-Location

Transport Type | EMS

[v]
Service  WwWATrac Fire and Rescue
[¥]

- End Sub-Location -

End Locafion . Fitter -
End Sub-Location

Event Date 08/20/2014
Event Time  11:09

Format HH:mm (24-Hour Format)

5] save

Event Status

~

Discharged

[+]

o

[v] Start Location
Start Sub-Location
Transport Type
Service

End Location
Event Date

Event Time

[x] Close [ seve

- Fitler [w]
- Start Sub-Location -
- Transport Type -

- All Services -

(hd |

]

|

|

- Filler -

v F - All Locations -

|

03192015

=

15:00

Forme

% Close

1. The New Tracking Event window will open with the current location of the patient displayed.

WATrac Patient Tracking
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2. From the Patients tab, Tracking sub-tab, select  [gada siats
3. Select the correct Event Status (Arrived, Discharged, Enroute, Transfer, or Triage).
4. If the status is “Discharged”, an additional Discharge Disposition drop-down will be added to the window.
5. Fillin all fields to indicate:
e  Where the patient originated.
e  Where are they going.
e How they will get there.
e Be sure the correct time is entered.
6. Click Save.

The new status will be added to the Tracking History on the Tracking sub-tab and to the Patient List. Click Close to

stop without saving the record.

History
The History tab allows users with administrative permission to track changes that have been made to the

incident. Within this tab changes that have been made as well as who made them and when can be viewed.

TR —

WATrac Patient Tracking Demo - History

Covrien | ootacrs | patens | sewen s | coeton [

A B c D E F G H J K L M N Q P Q R S T u v w X N z Im
@ search [c0] - History Record Types -[v | @D

User = Change Date Access Record

Celeste Winther 05/12/2016 10:07 AM &

Barbara Andrews 05/12/2016 10:06 AM &

Agency Staff 05/04/2016 2:08 PM =

ESF8 Alerting 05/04/2016 1:58 PM =

Celeste Winther 05/04/2016 11:53 AM (g

Records 51-60 of 392 | First | Previous | Next | Last | Page [CMEYA| | Per Page RI ﬂl

Closing A Patient Tracking Incident

Once an incident is over, it needs to be deactivated in WATrac. To deactivate an incident:
1. On the Overview page, click the Edit button.
2. Click the No radio button next to Active.
3. Click the Save button.

WATrac Patient Tracking
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Repors

Incidents

PR e | s | i |

Al S

1] Akl Agercy

Tite

Deacriptian
Humber of Panienis
Typa

Aictren

Practice Dvill
Incidant Crealed Oy
Siart Tima

Erd Time

= T

*Title WATrac Patient Tracking Demo

Description

Location

WATr: Falend Tracking Dems

Labiaes Ardi ey
Wedl LS G000

Address |

City

State:

Postal Code
Active

*Incident Type

Practice Drill
Start Date

Start Time

End Date

End Time

Survey

E Save u Delete

Washington

ves (O No
MC

oy Friday March 20 7005

An incident that is an event thaf allows everyone who has access to the incident to see all patienfs in the event

ves (O No
outaots | [
03:00

HH:mm (24-Hour Formet)

HH:mm (24-Hour Forme)

- Survey -

EI Back

WATrac Patient Tracking

25



;“WATrac

cSWATrac

Cheat Sheets



Building on the Regional Model
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cSWATrac Cheat Sheet

NORTHWEST HEALTHCARE

RESPONSE
NETWORK

AR
(@

Updating Staffed Beds & ED Status

The Agency Summary page should have four features: (A) Current Status, (B)
Bed Information, (C) Alerts in the past 24 hours, (D) Alerts. Each of these
features are known as widgets and can be turned on/off using the Widget
Preferences on the top right side of your screen.

B Current 5tatus B Bed Iinformation

BLS Open -ALS Open
Az of 04:13 PM on 0207 for 2,683:01 of 0:02

Bed Type | Bed Count | Contact

B view Status Raport Staffed Available Bads - Padiatric

Level 1 - Well Mewborn Mursery 30 (m=x30) (| Mone R

Level 2 - Special Cars Nursary 20 (max20)| Meone R

Thera wenz no alens in the past 24 hours. Level 4 - Regional NICU 16 |{max15)| | None v

Pediatric IGU 8 {max 25) | | Ely. Brian (Brii

Critical Event E: Psych - Auslable Inpstient Siaffed i (max 10| | Nane ~
sDtI;i:: :th:ﬁnlf::nﬁ g;::t;; I;?Iumes, itis eritical to update bads and ED Staffed Available Bads

