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Press “Enter” or click on the slide to begin. 

Presenter
Presentation Notes
Hello and welcome to this online tutorial designed to assist disaster mental health responders required to take National Incident Management System and Incident Command Systems Training. This program is self-paced, but you should be able to complete it in about 20 minutes. The program is narrated as well, so if you have head phones or speakers, you may wish to listen to the audio portion of the program. You can press “enter” or click on the slide to advance at any point. So, let’s get started and jump ahead to the next slide. 



About This Program 

• One of the critical lessons learned from the 
events of 9/11, is the pressing need for 
interoperability between all types of First 
Responders during a disaster or emergency 
response. This includes mental health 
responders. 
 

• As such, Executive Orders from President Bush 
and Former Governor Codey have directed First 
Responders across the country, and around our 
state, to be trained in the National Incident 
Management System (NIMS) and Incident 
Command System (ICS) which are key 
components of our National Response Plan 
(NRP). 

New Jersey Division of Mental Health Services-Disaster & Terrorism Branch 

Presenter
Presentation Notes
One of the most important lessons learned from the 9/11 experience was the importance of interoperability between emergency responders. At a very basic level, if radios used by the police and fire service can not interoperate with each other, communication quickly breaks down and a number of serious problems arise. There is a very real need for all disaster responders, including mental health responders, to be able to effectively interoperate with each other and with the overall command structure during a disaster response.Recognizing the importance of interoperability between the various response functions, President Bush and then Governor Codey, issued Executive Orders mandating the use of the National Incident Management System (NIMS) and Incident Command System (ICS) in all phases of disaster management, and requiring all potential responders to receive training in these important elements of our National Response Plan (NRP).



Training Alternatives 
• To accommodate the training needs of New 

Jersey’s disaster mental health responders, 
the required NIMS/ICS training programs are 
being offered in two formats: 
– Live, instructor-lead programs; 
– FEMA-sponsored online training programs. 

 

• These training programs are also essential 
elements of New Jersey’s disaster mental 
health credentialing initiative.  

New Jersey Division of Mental Health Services-Disaster & Terrorism Branch 

Presenter
Presentation Notes
To help accommodate the need for disaster mental health responders to participate in these training programs, the courses are being offered in two formats: online and in traditional, instructor-lead workshops. These programs, taken either online or in the class room, are also essential for participation in New Jersey’s disaster mental health responder credentialing process.   



Required Courses 
• The online programs are offered through the National 

Emergency Training Center (NETC), which is FEMA’s 
training academy. 

  

• Whether online or in the classroom, the two required 
courses are: 
 

– Introduction to the Incident Command System (ICS-100); and,  
– National Incident Management System (NIMS)-An Introduction 

(IS 700) 
• You should take ICS 100 prior to IS 700 

 

• Proof of successful completion of these two programs is 
required for credentialing and for on-scene disaster 
response. 

New Jersey Division of Mental Health Services-Disaster & Terrorism Branch 

Presenter
Presentation Notes
Although you may have heard that there is a requirement to take the NIMS training, completion of this requirement actually means taking two classes: ICS 100 and NIMS 700. Both are available online and both are being made more widely available as instructor-lead programs. Since there is “building block” aspect to the instructional design of these programs, it is recommended that you take the ICS 100 class prior to the NIMS 700 class. Proof of successful completion of these programs is required for the credentialing process and to be granted on-scene access during disaster response activities.  



Using this Tutorial 

• This tutorial was developed to assist 
disaster mental health responders in 
navigating the FEMA National Emergency 
Training Center Virtual Campus in order to 
take the required NIMS/ICS training 
programs.  
 

• The Virtual Campus can be a little tricky to 
get around, so it may be worth a few 
minutes of orientation before you get 
started.    

New Jersey Division of Mental Health Services-Disaster & Terrorism Branch 

Presenter
Presentation Notes
Please be aware that your online participation in this tutorial is not required and is not a substitute for either the ICS 100 or NIMS 700 programs. This tutorial was developed to help you navigate through what can be the tricky environment of the Federal Emergency Management Agency’s (FEMA) online “Virtual Campus”. The Virtual Campus is part of the National Emergency Training Center (NETC) located in Emmitsburg, Maryland. The NETC is home to the Emergency Management Institute (EMI), FEMA’s training academy and develops training programs on a wide variety of emergency management functions.Although you will not receive any formal credit for taking this tutorial, it may be a wise investment of your time. Having a familiarity with the Virtual Campus and how to move quickly through the programs can save you a lot of time and effort later when you take the actual NIMS and ICS courses. 



