CAS Data Export/CAM TICP Report Modification Instructions
for County EMA Interview Guides (Updated 11/5/10)

CAS Data Export/CAM Report Preparation

CAS Report:  Gateway Report
· Click “Reports” on left-hand menu
· In “Select Specific…” drop-down menu, select “Gateway Report”
· Click “Show by Jurisdiction”
· Select County name
· If there are local Gateways (NOT IPSC - MIRS), select that gateway(s), click “Add” and “Generate Report”
· You can select more than one entry by holding down CTRL and making your selections
· If there is an error message, click “Continue to this report”
· Save as “[Name] County Gateway Report” in html format in the CASM Data Entry\District 6\County folder
· If there are NO local Gateways (just IPSC-MIRS), STOP!  Do not generate a report and make a notation that there were no gateways

CAS Report:  Dispatch Center Report
· Click “Reports” on left-hand menu
· In “Select Specific…” drop-down menu, select “Dispatch Center Report”
· Click “Show by Jurisdiction”
· Select County name
· Only select local Dispatch Centers, and add them to the report:
· Don’t include railroad dispatch (Amtrak, Chessie Rail, Conrail, etc.), statewide dispatch centers (IDHS, IDNR, IDOC, Indiana Capitol Police, INDOT, ISP)
· Add local Dispatch Centers and “Generate Report”
· If there is an error message, click “Continue to this report”
· Save as “[Name] County Dispatch Center Report” in html format in the CASM Data Entry\District 6\County folder

CAS Data Export:  Agencies
· Go to the appropriate District\County folder in Project Beta Folder\2010\CASM Data Entry\ , and open the file named:  “Agencies - County Name - MM-DD-YY”
· Save as “Agencies - [County Name] County - County Interview”
· Press “Ctrl + A” to select/highlight the entire sheet, twice (First “Ctrl + A” will select the populated table, the second will select the whole worksheet)
· Unhide Columns F, G, H (State, County, City) by double-clicking the right-hand border of the Column E column header (or, by highlighting Columns E and I, and then right-clicking to “unhide”)
· Select all data [Ctrl + A], and Sort by County column
· You can sort by clicking the “Data” tab at the top, and then clicking the “Sort” button.
· Select “County” in the “Sort by” field, and make sure box is checked for “My data has headers”
· Delete rows with no County (UNLESS they were local IDOC or ISP facilities in this county)
· Delete State, City, and County columns, as well as all of the Columns to the right of the “Comments” column
· Insert a column to the right of the “Comments” column that is labeled “Notes on Contact”
· Save when completed


CAS Data Export:  Communications Resource Availability Worksheets
· CAS Data Exports (if applicable):  217a VHF Low, 217a VHF High, 217a UHF, 217a 800 MHz
· Click “Show by Jurisdiction”
· Select County name
· DO NOT SELECT rows that aren’t local (IDNR, IDOC, INDOT, ISP, IDHS)
· DO SELECT Integrated Public Safety Commission (IPSC), if listed (will be on 800MHz)
· Add all LOCAL rows to box below (hold CTRL to select multiple rows)
· Save as “217a VHF High (or whatever) - Blackford County - MM-DD-YY”
· Repeat until all worksheets have been exported.

CAM TICP Report:  Shared Systems
· Open CAM tool (Select “Indiana”) – this is the icon on your desktop
· Select “Reports” menu (at the top), select “TICP Report”
· Right-click on list of locations to left, and “Collapse All Nodes”
· Expand State and County you need by clicking plus sign to left until all counties are visible
· Double-click on the County Name you need, and click “View Report” (at the very bottom)
· If it looks OK, “Close” report and click “Save Report” (at the very bottom) as “[County Name] County TICP Report” as an html file in the CASM Data Entry/District 6/ folder for that county
· Open MS Word
· From Word, open TICP Report html file you just created from the file you saved it in
· Select all (CTRL + A) and change font to Calibri
· Save as “[County Name] County TICP Report.docx” as a Word Document

CAS Data Export:  System POCs
· Click on “Data Exports” and select “System POCs”
· Click “Show by Jurisdiction”
· Select County name
· DO NOT SELECT rows that aren’t local (Indiana State Police, IPSC)
· Add all LOCAL rows, if any, to box below (hold CTRL to select multiple rows)
· “Export Data” and select the hyperlink to the file
· Save as “Shared System POCs – [County Name] County - MM-DD-YY” into the appropriate County folder
· If there are only statewide Systems in the export list (e.g., ISP or IPSC), no export is needed

CAS Report:  Radio Cache Report
· Click “Reports” on left-hand menu
· In “Select Specific…” drop-down menu, select “Radio Cache Report”
· Click “Show by Jurisdiction”
· Select County name
· Only select local Radio Caches, and add them to the report:
· Don’t include IPSC-MIRS Cache
· Add local Radio Caches, if any, and “Generate Report”
· If there is an error message, click “Continue to this report”
· Save as “[Name] County Radio Cache Report” in html format in the CASM Data Entry\District 6 County folder
· If there are only statewide Radio Caches in the report (e.g., IPSC), no report is needed



Creating the Interview Guide

Page 1
· Open “Blackford County EMA Interview Guide” file in:
· CASM Data Entry/District 6 – ACTIVE/Blackford County
· Save As with the name of County you’re completing (instead of Blackford in file name)
· Replace “Blackford” with your County name in the Header and in tables down Page 1
· No more data entry needed on this page.