CRITICAL EVENT NOTIFICATION: Due to high adutt & pedistric volumes, i i Aduttlcy 3| {max100) | | Ely Srian Brii v

critical that facilities update all bed types and ED status, at mimimum twice daily! Adult MediSurgical 3 (max 100) | | Ety. Srian (Brii v

Update: Update dus te change in Pediatric surge and Adult Surge g;; Peyeh - Auzilable Inpatient Siafi=d {mzx 25} | | Ely, Brian (Brii

Awrborne Infection Isolation Room (AIIR) | |2 {max 30} | | Ely. Brian (Brii v

! ED Mow [ {max 80) [ Ehy, Brian (Brii W

Updated 3, Hara \.‘.r“— chel -0 Inpatient Dizlysis {max 15} | | None o

OR within 60 minwes 4 {max 20} [ MNone A

Sk Progressive Cars 25 |{max25) || None W

n Acknowlsdgs

I G e

PLEASE NOTE: Agencies should update their Current Status and Bed Information at a
minimum twice a day. When an agency updates a status, reasons and comments will
need to entered again. Updating the Status adds a current date and time stamp that

displays on the Availability Status. This indicates to all viewers that the information is
up-to-date and accurate.

Current Staffed Bed Availability

Updating Staffed Beds — 2 methods:

e To update one bed type, click on the blue name of the bed, enter the number of
available staffed beds, and select Save.

e To update all bed types at once, click the Update All. Enter the number of
available staffed beds for each bed type and select Save All.

+| Back

Current Status

Updating Agency Status (ED Diversion)

1. Click the Update Status button in the Current Status
widget.

2. Click the down arrow button in the right corner to open a drop-down list
of status choices — click on the appropriate status.

3. Click the Save button — a pop-up window will open for you to enter your
username and password.

4. You can select a Reason from the
system built in options if they apply.

5. A Comment can be added for any
status — Comments provide useful
information to healthcare partners (e.g.
outages, road closures, construction,
etc.).

6. Click Submit to save your changes. A
new date and time stamp will be
displayed letting healthcare partners
know how up-to-date the information is for your facility.

Alerts and Alerts in the past 24 hours

Alerts are used to send informational notifications using the WATrac system.
Alerts can be sent based on permission level, region, agency type, and by
individual user. There are three (3) alert levels: Gray - Critical Event Notification
(Informational), Yellow - Incident Advisory (Mid Level Alert), and Red -
Emergency Alert (Highest Level Alert). Yellow and Red alerts are considered
action alerts and will include a requested action needing to be taken by users
(Ex - requesting hospitals to update beds). Alerts will continue to run until they
are deactivated. Depending on the alert level, users might be notified of an
alert being deactivated.

@ https:
@ watrac.org/Locator/PasswordPopup.cfm?id=0623294E-... O~

.watrac.org/Loc: pUP.. — o X

Please enter your username and password below.

Username: first.las{

Password:
Diversion Reason: [CT Down v|

Comments:
(optional)

CT will be down until 1608 on
3/31.

4

[ submit | [ cancel

Alerts in the past 24 hours widget will show the most recent alerts that have
been sent in the last 24 hours. This is helpful if multiple alerts are running at
the same time.

For Questions and Assistance: watrac@nwhrn.org

Revised: February 2026
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Availability Status ]

Availability Status provides an overview status of healthcare agencies in Wash- Change Layout

ington. This would include : Agency Status for patient care, Bed Availability, There are two layouts: tile and list. To change layouts, click on the two
Boarders within hospitals and MCl reported space by Triage Color during activa- icons found on the left side of the module page.

tions. To get to Availability Status, log on to WATrac and click on the Availability

NORTHWEST HEALTHCARE

status Modle: "WATrac el et

c"WATrac

Name OW many rows are in
tile when creating a view.

4~ Northwes. '‘ealthcare Response Network (NWHRN) ~ Cascade Valley Hospital
Diversion Reason
as A =
11 v View | Hospitals Statewide ~

Diversion Comments

£3 Northwest Healthcare Response Network (NWHRN) ~

Diversion Updated

BLS O 01/31/2026 18:55
Region 1  Island Health = Beds Last Modified On

02/02/2026 04:40

¢’ View| Hospitas Statewide ~

ED Now
MultiCare
Overlake 0

Emergency
Feroed

Lynnwood

Diversion Diversion List Layout: Information is presented in a

Region v Name Diversion o con  Comments e i e grid. All columns selected will appear.

at present

Medical Center

o , _ . . ) Make Updates to your Agency Availability Status
Upon initial log in, you will see a “Hospitals Statewide” default view. Each user

may use any of the system built views available or they have the ability to cre- Updates can be made by an agency on the Availability Status view.
ate their own view.

