Set-up a Supervisory Team

How to set up a Supervisory Team and associate that team of an incident or notify them an incident has taken place.

Team Set-up:

Navigate to e-Notes > Library Maintenance and select Supervisory Team from the dropdown box.
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From the next screen you can either create a new Team Name or select a pre-existing team from the list to edit by
clicking on the icon next to the team.
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Add members to a team:

From the same page scroll down and select the team you want to add members to. Find the users you want to add to
the team from the list. Select the check box next to each user and then select ‘Save’.
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Once you have the team saved, you can see the members of the team at the bottom of the page:
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Associate a team to an incident:

Once an Incident Note has been created you will be able to select the Supervisory Team you want associated to the
Incident from the Incident tab.
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Once you click the Supervisory Team button a new window will pop up where you can select which Supervisory Team

you want associated. If you are unsure who is in which team you can click the &R icon next to the Team name.
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Notify a team of an Incident:

If you want to send a message to the team about this incident click on the Summary tab. Scroll to the bottom and select
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the “Email” button -
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A popup box will open where you can select the team that you want notified of the incident. If you are unsure who is in

which team you can click the &R icon next to the Team name.
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Click the button and the summary report will be sent to all members of that team.