A Few Important Points 
• If you have “pop-up blocker” software 

running on your computer it may prevent you 
from viewing some of the training materials. 
To avoid this problem, either: 
– Disable the blocker program; 
– Hold down the Control Key (Ctrl) on your 

keyboard while you click on each new link. 

New Jersey Division of Mental Health Services-Disaster & Terrorism Branch 

Presenter
Presentation Notes
There are a few important technical issues to be aware of.For example, several parts of the online training programs are sensitive to “pop-up blocker” software. If you or someone you know can turn off or disable your blocker software while you are taking these courses, it will make for a smoother experience. If for some reason you can’t turn the blocker off, you can simply hold down the “control” key on your computer keyboard at the same time you click on the blocked link. Holding down the “control” key temporarily turns off you blocker software, but only while you are holding the key. As soon as you release it, the blocker software is active again.



There Will Be a Test 
• At the end of each course you will be required to 

take and pass a test before receiving credit and a 
certificate. You may wish to print out certain 
pages or take notes along the way to help you 
with the test.  

• The post-test is 25 multiple choice questions.  
• You must get 75% or better to pass the test. 

New Jersey Division of Mental Health Services-Disaster & Terrorism Branch 

Presenter
Presentation Notes
Please note that there is a written test at the end of each course. Taking and passing the test with a score of 75% or better is required to receive credit and documentation proving that you have successfully completed the program. The test is 25 multiple choice questions. They are technical in nature and specific to the content in the training program. Unless you have had prior NIMS or ICS training, it is unlikely that you will pass this test just based on instinct or best guesses. You will have to pay attention to the online content to successful pass this test. 



 
To start the online program, open an Internet browser window.  

Any browser, Internet Explorer or otherwise, is fine. 
 

When you are done with this tutorial and ready to begin  
using the Virtual Campus, click on the link below: 

 
http://virtualcampus.fema.gov/LearningSpace5/Program/UI/Main/Themes/Kendall/Main.asp 

 

You may wish to copy and paste this long web address 
 into your browser later when you are ready to start. 

 
  

Presenter
Presentation Notes
To start an online program using EMI’s Virtual Campus, get onto the Internet in your normal fashion. You can open any Internet browser. The Firefox browser will work but it’s a little tricky since pop-up blocker software is embedded in the browser and will periodically trip you up as you move from screen to screen. You will notice the link to the Logon screen at the Virtual Campus right on this slide. Don’t click on this until you are actually ready to begin a training program. You can refer back to this slide after you have completed this tutorial. When you’re ready, you can click on the link or copy and paste the address into you browser’s address window. You may also wish to save this address in you “favorites” area so that you can easily return to the site when necessary.

http://virtualcampus.fema.gov/LearningSpace5/Program/UI/Main/Themes/Kendall/Main.asp


Click on “New User” 

From this point forward, please follow the 
steps printed in red. 

Presenter
Presentation Notes
From this point on, please refer to the large red text for guidance in how best to navigate the Virtual Campus.The first step in using the Virtual Campus is logging in as a “new user.”  From the Logon screen, click on the “new user” button. Doing so will jump you ahead to the New User screen. 



Be sure to select “EMI” as 
your training site. 

Enter your first and last name. 

Create your own 
Logon, User ID and 
Password.  

There are no 
specific rules for 
these, just 
something you will 
remember. 

Use any 
working e-mail 
address. 

Presenter
Presentation Notes
Next, complete the requested information.You can create your own Logon Name, User ID, and Password. Make a note of the names and passwords you have created. You will need them each time you log into the Virtual Campus. It can be difficult to contact a technical support person to provide your logon or password if you forget or lose them, so try to select names and codes that you can easily recall.In the last data field, please select “EMI” where the “FEMA-FEMA Categories” information is requested.Once you have completed this information, click on the “Log On” button at the top of the page.



You are now on the 
“Learning Home 
Page” 

Click on “Course 
Catalog” to 
continue.  

Your Name 

Presenter
Presentation Notes
You are now at the Virtual Campus Learning Home Page. Now that you are registered as a New User, this home page will be your starting place when taking additional training program online in the future. Click on the “Course Catalog” tab to move forward.



Once in the 
“Course 
Catalog”, 
click on the 
“Course 
Finder”,  

and “By 
Course 
Number” 

Once on the appropriate page 
 of the Course Catalog,  

Select “IS 100- 
Introduction to the Incident Command  

System (ICS 100)”- 
 

Not the specialized programs for 
other responders. 