An agency
. View | Hospitals Statewide ~ Update Diversion Status can

To change system views, select
the down arrow next to the BLS Open - ALS Open update
name of the view. - System Views - Status and

) Behavioral Health-Statewide Available
This will open a menu to list Deer Park Servicing Hospitals Beds by
the different system built views DMCC MCI View .
for your use. Enumclaw Fire View selectlng each

l Fire EMS View / JBLM item needing tpdate Ecd
S.Ome views are SimpliﬁEd for - Fire EMS View / Reaion 1 to be Updated. Bed Type Bed Count Contact
Fire/EMS and some are more ED Now 7 |max13) [None ]
detailed such as the Hospitals by Region.

For Questions and Assistance: watrac@nwhrn.org. Revised: February 2026
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Creating a Custom Availability Status

Click the Availability Status in the navigation bar. Then select Settings. Click New and
give the view a new name. Now configure the view:

Select what Filters you want your data to show. (Type, Region, Diversion, Distance)

Name Available Selected
Distance a Type a
>> | Diversion
Region

Select the Column headers. Select a header, use single right arrow to move to
Selected box. Then put headers in the order by using the Up and Down buttons to
move order of desired view.

Name Available Selected
Agency Number a Region a
Bed - ACF Adult ICU . >> | Name ‘
Bed - ACF Adult Mec Diversion
Bed - ACF Peds ICL > Diversion Reason up
Bed - ACF Peds Me: Diversion Comment:
Bed - Assisted Livin¢ < Diversion Updated down
Bed - Forensic Psyc Beds Last Modified ¢
Bed - Geriatric Psyc << | Bed-ED Now

Bed - Inpatient Dialy ¥ Bed - OR within 60 r ¥

Display
Default View: Make this your default view (Yes or No)

Layout: Set to Tile or List View
(see below in layouts for notes Layout | List v
on differences).

SortOrder 1 | Region v
Sort Order: Put the infor- DEC
mation in order by Sort Order 1 SaitOrder2| | Name v
& Sort Order 2 (Good setting is ASC v
Region (Sort Order 1); Name Tile Row Count 8
(Sort Order 2). Also select the Refresh Time (Seconds) %

order by selecting ascending or
descending.

Minimum refresh time is 60 seconds.

Tile Row Count: Set the number of rows visible in the tile layout. (Max is 8)

Refresh Time (Seconds): Enter 60 (number of seconds until the view refreshes to
display updates. Minimum is 60 seconds.

Criteria: Use the arrows to move values to the Selected boxes for each set of
criteria to determine which information appears in your Availability Status view.
Only the columns in the Selected box will be visible on your view. (Example: Re-
gion #, Agency Name, Agency Type, Bed Type, Diversion Status, Diversion Com-
ments, etc.)

Regions (11/15)

Name Available Selected
*Demo a Region 9 ES
Cross-County/Regio >> Region 6
Outside WA State H ID - Nez Perce (Reg
State/Federal Agenc > Region 4
ID - Kootenai (Regio
< Region 8
Region 2
<< | Region 1
V, Region 3 v

Agencies (0/1218)

Name Available Selected

Adventist Medical C' a a
Aegis Gardens New . >>

Aegis Living Assister

Aegis Living Bellevu >

Aegis Living Bellevu

Aegis Living Callan | <

Aegis Living Issaquz

Aegis Living Kent <<

Aegis Living Kirklanc w v

Agency Types (2/24)

Selected

Hospital a
Standalone ED

Name Available
Corrections Medical a
Dialysis Provider >>
Emergency Manage

Click Submit to save the view

Submit «| Back

For Questions and Assistance: watrac@nwhrn.org.

Revised: February 2026
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Acknowledging WATrac System Alerts

Before you begin:

To receive WATrac System Alerts, your account must have alerts preferences
setup in your account. These should have been turned on for you during the
account setup process.

Receiving an Alert Notification

To be able to acknowledge an alert, you need to allow pop-up windows from
WATrac by disabling the pop-up blocker in your web browser settings.
If you are already logged in, skip to step 3. Otherwise, follow the full

instructions shown below.
- WATrac

Listed below are all alerts and diversions that are requesting an acknowledgment from you. Please click on the icon under the
Acknowledge column to acknowledge each notification individually. To bypass this screen and go directly to WATrac, click on
the link at the bottom of this page. Note: Doing this will present you with one pop-up per notification upon entering WATrac.