Gateways
· IF there is a local Gateway in the county (see “CAS Report: Gateway Report”)
· Delete Blackford County CASM Gateway Report (until Dispatch Center Header box)
· Open Gateway Report, copy all, and paste into Interview Guide
· Highlight report and change font to Calibri, font size 11
· Change alignment to “Left” for tables (from centered header to centered footer)
· In Gateway Information, after Usage, add “(Day to Day or Emergency Use)”
· In Gateway Information, after Type, add “(Fixed or Mobile)”
· In Equipment Information, after Address, add “(If mobile, where stored when not in use)”
· IF there is NO local Gateway in the county, leave the blank tables and headers to enter any new Gateway information we get at the interview

Dispatch Centers
· IF there is a local Dispatch Center in the county (see “CAS Report: Dispatch Center Report”)
· Delete Blackford County CASM Dispatch Center Reports (until Agency List Header box)
· Open Dispatch Center Report, copy all, and paste into Interview Guide
· Highlight report and change font to Calibri, font size 11
· Change alignment to “Left” for tables (from centered header to centered footer)
· IF there is NO local Dispatch Center in the county, delete answers to all the questions, but leave tables and headers to enter any new Dispatch Center information we get at the interview
· NOTE ON CONTACT INFORMATION:  If there is no table in the Contact Information section, and it simply says, “There are no contacts associated with this dispatch center,” Copy and Paste a blank Contact Information table from the “Contact Information” section of the Gateway Report or Radio Cache Report (whichever one in your guide has a blank table).  This blank table will include POC Type, Name, Job Title, Company, etc., and blanks to be filled in.
· NOTE ON AGENCIES SERVED:  If there is no table in the “Agencies Served by Dispatch Center” section, and it says, “There are no agencies associated with this dispatch center,” Copy and Paste a blank Agencies Served table (there is one on page 9 of the Henry County guide).
· NOTE ON DISPATCH TO DISPATCH CONNECTIVITY:  If there is no table in the “Dispatch to Dispatch Connectivity” section, and it says, “There is no other dispatch center linked with this dispatch center,” Copy and Paste a blank Dispatch to Dispatch table (the Blackford County guide includes a blank table).  When we’re doing interviews, we will note only the dispatch center that is connected to this one – the “Owner” and “Agencies Served” columns will be filled in with data already in CASM. 

Agency List
· Cut Blackford County “Agency List” table from your EMA Interview Guide
· You can CUT by selecting all rows and headers in the table, right click on the highlighted area and select “cut”
· Open file created from CAS Data Export: Agencies (“Agencies - County Name – County Interview”)
· Copy Name, Discipline, Address, Comment, and Notes on Contact columns for all rows with data
· Paste into Interview Guide where old Agency List was
· Highlight all cells EXCEPT headers that are blue and make fill “No Fill”
· You can make it “No Fill” by going to the Paint Bucket icon in the tool bar above [in Paragraph Section], click the drop down arrow, and select ‘No Color’.
· Insert a Page Break after the table, so that “Agencies’ Need to Talk” has a full page.
· Type ‘CTRL + Enter’ or insert it from the INSERT section above in the toolbar

Shared Channels & Talk Groups
· Cut “Communications Availability Resource Worksheets” in Blackford County EMA Interview Guide
· You can CUT by selecting all rows and headers in the table, right click on the highlighted area and select “cut”
· Open your VHF, UHF and 800MHz worksheets created during preparation
· Expand rows with crowded text (can double-click at bottom of row label to left)
· Select all (CTRL + A) and change font color to Black
· Copy and paste tables into Interview Guide where old worksheets were cut

National/Statewide Channels Table
· Cut the table on this page
· Open the appropriate District version of Mark’s table with green highlighting:  “District _ Shared Channels w Highlighting Table” in your district folder (2010/CASM Data Entry/District _)
· Copy the table and Paste it where you cut the previous table

Shared Systems & POCs
· IF there is a local Shared System(s) in the county (see “CAM TICP Report: For 3.1 Shared Systems” table), Cut Blackford County Shared Systems table (leave the table name in the guide) and Paste in the table for your county
· Also, add after the “Type” column header, “(A/D)”
· IF there is NO local Shared System in the county, delete contents of the columns under the header, but leave table and headers to enter any new Shared System information we get at the interview
· Type “System 1” in the first row, though “System 3” to show blank rows for data entry during interview (even if there are one or two shared systems, it would still be good to have some blank rows here to allow for entry during interview)
· For POCs, IF there are local system POCs, cut current table, Copy and Paste table from CAS Data Export:  System POCs
· For POCs, IF there is NO local Shared System POC in the county, delete contents of the columns under the header, but leave table and headers to enter Shared System POC information we get at the interview

Radio Caches
· IF there is a local Radio Cache in the county (see “CAS Report:  Radio Cache Report”):
· Delete Blackford County CASM Radio Cache Report
· Open Radio Cache Report, copy all, and paste into Interview Guide
· Highlight report and change font to Calibri, font size 11
· Change alignment to “Left” for tables (from centered header to centered footer)
· IF there is NO local Radio Cache in the county, delete existing data, leave empty tables and headers to enter any new Radio Cache information we get at the interview


When completed with this document, save it back to the appropriate County Folder on the network drive.  Continue on to the next County EMA Packet.