Your Name 

Presenter
Presentation Notes
Once on the Course Catalog page, go to the “Course Finder” search tool located on the left hand side of the page. Click on “By Number” to move ahead to a numbered course listing. Once on the “Course by Number” page, shown here, scroll down until you locate “IS-100: Introduction to the Incident Command System”. There are several versions of this course for different types of responders. Please select the plain “IS-100” course and click on that link. 



Start a new 
course by 
clicking on 
“Enroll” 

Your Name 

Presenter
Presentation Notes
You will see that you have moved ahead to your course of choice. To begin this course, click on the “Enroll” tab.



You will 
receive a 
message 
confirming 
that you have 
successfully 
enrolled in the 
course. 

Click “OK” to 
continue. 

Your Name 

Presenter
Presentation Notes
A dialog box will pop up to indicate that you have successfully enrolled in this program.Click “OK” to move on.



Now that you 
have enrolled, 
click on the 
“My Courses” 
tab. 

Your Name 

Presenter
Presentation Notes
Once you have enrolled, click on the “My Courses” button indicated by the red arrow on this slide.



Now scroll up or down 
until you find your 
course. Click on the “+” 
to expand the course and 
view the modules or 
“lessons.” 
 
Each course is made up 
of several lessons.  
 
The small bar to the left 
of the course name will 
progressively show how 
much of the course you 
have completed.  

Your Name 

Presenter
Presentation Notes
Scroll up or down on the Course List located on the left side of the web page until you have located IS 100 or the course you have selected. You will note that the course you have enrolled in will have a narrow rectangle along side of the listing. This is a progress meter, and it will visually indicate how much of each course you have completed. Each course is comprised of several lessons or modules. To view the various lessons, click on the “+” symbol located to the left of the course listing and progress meter. This will expand the listing of lessons and allow you to begin the program. 



When the lesson menu is open,  
you can begin with “Lesson 1- 

Welcome/ICS Overview”  
Note: 

The lesson pages are sensitive to 
 “pop-up blockers”. If you click on a module 

and there is no response, you may try  
“refreshing”  the page 

and then clicking on the module again while  
holding down the “Control” key. 

Click to “refresh” a page  

Your Name 

Presenter
Presentation Notes
Once you have opened or expanded the lesson list, you will click on “Lesson 1: Welcome/ICS Overview.”The lessons are more sensitive to pop-up blocker software than other parts of the program. If you click on a lesson, and your computer does not respond after several seconds (speed varies with different types of Internet connections), click on the “Refresh” icon on your browser tool bar. A red arrow at the very top of this slide points to the Refresh icon.Once the page has refreshed, hold down the “control” key and click on the Lesson 1 link again. Don’t just push the “control” key, hold it down while you click and while the new page is loading.   



Once inside 
a lesson, 
you can 
navigate 
using the 
“Back” and 
“Next” keys. 

Presenter
Presentation Notes
Once inside the lesson, you can use the “Back” and “Next” keys as the primary way to move around the program. 



The first 
several 
slides 
contain 
important 
instructions.  

Please read 
them over.  

Presenter
Presentation Notes
The first several slides contain some important user information. It is worth taking your time and reading these carefully.



One of the 
most 
important 
actions is to 
click “Course 
Map” at the 
end of each 
lesson. 
 
If you don’t, 
you won’t 
receive credit 
for 
completing 
that section. 

 

Presenter
Presentation Notes
One of the most important points of information pertains to the “Course Map” feature. At the end of each lesson it is necessary to click on the “Course Map” button indicate here by the red arrow. The “Course Map” feature logs your completion of each lesson and your overall progress through the training program. If you skip this important action, you will not receive credit for this lesson and you will have to repeat it.



There are many “pop-quizzes” throughout the course, including one on how to 
use the Course Map function. When you have completed a quiz, click on 
“Continue”, not “Next” to advance.  

 

Presenter
Presentation Notes
As you move through the lessons, there are many interactive features, such as pop-quizzes, that help reinforce the key learning points. When completing a quiz click on the “Continue” button in the upper right hand corner of the quiz screen to move forward, not the “Next” button that you normally use to move from screen to screen.



There are special features, such as video clips, sound clips and transcripts 
that help illustrate the learning points. These are not required, but they are 
helpful. You will need speakers or headphones to use these features.  

Presenter
Presentation Notes
There are other interactive features, such as audio, video and text transcripts of emergency communications. All of these are interesting and helpful, but they are not required. If you would like to use these features, you will need head phones or speakers.  