Unacknowledged Alerts
[WeriType — [Dwscripton | DateOiAlert____| Acknowleage

Test Alert This is a training alert. t was created to demonstrate 06/19/2015 11:14:29
how to acknowledge an alert sent to you by WATrac

Continue To WATrac

e Login to WATrac.

« Click on the Acknowledge icon to the right of the message you are
responding to.

« Review the Alert Description for any actions requested and note if there is
an attachment with the alert.

 Enter your Username and Password in the pop-up & click Acknowledge.

Emergency - Test Alert

El Test Alert - Developed for WATrac Training

User 1D | regional. admin | *

Password: | ssssnses

Acknowledge

* Required Figld

Alerts Require a Response

Some alerts may require an action more than just acknowledging. For
example, hospitals, or other groups tracking beds, may be asked for bed
count information to assist with an MCI or Surge.

Login to WATrac and click on the Acknowledge icon that appears on your
screen. Answer any questions and/or enter MCI Capacity (these appear in
pop-up windows for Red and Yellow Alerts like shown below).

A Emerpency At

*"'THI% |5 AN EXERCISE™™ - Harborvers DMCC has sctiveied 1o support the Nabionsl Disaaier Medical

Sywilem [HDBE) “THIS 15 AN EXERCISE™"

MCI Patient Capacity

o Green — patient with
minor injuries, walking
wounded.

« Yellow - patients who

are significantly injured

but can wait for delayed

care.

Red — patient most

critically injured and

determine to need

immediate care.

Black — patient is

deceased or expectant

(expected to not make it

based on injuries). It can

also be used for triage

systems using

“Striped or Gray”.

Teady bo recesve patents. NiVHR

e perwita Seppor for e DMCT and s
Traciong Maduls Plasie redoh bul 1 s NVHRN Dety Oficer for sssitance Thaak you =TS 1S AN
EXERCISE

el O QRO0000 0 1814
Iagued By Kara Weliral

B Alert Rapor

T

Uiirama Kirs Walchs

F R D ey

Enter your username and password in the pop-up box and click
Acknowledge and Update MCI Capacity/Beds as appropriate. or
Acknowledge Only (if you are not the person updating the MCl Capacity
Information).

That’s it...The Alert has been Acknowledged!!

For Questions and Assistance: watrac@nwhrn.org.

Revised: April 2026
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Anatomy of an Alert Banner

Active alert banners are displayed above the navigation bar on all WATrac
pages.

OBo&Y

QJ: . Test Alert - Test Alert - Developed for WATrac Training
@ This is a training alert
)It was created to demonstrate how to acknowledge an alert sent to you by WATrac

09 ssued. 06192015 05 4 by Babars oiows @~ ————__ 5 U2 |

Referring to the screenshot above, alert banners contain the following
information:
1. Type of Alert and Name of the alert.
2. Alert message or description.
3. When the alert was issued and by whom. Update information will also
be shown here.
4. Click on the icons from left to right to view:
e Alertreport
* Location map
* Patient Tracking incident
e Attachments, pictures, documents
* Number of active alerts. Click the left or right arrow to view each alert
5. Click on the banner icon, shown above, to open the report.

Anatomy of an Alert Report

The report is divided into several sections. The top section contains the basic
information about the alert—who created the alert, when, and the full
content of the alert message.

= DOH Bed and Status Update Exercise - DRILL - Please update beds and agency status within 2 hours

Page last refreshed on 0472472015 14:50
Alert Author Robert Scheel of (WADOH PHEPR Staff WADOH Responders)
b Status Completed
Created 011472015 19:45
Updated 01/1472015 23:45 by Rober Scheel

Description This is a test by the Washington State Department of Health to monitor the ability of Washington hospitals to quickly respond with bed and status information
in the event of an actual disaster. Piease log into WATrac and update your cumrent stafed bed availability and cusrent status within 2 hours, even if you
updated earfier loday

The History section displays the full content of the original alert as well as all
updates. Each update will have a separate entry in this section.

Map - click this link to open a map that graphically displays who the alert
was sent to and if they have acknowledged the alert or not.

Notifications - this link provides a list of all users notified, method of
notification, and the status of the acknowledgments

Alert Title DRILL: Update beds and agency status within 6 hours of receiving this alert
Message Completed
Date/Time and User 04/21/2015 13:01 by Fairbanks, Cory

Description This is an Agency Status and Bed Availability Updating DRILL. Please login fo VWATrac, acknowledge this alert, and

Map Notifications update your agency status and bed availability within the next 6 hours.

The File Attachments section provides additional access to attachments
and information about the size and who uploaded it.
The Acknowledgments section has three parts.

