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	Introduction
The Site Information (Site Info) section of Exercise Builder should include data about the onsite and offsite emergency responders and their emergency response organizations (EROs) that support your emergency management program’s response.
In Exercise Builder, you can begin an Exercise Plan before entering site information; however, available options in subsequent sections will be enhanced by pre-filling information for you if you complete the Site Info section first.  The Site Info section uses a series of steps to collect the required information.
This practice activity provides an opportunity for you to navigate and add data for a fictitious Energy Research Center site.  You will be entering onsite and offsite ERO data as provided in this training activity.

	Instructions
	You will open Exercise Builder and then enter the following information in the Site Info section Steps SI.2 through SI.12.  


Site Info Section:
SI.2 ─ Site/Facility Emergency Response Organizations (EROs)
	Step
	Instruction

	1.
	Click the Add button.  A Site/Facility Emergency Response Organization (ERO) Worksheet opens.

	2.
	Under Site/Facility Name, enter:  Energy Research Center

	3.
	Under Site/Facility Abbreviation, enter:  ERC

	4.
	Click the Add button.  The Add New Emergency Responder page opens.  Notice the name of the site/facility and abbreviation you entered previously is pre-populated.  
In the Responder Name text field, enter the following responder:  
Energy Research Center Duty Officer

	5.
	Under Abbreviation enter:  ERC-DO

	6.
	Click the OK button.
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	Add another emergency responder following Step 5:  
Energy Research Center Fire Department

	8.
	Under Abbreviation enter:  ERC-FD

	9.
	Click the OK button.

	10.
	Click the Save button to keep the Site/Facility Emergency Response Organization (ERO) Worksheet.  Be sure to name your file.

	11.
	Click the Close button.

	12.
	Click the Next Arrow to go to SI.3.


SI.3 ─ County Emergency Response Organizations (EROs)
	Step
	Instruction

	1.
	Click the Next Arrow to go to SI.4.


SI.4 ─ City Emergency Response Organizations (EROs)
	Step
	Instruction

	1.
	Click the Add button.  A City Emergency Response Organization (ERO) Worksheet opens.

	2.
	Under City Name, enter:  Einsteinville

	3.
	Under City Abbreviation, enter:  Einst

	4.
	Click the Add button.  The Add New Emergency Responder page opens.  Notice the name of the city and abbreviation you entered previously is listed.  Under Responder Name, enter the following responder:  Einsteinville Emergency Medical Services

	5.
	Under Abbreviation, enter:  Einst-EMS

	6.
	Click the OK button.

	7.
	Click the Save button to keep the Einsteinville Emergency Response Organization (ERO) Worksheet.  If you have not done so already, be sure to name your file.

	8.
	Click the Close button.

	9.
	Click the Next Arrow to go to SI.5.


SI.5 ─ Tribal Emergency Response Organizations (EROs)
	Step
	Instruction

	1.
	Let’s see if you can do this yourself.  Add this tribe:  
Shoshone-Bannock Tribal Nation (SBTN)

	2.
	Add this emergency responder:  
Shoshone-Bannock Tribal Nation Governor's Office (SBTN-EOC)

	3.
	If you have not done so already, save and name your tribal file. 

	4.
	Close the ERO Worksheet.

	5.
	Go to SI.6.



SI.6 ─ State Emergency Response Organizations (EROs)
	Step
	Instruction

	1.
	Skip and go to SI.7.


SI.7 ─ Federal Emergency Response Organizations (EROs)
	Step
	Instruction

	1.
	Notice the U.S. Department of Energy (DOE) has been pre-loaded. 

	2.
	Highlight the U.S. Department of Energy (DOE) line and click Edit.
Note the  following responders are pre-loaded:
Department of Energy Watch Office (DOE-WO)
DOE HQ Emergency Management Team (DOE-HQ-EMT)

	3.
	Be sure to save the ERO Worksheet before you close.

	4.
	Go to SI.8.


SI.8 ─ Other Emergency Response Organizations (EROs)
	Step
	Instruction

	1.
	Skip and go to SI.9.


SI.9 ─ Mutual Aid
	Step
	Instruction

	1.
	Add the following Mutual Aid Title and Mutual Aid Type:
Mutual Aid Title: U. S. Department of Energy and Einsteinville Fire Department Mutual Aid Agreement
Mutual Aid Type: Special

	2.
	Click OK.

	3.
	Click the Next Arrow to go to Step SI.10.


SI.10 ─ Review Site Information
	Step
	Instruction

	1.
	Click Generate & Save Document: Site Information link.

	2.
	If the No Exercise Title window opens, enter the title Fiscal Year Mutual Aid Test in the box and click OK to proceed and save the file.

	3.
	The Word document you saved will open with the current date.

	4.
	Close the Word document to return to Exercise Builder.

	5.
	Click the Next Arrow to go to Step SI.11.


SI.11 ─ Developing Your Baseline Objectives
	Step
	Instruction

	1.
	Developing Your Baseline Objectives will be discussed in Module 4 ─ Objectives.

	2.
	Click the Next Arrow to go to Step SI.12.


SI.12 ─ Developing Your Baseline Evaluation Guides
	Step
	Instruction

	1.
	Developing Your Baseline Evaluation Guides will be discussed in Module 7 ─ Evaluation.

	2.
	This concludes the activity portion of Module 1 ─ Site Information.



Next Action:	Go to the video portion of Module 2 ─ Purpose and Scope.
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