
Changing	your	Profile/Se2ngs	

Click	on	your	name	then	press	“Edit	Profile”.	
Change	your	mobile	&	contact	details	in	the	default	tab.	
Be	sure	to	click	on	Alert	Modes	&	Alert	op<ons	to	set	your	
no<fica<on	preferences	

	

	

	

	

	

yoursite.crisisworks.com 
Add this URL to your bookmarks / favourites 

2 Adding	record	Requests/	Informa=on	/	Offers	/	Cases	

Each	record	type	can	be	added	from	most	screens	via	the	drop	down	list.	

Note	the								“New”	buBon’s	func<on	changes	based	on	the	screen	you	are	on,	in	
this	example	“New	Request”	is	the	default	when	you	are	in	the	requests	area	

• Requests	–	ac<vi<es	that	need	to	be	ac<oned	by	someone	(default)	

•  InformaAon	–	to	record	informa<on	received,	such	as	situa<on	report	

• Offers	–	to	record	offers	received	for	material	or	in-kind	assistance		

• Case	–	a	recovery	case	for	all	types	of	follow-up	work	Re	private	property/assets	or	
affected	people	during	the	emergency	or	event		
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3 Resolving	requests	or	sending	back	to	the	co-ordina=on	team	

AcAviAes	should	be	marked	as	“Resolved”							when	your	agency	is	
finished	with	the	request.			If	the	request	has	been	assigned	to	your	
agency	incorrectly	you	can	change	the	request	back	to	“Requested”			
to	go	back	to	the	co-ordinator	(This	will	un-assign	it	from	your	posi<on)	
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Change	events 



Add	Log	Entries	&	Sidebar	

Log	Entries	are	useful	for	recording	your	important	notes	for	
audit.	They	are	not	connected	to	any	other	records	like	
requests	or	informa<on.		Create	them	via	the	sidebar								next	
to	the	new	buBon.	The	sidebar	also	shows	recent	ac<vity	

	

	

	

Posi=on	Counter	

Click	on	the	number	next	to	your		
posi<on	to	quickly	see	all	of	your		
open	requests.	

Tip: Make sure that you are 
working under the correct Event. 
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4 Adding	the	requestor	

If	the	request	is	not	from	you,	select	the	“I	wish	to	enter	a	different	
requestor”,	you	can	search	for	their	details	if	they	have	another	request	
in	the	system	or	add	them	in	the	area	provided	
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8 Mapping	Tips	

	

	

	

	

8.1 Choose Data/Asset type to search 
       - “Property” database is default , “POI” does a Google search 
 
8.2 Auto Map zoom to show all items on the map at once  
 
8.3 Large map mode (map uses most of the screen) 
 

8.5 Add multiple points  

8.6 Draw lines /polygons – Double Click to finish adding points 

8.4 Visual Search           then click on map, see nearby assets 
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On	Duty	/	Off	Duty	

Remember	to	change	your	Duty	status	at	the	start	and	end	of	
your	shiRs	for	audi<ng	and	to	affect	your	no<fica<on	seSngs		
by	selec<ng	any	of	your	posi<ons	or	“Manage	My	Duty	status”	

8.4 – 8.6 

Search	&	Annotate	the	map	
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