Agency Acknowledgments - shows all agencies that were sent the alert and
the status of their acknowledgment The -- indicates the alert has not yet
been acknowledged.

File Attachmenis

Files Size Date Created Uploaded by

@ Cheat Sheet - Updating Your Acct for Drills Mar 2015b_pdf 434,652 Kb Barbara Andrews

Role Acknowledgments - displays roles that were notified. Each role lists
the user notified and if they have acknowledged the alert.

User Acknowledgments - displays all users that were individually notified
and the status of their acknowledgment

Agency Acknowledgements

Agency Date/Time Acknowledged
WWATrac Memorial Hospital -

Role Acknowledgements

Test Role Date/Time Acknowledged
Andrews, Barbara

Individually Added Uzers' Acknowledgements

06/19/2015 09:14

Name Date/Time Acknowledged
Specialist, WATrac

User Description
06/19/2015 09:21 -

Administrator, Regional 06/19/2015 09:59 -

For Questions and Assistance: watrac@nwhrn.org.

Revised: January 2026
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Adding a Patient to an Incident

The following sections describe the four ways
to add a patient to an incident:

Depending on your permission group, you may have access to additional functions: e Patient tab with “add patient” button
e Import template

e Barcode scanner

e Quick Patient Entry tab

Add Patient Button

From the Patients tab, click
Add Patient 1

CHEAT SHEET

cSWATrac

A patient’s triage status, triage number, name, gender, age, current location and the date and
time of the last status update are shown on the Patient List.

e Import Patients, to add patients using a template.
e Add Patient, to create a new patient record using a form.
o Bulk Actions, for triaging groups of patients together.

Incidents Refresh | & | | [l |{ Triage Number Search

WATrac Patient Tracking Demo - Patient List

= e [

Loaded 04/14/2015 4:10 PM Auto Refres - \

Add Patient

G import Patients Enter available patient information— the

A B [ D E F G H I J K L M H o P Q R 5 T u W w X Y z Il
@ | search \ 1 ) @ ED - Gender-[v| - Age - (v | | -Triage Level - v | - Triage Status - [v]| - Locations - v @O aED 4 recommendEd minimum data IS:
p— 3 ¢ Unique identifier /Triage # (required)
Name Triage Number Gender Age Triage Status Location H
o ¢ é g g Status Updated e Triage status/color
[l Goble, Gary M 70+ Years Arrived WATrac Peninsula Health  Fri 12/05/2014 10:15 . A
__ : : - e Name (if available)
O Foster Frances F 0-5 Years Arrived g:m:rnnew Medical Wed 08/20/2014 11:12
_ . - e Age (approximate)
O Gonzales, Martha 00166 F 51-69 Years Arrived MHS - Good Samaritan Wed 08/20/2014 11:08
Hospital
00129 M 5169 Y Arrived Harborview Medical Wed 08/20/2014 11:07 * Gender
D Buﬂar, Patrick B gars TV arooniew Medical = !
Center D t & t|
[}
O 00151 M 19-35 Years Harborview Medical Wed 08/20/2014 10:53 ate me
Brooks, Jason Center
; — ] e Current location/destination
[l Peterson, Edward 00140 M 51-69 Years Arrived Swedish - First Hill Wed 08/20/2014 10:50 /

Check the Show Additional Information
box to open an expanded form containing

- Bulk Actions - v

Records 110 0f 26 | First | Previous | Next | Last | Page | Per Page 2.

Search for a patient using one of the following methods. Refer to the screenshot above.
1. Type a few letters of the first or last name in the search box and click Go.

additional information fields.

) ) . . Add Pati h
2. From the alphabet at the top, select the first letter of the last name to filter the list. 3 dd Patient adds the record and returns to
. . . the Patient List, Add and New to add
3. Select from drop-down boxes to filter by Gender, Age, Triage Level, Triage Status, or & Fatient List, or use andNewtoa
. the current record and open a blank form
Location. )
Click Clear to remove the filters. to enter another patient,
4. Select Cancel to return to the Patient List

5. Click a column header to sort the data in ascending /descending order.

Open a patient’s record by clicking on the name.

without saving the information.

For Questions and Assistance: watrac@nwhrn.org

Revised: April 2026
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Import Patients Template

On the Patients tab, click ~[Ci 'mport Patients

Click the hyperlink located in #1 to download the import template.

Fill out the template using one row per patient— Do not use commas
and do not change the order of the columns or column names.

For the Triage Number use the Unique Identifier.

