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Audience
This document is for users who need to create a new WebEOC® user account. If your agency has not enabled the
self-registration feature, you will not be able to create a new user account.

Preparations for Registration

To complete self-registration, you will need your agency’s WebEOC address, the name of the position you will
be assigned to, and the position access code (PAC). If your administrator has not given you these items, you will
not be able to create a WebEOC user account.

Position Access Codes (PACs)
A PAC is a position-specific code that your administrator generates in WebEOC. The PAC your administrator
gives you can only be used for the position you are assigned to. This is an example of a PAC:R$e90P5!.

Creating a WebEOC User Account
To create a WebEOC user account, follow the steps below.
1. Access your agency’s WebEOC site.

2. From the WebEOC Login screen, select the New User? Click here to create an account link.

WebEOC 7.1 Login _i_|

User: |

Password: |

@Er? Click here to create@

= Forgot Username/Password?

3. When the Create Account screen appears, enter your position name in the Position Name field, and
enter your position access code in the Position Access Code field.

WebEOC 7.1 Login _i_|

Create Account

Plea=ze enter the position name and access code provided by your WebEOC Adminiztrator.

Paosition Name: |

Position Access Code: |

’ OK H Cancel ]

4. Select the OK button to continue, or select the Cancel button to abort the operation.



Creating a WebEOC User Account (continued)

5. In the second Create Account screen, enter a user |
name for your new account in the User Name field. [RLSELERAeell]g]1 _I_ I

6. Enter a password for this account in the Password
field, and confirm the password in the Confirm
Password field.

User Name: |
Password: |
Confirm Password: |

Note: If you reenter your password incorrectly, a Primary Email: |
warning will appear.

Secondary Email: | add
7. Enter your primary e-mail address in the
Primary Email field. |
" - - Language Locales: [ERTIAS RS M
8. Enter any addltl_on_al e-mail addresses in the oy ;én iional Sort) |
Secondary Email field, and select the Add button. [ttalian (italy)
Note: There is no limit to the number of e-mail Faniatl deies |

[Spanish (Spain - Traditional Sort)
addresses you can enter. Repeat step 8 to enter itatian (taly)

additional e-mail addresses.

TmEELone: [ Override Server Default Time Zone
9. Select a language from the Language Locales box.
English is selected by default. _ o
Use Daylight Saving Time
10. Select a format from the Format Locales box.
English is selected by default.

11. The time zone defaults to the setting configured on your WebEOC server. To override this setting, select the
Override Server Default Time Zone checkbox.

12. Select the Default drop-down list, and choose a new time zone.

13. If you chose a new time zone, select the Use Daylight Saving Time checkbox if your agency observes
daylight savings time.

14. When you have completed the Create Account screen, select the Save button to save your new account, or
select the Cancel button to abort the operation. You will be returned to the WebEOC Login screen.

Create Account _i_ |

The new user account has been successfully created. Click the OK
button to continue logging into WebEQC as this user.




Logging in to Your New User Account

To log in to your new user account, follow the steps below.
1. Access your agency’s WebEOC site.

2. In the WebEOC Login screen, enter your user name in the User Name field, and enter your password
in the Password field.

3. Select the OK button.

4. Select your position from the Position drop-down list, and select your incident from the Incident
drop-down list.

WebEOC 7.1 Login _i_ |

Position” | Position Name v |

Incident: [incident Name v |

l oK l ’ Cancel

& Reqister for a Position

Note: Only those positions and incidents that your administrator has given you access to will appear in the
drop-down lists.

5. Select the OK button to continue, or select the Cancel button to abort the operation.

The WebEOC Logged In screen will appear, and your WebEOC Control Panel will open in a separate
window. In order to reduce the number of windows that you have open at a time, the Logged In window
can be closed without logging you out of WebEOC. See the “WebEOC Control Panel User’s Aid” for detailed
instructions on your Control Panel.

WebEOC 7.1 Login g mummg

Logged In

The WebEQC control panel =hould now be opened in a new window.

If the control panel has not appeared, then the problem iz probabhy due to a popup blocker. Please
turn off any popup blockers and log in again or contact your =ystem adminiztrator.

Forgot Your Username or Password?
If you do not have an e-mail address entered for your user account, you will not be able to retrieve your user
name or password.

To retrieve your username or reset your password, follow the steps below.
1. From the WebEOC Login screen, select the Forgot Username/Password? link.

2. Select the Retrieve Username or Reset Password link.

WebEOC 7.1 Login _i_ |

+ Refrieve Username
+ Reset Password

Cancel




Forgot Your Username or Password? (continued)

3. If you select the Reset Password link, enter your ) | @
username and e-mail address in the fields WebEOC 7.1 Logln _I_ I

provided, and select the Continue button.

Reset Password

Enter your WebEOC username and email address below and click the Centinue button. WebBEOC will
send you an email with further ingtructions on resetting vour password.

Username: | |
Email Address: | |

[ Continue ][ Cancel ]

A message containing a link to reset your

: 1 ®
password will be sent to your e-mail account. WebEOC 7.1 Logln _I_ I I

WebEOC has sent an email to username@email.com containing
information that will allow you to reset your password.

4. If you select the Retrieve Username link, enter ) | ®
your e-mail address in the Email Address WebEOC 7.1 Logln _I_ I

field, and reenter it in the Confirm Address field.

Retrieve Username

Enter your WebEOC user email address below and click the Continue button. WebEQC will send
your user name to your email address.

Email Address: [ |
Confirm Address: | |

[ Continue ” Cancel l

5. Select the Continue button, and a message . | ®
containing your username will be sent to your WebEOC 7.1 Logln _I_ I

e-mail account.

WebEQC has sent your username to username@email.com. Check
your email to retrieve your username.

Customer Support Center Contact Information

If you have a problem or a question that is not covered in the documentation, please contact the Customer Support Center. The Customer
Support Center is open Monday through Friday, 8:30 a.m. to 7 p.m. EST. Call toll free 877-771-0911 or e-mail at Support@esi911.com.

The WebEOC Support Request form is also available at www.webeoc.com. Just select the Create a Trouble Ticket link under the Customer
Support section.

For emergencies during non-business hours, send an alphanumeric page to 888-243-7204. A support analyst in the Customer Support Center will
contact you.
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