There is a 
summary at 
the end of 
each 
lesson.  

Knowledge 
of the 
summary 
points is 
often 
helpful later 
when 
taking the 
test. 

Presenter
Presentation Notes
At the end of each lesson, there is a summary. The summary points often correspond to topics that appear on the test, so you may wish to take extra time reviewing the summary before moving on. 



Remember to click on “Course Map” at 
the end of each module to receive credit!  

Presenter
Presentation Notes
Remember, at the end of each lesson, click on “Course Map” to receive credit.



After clicking “Course Map”, you will return to the “Course 
List.”  Note that the progress bar next to your completed 
lesson(s) will be full, but the bar next to the course title is 
only partially full. This will help you track your progress. 
Follow the same guidelines as you move through all five 
lessons. 

Your Name 

Presenter
Presentation Notes
Once you have completed a lesson and clicked on the “Course Map”, you will be returned to the lesson list page. You will note that the progress meter to the left of the course title is partial full and the meter near Lesson 1 is completely full. This indicates that you have completed a lesson, but not the entire course. You can pause, or even end your session here and return at your convenience to pick up where you left off, and jump to the next lesson.Again, if you select Lesson 2 and the program does not respond, follow the sequence of refreshing the page and then clicking on the Lesson 2 link while holding down the “control” key.  



The last steps of each course include a review and the post-test. You 
can click on the printer icon to print a copy of the entire course so that 
you may refer to it during the test. 

Presenter
Presentation Notes
Once you have completed all of the lessons for a specific course, you are ready for the Course Summary/Overview and the post-test.On the Summary page, you will have the option to print out the entire course by clicking on the printer icon. A printed copy of the course may be helpful later as a resource when taking the test. Clicking “Next” after the Summary will bring you to the test area.  



Many people 
have found it 
helpful to print 
a paper copy 
of the test and 
complete that 
before taking 
the test online. 

You must take 
that test online 
either way, but 
completing the 
test on paper  
first will save 
you time and 
effort when 
using the 
online form. 

Presenter
Presentation Notes
On the “Taking the Posttest” page you also have an option to print out a paper version of the test or simply taking it online. Many people have found it very helpful to print and complete the test on paper before completing the online test form. The test is 25 multiple choice questions. None of them are “trick” questions and all of the information necessary for successful completing of the test has been clearly covered in the various lessons. So, our recommendation is to print the test, refer to your notes and any other materials you have printed or saved during the online course, and complete the test on paper before moving on.When you’re ready, click on, “Click here to download and print a copy of the final exam.”



This is the paper copy of the test. 

Presenter
Presentation Notes
The paper version of the test will appear as a PDF-style document. You can save this, print it or use it in any way you would normally use a PDF document. You can not submit your written test to FEMA/EMI for credit. The system only allows for online testing, so even after you have completed the paper version of the test, it will be necessary to take the test online and to submit it that way.When your ready, close the PDF document and you will return to the prior screen. Click on, “Complete the online answer sheet.”  



This is the 
online 
version.  

Please note 
that there 
are two 
sections, 
upper and 
lower. Both 
are 
important to 
complete. 

The upper 
section is the 
test… 

Presenter
Presentation Notes
Here it is…the final exam. You’re almost done with your course requirements.Before jumping into test and transferring your answers from the paper test form to the online test form, scroll down and note that the upper section is the test…  



…and the lower 
portion captures 
all of your 
personal 
information that 
will be used in 
your training 
records and on 
your certificate.  

Take your time 
and be sure 
your information 
is accurate.  

Presenter
Presentation Notes
…and the lower section is your important personal information. This information is used to create and update your electronic training record and to generate your certificate of completion. Take your time and make sure you have entered the correct information into all of the required fields.



Scroll down 
to select 
“State 
Government” 
as the nature 
of your 
organization. 

When you 
have 
completed all 
the required 
fields, click 
on “Send”. 
 

Presenter
Presentation Notes
Also take note of the “Select Business/Organization” box. Please select “S-State Government” to indicate the nature of your involvement with the statewide disaster mental health system.When you have entered all of your test data and completed the personal information, click the “send” button.



Your Confirmation 

         ------------------------------------------------------------------ 
DO NOT DELETE THIS EMAIL 
------------------------------------------------------------------ 
 
Dear [YOUR NAME]: 
 
Congratulations!  You have successfully passed the Independent Study Course 
"IS-00700" entitled "National Incident Management System (NIMS) an Introduction". 
 