5. For Triage Level use "Red," "Green," "Yellow,” or "Black;" or
“Immediate," "Delayed," "Minor," or "Morgue".

For the Date of Birth use the format mm/dd/yyyy.

Please use "Male", "Female", "M", "F", or "N/A" for the Gender field.
When finished, save the file to a location that you can easily find.

¢ The file must be saved in the .csv format to be uploaded.

e Prompt: Do you want to keep using that format? select Yes. This step
saves your additions.

e Prompt: Want to save your changes to ‘filename.csv’? select Don’t
Save. This refers to any formatting changes you made.

9. In WATrac, click the Browse button to locate the saved file.
10. Click Import Patients to add the new patient records to the Incident.

Barcode Scanner

In the upper right corner of each Incident tab there is a field for entering
barcoded unique identifiers.

1. Clickin text field to activate cursor on the scan box & enter the unique

identifiers.

ki | G0

2. Click on the barcode icon to search for the number.

3. If the number has been entered, you will be taken to that patient record.

QPE - Quick Patient Entry

The QPE tab is a quick patient entry form allowing entry of information for
several patients at one time.

Click the QPE/Log tab— At the top of the page is the Patient Entry form &
the Patient Log for editing is at the bottom.

Manage Columns
Customize QPE columns to meet your agencies requirements for data entry:
1. Click Manage QPE Columns to open the popup slush box.

2. To add a column, highlight name on left, select the right arrow to move
the column to the right side. Reverse the process to remove columns.

[Tl  Configurations

WATrac Patient Tracking Demo - QPE/Log

[ overien | oo [ Paters | oot [T (5) )

[G] save QPE Preference

Refresh © il Triage Number Search @

[ Manage GPE Columns

Please select the columns you would like to view.

Pick Columns Available

[G] save Patients

Reset to Default

Copy Columns From LOG [ copy Columns From LOG

Freeze First Column []

5] save @ x| Close

. Click column headers and drag them to change the column order.
5. Click Save QPE Preferences.

3. Click Save to save columns.

Using the QPE Form
1. Double click in a field and begin entering data.

2. Tab to the next field. Begin entering information; if available a
dropdown will become visible. Or, double click to open a dropdown.
3. Click Save Patients to add all records.

For Questions and Assistance: support@watrac.org

Revised: April 2026
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Conducting Patient Searches

To see a list of Patients click on the Patients tab

Q) ° (G0 -Gender- v - Age- v  -Triage Level- ¥ - Status - ¥ | - Location - v @ 21
Name Triage Number Gender Age Tracking Status Location Status Updated «
I 70+ Years Northwestern Hospital - Wed 04/17/2019 at 07:40
I - 70+ Years Enroute *Pagel Hospital Wed 04/17/2019 at 07:34
M 70+ Years Enroute *Pagel Hospital Wed 04/17/2019 at 07:24
21 L Lynch, David F 70+ Years Enroute Invalid End Location (Drop-In) Wed 04/17/2019 at 06:50
[ :\: ‘: Evanston E M 36-50 Years Northwestern Hospital - Wed 04/17/2019 at 06:47
.-J LJ Unicorn, Charlie F

[ - Buk Actions - v Records 160f 6 | First | Previous | Next | Last | PerPage |EJIEd

Searching for patients by clicking on any of the column headers to sort the list of patients in ascending or descending order based on the data in

that column.

1) Alphabetic filter; sort by first letter of the patient’s last name.

2) Sort patients by Gender, Age, Triage Level, Triage Status, or Location.

3) Type in a few letters of the patients first or last name in the search box and click GO

4) A patient search can be conducted using the Triage Number Search in the upper right corner of the screen. Enter the triage number and
click GO. (The scanner bar feature does not function).

Refresh &

i Tr’iagomber Search @

For Questions and Assistance: watrac@nwhrn.org. Revised: April 2026
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Search Patients Tab

The Search Patients tab is where you can search for patients spe-
cifically for family reunification. This tab only displays as much in-
formation as needed to help reunite families. Sounds Like: allows a
misspelled name and finds patients with a name similar to what
was searched.

Incidents Configurations

Patient Tracking Training 2026 - Search Patients

m Dashboard Search Patients [elg =K1 ]

All fields marked with a [red] * are required.

First Name (Sounds Like)
Last Name (Sounds Like)
Date of Birth i

Approximate Age - Approximate Age - Vv
Gender - Gender- v

Race -Race- v

n Search

For Questions and Assistance: watrac@nwhrn.org.

Revised: April 2026
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Creating a New Room

Add a Room
e Select Command Center in the System Navigation Bar.
e Click the Add Room button on the upper right side of the screen.

e Complete all required fields; marked with a red asterisk (*).

¢ Name: All rooms require a name . The name should tell users the intent
for the room (e.g. Region 9 Ebola Drill).

Add Room

“Name || |
Description
“Conference . Conference - v

Start Date (3/12/2015 .':'.1}

EndDate 04/12/2015 | |5

Active @) ves () No

g'._." Back

E Save

Description: A Description further explains what the room will be used for
(e.g. for healthcare communication during May regional exercise).

Conference: A conference is a way to group rooms together. In WATrac,
rooms are grouped by Region.

Start/End Date: Start and end dates can be set to any day you prefer. The
default is to start the day the room is created and end in 30 days.

Inviting Members

e Select the Users tab at the top of the page.

e Click the Add Users button in the upper right corner.

e The Search User(s) pop-up will open.

e Tolocate the correct users enter a few letters of the persons name

into the name field or use the filters to narrow your search by Re-

gion, Agencies, Permission Groups, and Roles.

e Once filters are selected click Search at the bottom of the page.

e Check the box next to the people you would like to add.

e The Search Users box will reappear to make additional selections.

Repeat the search until all users are invited.

e Click Close when done.

Search User(s)

Name Q

Regions

*Demo

Cross-County/Regional Agencies
Region 1

Region 2

Region 3

Region 4

Region 5

Region 6
Permission Groups

-ALL -

ImageTrend Administrator
ImageTrend Test Group

System Administrator

Inventory Access Only

WATrac Regional Administrator
ESF-8 Responder + Alerting
Healthcare Network Coordinator
ESF-8 Responders

n Search

Agencies:

A Advanced Health Care A

Advanced Life Systems
Aegis on Madison
Affinity Healthcare
Airlift Northwest
Alaska Gardens Health & Rehab
American Medical Response
AMR Spokane
Roles:

ImageTrend Staff A
Puget Sound FCC

R1 Healthcare Coalition

R1 Hospitals

R2 Agency Coordinator

R2 Emergency Management

R2 Healthcare Coalition v
R2 Hospital Emergency Managers

x| Close

For Questions and Assistance: watrac@nwhrn.org
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Notifying Invited Users

e Select the Users tab.
e Check the box next to the users to be notified.
e Click on the arrow in the Bulk Actions drop-down.

e Click Notify Selected Users. A message will be sent to the individuals by
the method/s in their notification preferences.

[=] Name * Notified User Room Permissions

D Administrater, Regional NIA Group Settings (Add Rooms + Read Conferences)
Coordinator, Agency NIA Group Settings (Add Rooms + Read Conferences)

|:| Specialist, WATrac No Bulletin Board Admin {4dd Rooms + Read Conferences)
Staff, Agency NIA Group Setlings (Read Rooms + Read Conferences)

|ﬂ Records 1-7 of 7 | First | Previous | Mext | Last | PerPage RUNER]
Things to Know About Notifying Users

e Notifications are sent immediately. If the room is not going to be active
for hours or days you may want to send an email instead of notifying
with WATrac.

e The notification message cannot be edited. The notification is a basic
invitation containing the room name and how to navigate to the room.

In the Notified column of the Users tab:

e N/A - the user does not have notification preference set; they will not
receive a message.
¢ No - user not yet notified.

e Yes- message sent.

Setting Room Permissions

In each Command Center room permissions can be set for users independ-
ent of their WATrac permission. Users are initially given full permission,
called Group Settings. If you want to limit who can post to the Bulletin
Board, participate in chat, etc. you can do that in the Users tab Bulk Ac-
tions. See screenshot on the left.

To Modify Room Permissions:

e Inthe Room Users list, check the box next to the name of each user
you are modifying.

e Select Modify Permissions in the Bulk Actions drop-down.

e Select the correct permission group and click Modify.

e Repeat for each permission group to be modified.

Modify User Room Permissions.

User Room Permissions @ Group Settings
Bulletin Board Admin
Chat Participant
Bulletin Board Viewer

Note : Permission changes in the foom does not affect the user's permissions o resources, notes, users,
conferences.

Group Settings
Inherit group permissions.
Bulletin Board Admin
View/AJWEdiURemove Bulletin Board, View Room User List, View Chat History, View Bulletin Board
History, Able to Chat
Inherit Group Permissions for Room Notes, Resource History and User List
Chat Participant
View Chat History, View Room User List, View Bulletin History, Able to Chat
Inherit Group Permissions for Room Notes, Resource History and User List
Bulletin Board Viewer
View Bulletin Board, View Room User List, View Bulletin History
Inherit Group Permissions for Room Notes, Resource History and User List

Modity

x| Close

Revoking Access

If a person does not need to access a room but has been added as a user,
you can revoke their access from the Users tab.

e Check the boxes next to the names of the users to be revoked.

e Select Revoke Access from Selected People in Bulk Action dropdown.

e The user(s) will be deleted from the room.