Please retain this email for your records, as this is the only way to access your certificate. ***You will not receive a certificate in the 
mail.*** 
 
To access your certificate of completion, select the link below.  If you cannot select the link, please copy and paste the link into your 
address line in your internet browser.  
 
Adobe Reader is required to open the certificate.  If you do not have this software, it can be obtained as a free download at 
http://www.adobe.com 
 
Certificate of Completion link: 
 
http://emilms.fema.gov/ecert/cert[YOUR CERTIFICATE NUMBER/  
 
 
To print this certificate, select the "Print" icon on the PDF Menu displayed in the new PDF window. This icon looks like a little printer. 
 
To save this certificate, select the "Save" icon on the PDF Menu displayed in the new PDF window. This icon looks like a floppy 
disk.  When you select this icon, a dialog box will appear where you can specify the location on your computer to save the file as well as 
the file name. 
 
 
If you have questions, please contact us at:    
 
Independent Study Program Office 
Emergency Management Institute 
National Emergency Training Center 
16825 S. Seton Ave 
Emmitsburg, MD 21727 
 
 

You will receive an e-mail confirming your successful completion of the 
program. SAVE IT!!! Print it and save it, and save it in your e-mail files as 
well.  

There is a link identified on your confirmation e-mail 
that will allow you to download a Certificate of 
Completion as a PDF. Save both the electronic 
version of your certificate and a printed copy.   

Presenter
Presentation Notes
Check your e-mail box soon after submitting your online test. The results are provided by e-mailed very quickly, usually within 15 minutes or less depending on traffic on the EMI system. If you have successfully passed the test, you will receive a confirmation notice just like the one on this slide. Keep this e-mail. This notice is an important part of how you will document your completion of this course. You may wish print a paper copy and save it, save it in your e-mail box or within a folder in your e-mail box or both. The e-mail confirmation will also contain a link to your certificate. Click on this link.  

http://www.adobe.com/
http://emilms.fema.gov/ecert/cert[YOUR


Congratulations! You have successfully completed an important component of your 
overall professional development requirements as a disaster mental health responder! 

Please retaining a copy of your e-mail and certificate as proof that you have completed 
this program. Thank you for your continued commitment to New Jersey’s Disaster 
Mental Health Response System!  

YOUR NAME 

Presenter
Presentation Notes
Congratulations! You have successfully completed your first FEMA online course. As with your confirmation e-mail, it is important to retain a copy of this certificate. Print it and put it away someplace safe and file it away on your computer and/or e-mail box. Both your confirmation e-mail and your certificate will be required as part of the credentialing process.



Thank You!  

• We hope that this online tutorial was 
helpful.  

• The next slide contains several points of 
contact to assist you further if you have 
any difficulty using the FEMA-NETC Virtual 
Campus.   

New Jersey Division of Mental Health Services-Disaster & Terrorism Branch 

Presenter
Presentation Notes
We hope that this tutorial was helpful in preparing you for participation in FEMA’s Virtual Campus training series. If you encountered any difficulty in using this tutorial, or the FEMA online materials, please refer to the next slides for important contact information. and thank you for your continued commitment to New Jersey’s Disaster Mental Health Response System! 



Online Resources 

• Independent Study Course List: 
http://www.training.fema.gov/emiweb/is/crslist.asp 

  

• EMI Learning Center:  http://emilms.fema.gov/ 
 

• Independent Study FAQs:  
     http://www.training.fema.gov/EMIWeb/IS/ISFAQ.asp 
 

• Contact IS-DHS: Independent.Study@dhs.gov 

New Jersey Division of Mental Health Services-Disaster & Terrorism Branch 

http://www.training.fema.gov/emiweb/is/crslist.asp
http://www.training.fema.gov/emiweb/is/crslist.asp
http://www.training.fema.gov/EMIWeb/IS/ISFAQ.asp
mailto:Independent.Study@dhs.gov


Questions & Comments 
Questions and comments about this tutorial can be 

directed to: 
 

New Jersey Department of Human Services 
Division of Mental Health Services 

Disaster & Terrorism Branch 
 

Tel: (609) 777-0728 
or  

E-mail: mhsttag@dhs.state.nj.us 
 

On the Web at: 
http://www.disastermentalhealthnj.com  

 
Thank you!  

New Jersey Division of Mental Health Services-Disaster & Terrorism Branch 

mailto:mhsttag@dhs.state.nj.us
http://www.disastermentalhealthnj.com/
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