For Questions and Assistance: support@watrac.org
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Command Center allows on-line secure communication between individu-
als at multiple locations. Real-time instant messaging and document shar-
ing provides a tool to help coordinate resources. Group chat in Command

Joining a Chat Room

Center is permanently archived in the WATrac database.
Participants will receive an invitation to join a newly created or existing
chat room.
e Click Command Center in the System Navigation Bar. The Room list page
will open displaying the rooms you have been invited to.

e Select the conversation

you would like to join by Risoees
click Join Chat.
e The Command Center
room will open Q] oD
(foom |
Name ¥ D¢
D Join Chat n View Bulletin D View History %h;;“:gcm

Personalize Your Chat Room

Column Count

e Click the down arrow next to Column Count to choose the number of
columns you would like to use and click Change.

e The page will immediately change to reflect the number of columns you
choose. For monitors three is a good choice. For tablets or smartphones

one column will provide better viewing.

e Click Save.

Column Count 1v

n Change

Widgets
Widgets are boxes with a dark blue title bar that can move and expand and
collapse to personalize your Chat Room.

Click and Drag to Move Widgets

1.Click the title of a widget and hold the mouse button down.
2.Use your mouse to drag it to the location where you would like it.
3.Press Save.

Expand/Collapse Widgets
Click the +/- button on the left side of the widget’s title bar to expand or
collapse the widget.

Configure the Settings for the Chat Widget
In Settings you can adjust the text and color for the Chat widget.

How to Send a Chat Message

Sending a Chat Message is

Chat Room Trainin
. similar to sending a text mes-

** File WSB deleted from Room Resources. #  sage on your phone. Type

- your message in the text box
at the bottom of the Chat

widget. Then click Send or

Kara Welchel X
good morning

ress the Enter key. The sys-
Kara Welchel x . P y y

patient Jennifer Costello, dad Abbott tem will timestamp and main-
Tie, Mar 16 tain the chat for referencing
conversations and documents
added or removed form a

room.

For Questions and Assistance: watrac@nwhrn.org
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Create a Private Chat

To start a private chat with a user logged into the room:
[Busen |

WATrac Specialist

WATrac Mem

e Inthe Users widget, click the Chat icon
to the right of the user’s name with

Avaiable L J

. [of d Center Trai
whom you want to have a Private Chat. | @ o e L
Q
e Type your message in the new text box.
sgency Coordinator — )}

e Click Send or press the Enter key.

To return to the main Chat Room conversation, select the room from the list
on the left side of the Chat widget.

The Bulletin Board

Based on permissions, the bulletin board can be used to “pin” important
information that should be easily visible to room members.

Add a Message to the Bulletin Board

You can add a message to the Bulletin Board by clicking the plus sign in the
upper right corner of the Bulletin Board widget. A new dialog box will open.
Type in your message and Click the Add Bulletin button.

Pin a Chat Message to the Bulletin Board

In the Chat widget, if there is a Push Pin Icon next to the message then you
can click it and pin the message to the Bulletin Board.

Edit a Bulletin Board Message

Click the Edit icon next to the message that you want to edit in the Bulletin
Board. Editing a message will remove the original entry and create a new
one with the updated content. You must enter a reason for the change,
which will be displayed in the Bulletin History tab.

Deleting a Message from the Bulletin Board

Click the Delete icon next to the message to be removed from the Bulletin
Board widget.

Room Resources

Room resources are files that can be uploaded for sharing with room par-
ticipants. Resources become part of the permanent room archive.

Add/Delete a Resource in a Chat Room

e To Add a Resource, click the plus sign in the right corner of the Room
Resources widget.

e Adialog box will open allowing you to browse for the file on your
computer.

e Once you locate the correct file select Add File.

e The file will be added to the room and available for use by the partic-
ipants.

e To Delete a Resource, click the Delete icon next to the resource that
you want to remove. The file will be removed from the Resource list
but will remain in the permanent room archive.

Setting Your Status

When you are in a Command Center room, you can update your status so
other participants know if you are available, away, or busy by clicking the
drop down arrow to the right of your name.

Your current status will be indicated by a colored bar to the left of your
name.

Kara Welchel
Northwest Healthcare Response Network
(NWHRN)

p)

Available v
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