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Anyopinions,findings,conclusions,orrecommendationsexpressedinthis
publicationandapplicationdonotnecessarilyreflecttheviewsofFEMA.
Additionally,neitherFEMAoranyofitsemployeesmakesanywarrantee,
expressedorimplied,orassumesanylegalliabilityorresponsibilityforthe
accuracy,completeness,orusefulnessofanyinformation,product,orprocess
includedinthispublicationandapplication.Usersofinformationfromthis
publicationandapplicationassumeallliabilityarisingfromsuchuse.
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MICROSOFT ACCESS EXPERIENCE

Itishighlyrecommendedthatthedatabaseadministratorisanintermediate
toadvancedMicrosoftAccessuser.

ForuptodateinformationaboutMicrosoftAccess,thesoftwarewebpageis:
http://office.microsoft.com/en-us/FX010857911033.aspx.

BEFORE USING THE DATABASE 

Database Specifics

Thedatabaseapplicationiscomposedofvariousfiles,includingaMicrosoft
Accessfrontenddatabase(FEMA452_Application_v1.mde),abackenddata-
base(FEMA452_Data.mde),aworkgroupfile(FEMA452wg.mdw),ashortcut
tothedatabase(FEMA452Database),ashortcuttothebackendoftheda-
tabase(MasterData),aMicrosoftWordDocument(FEMA452dB_UserGuide.
doc),andaMicrosoftExcelSpreadsheet(ThreatMatrix.xls)fortheMaster
Database.Anassessordatabasefrontendandfrontendshortcutarepro-
vided(FEMA452db_App_Assessor_v1.mdeandFEMA452AssessorDatabase,
respectively).Also,ashortcuttotheworkgroupfile(Workgroup),tochange
passwordsandaddusersisprovided.

ThefollowingarethehardwareandsoftwarerequirementsfortheRiskAs-
sessmentDatabase:

 Pentium®4orequivalentprocessor
 WindowsXP
 MSAccess®2002
 256MBofRAMrecommendedforallcomponents
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ThedatabaseapplicationfilesaresettorunontheC:drive,intheFEMA_
452dBfolder.Similarly,theassessordatabaseissettorunontheC:drive,
intheFEMA_45dB_Assessorfolder.Thedatabaseapplicationshaveaspe-
cificfilestructurethathastobeadheredtoforthedatabasetofunction

properly,regardlessoflocationonthecomputer.

Note:AssessmentSite1andAssessmentSite2arejustexamplefolders,and
thesewillbereplacedbyassessmentsitefolderscreatedbythedatabasead-
ministrator.

Files to be Integrated into the Database – 
Assessment Supporting Materials

Assessmentsupportmaterialsthatcanbeintegratedintothisdatabasein-
clude:

❍ Emergencyplans,

❍ GISmaterials–anAdobePDFformatportfolio,highandlow
resolutionimages(bothhighandlowresolutionimagesMUSThave
thesamename,butwiththelowresolutionimageendingin“_lr”),
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❍ Photos,

❍ Siteplansandfloorplans(CAD,Image),and

❍ Strategicsiteplan(MicrosoftExcelspreadsheet).

AllofthesematerialsMUSTbeplacedinthecorrectfoldersforthedatabase
applicationtobeabletoutilizethemproperly.Seethefollowingtableforsup-
portingmaterialplacement:

AllofthesefoldersneedtobeutilizedinthecreatedAssessmentSitefolder,
whichisnamedwhilecreatinganewassessmentlocation.

BEGINNING TO USE THE DATABASE

DuringInstallation,ashortcutwasplacedonthedesktop,“FEMA452
Database.”Doubleclicktheshortcut,andlogonwiththeusername“Adminis-
trator,”withpasswordadministrator.

TheMainMenuwillopen:

Supporting Material

Emergency plans - any format
GIS materials - PDF
GIS materials - high resolution jpegs
GIS materials - low resolution jpegs
Photos - jpegs
Site plans and loor plans (CAD, Image) - any format
Strategic site plan - Microsoft Excel spreadsheet

Folder

Emergency_Plans
GIS_Portfolio
High_Res
Low_Res
Photos
Site_Plans_and_Floorplans
Strategic_Site_Plan
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Security

Threeusergroupshavebeencreated,Admins,FullDataUsers,andRead
OnlyUsers.Besuretoassign“Administrator”adifferentpasswordafterinitial
logon.

Adminshasfullaccesstothedatabase.TheAdministrativeFunctionsbuttonwill
onlybevisibleforusersintheAdministratorgroup.Twousershavebeencre-
atedinthisgroup,AdministratorandAssessor.Bothhaveinitialpasswordsof
“Administrator”and“Assessor,”respectively.

FullDataUserscanviewandupdatedata.Thecreateduser“Editor”hasan
initialpasswordof“Editor.”

Readercanonlyviewdata.Thecreateduser“Reader”hasaninitialpassword
of“Reader.”

AddusersasnecessaryusingtheWorkgroupshortcutprovided.
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ADMINISTRATIVE FUNCTIONS

FromtheMainMenu,clicktheAdministrativeFunctionsbutton,andtheAd-
ministrativeFunctionsMenuwillopen:
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Load ‘Miscellaneous’ Files

Thisformallowstheadministratortoloadfiles,includingtheGISPortfolio
PDF,emergencyplans,andsiteplans/floorplans,sodatabaseuserscanac-
cessthesefiles.Thesefilesmustbeinthecorrectlocation.SeeAssessment
SupportingMaterials.



B2-9APPENDIX B2

Assessment Locations

Thisformiswherethedatabaseadministratorcanaddnewassessmentloca-
tionsandaddquestionsandmatricestoeachoftheassessmentlocations.

1. TheNewAssessmentLocationbuttonopensaformfortheinputofanew
assessmentlocation.

2. TheNewAssessmentfor:(OrganizationName)buttonopensaform
AssessmentInformation:

Thisformmustbecompletedtocreateanewassessment.Itisimportantto
enteralloftheinformationonthisformcorrectly,asthedatabaseapplication
usesthefieldsAssessmentFolderNameandStrategicSitePlanFileNameas
“pointers,”toaccessAssessmentSupportingInformation.
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LOADING PHOTOS AND GIS IMAGES

TheAdministratorGroupistheonlygroupthathasthepermissionsrequired
toloadphotosandGISimages.ToloadthephotosandGISimagesintothe
databaseapplication:

1. GototheMainMenu,andclickontheAssessmentsbutton,whichwill
opentheListofAssessmentspage:

2. ClickoneitherthePhotosortheGISPortfoliobutton(bothcircledin
previousimage),bothofwhichwillopentheAssessmentMainPage:
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3. ClickonthePhotoSpreadsheetortheGISPortfolioSpreadsheetbutton(both
circledinpreviousimage),bothofwhichwillopenanewform:

PhotoSpreadsheetortheGISPortfolioSpreadsheet

4. Addphotosand/orGISimagesbyclickingeithertheAddPhotosbutton
ortheAddGISImagesbutton.
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ASSESSOR’S DATABASE

TheCDincludesafoldercontainingtheassessorfrontenddatabase
(FEMA_452db_App_Assessor_v1.mde).Tomakethisapplicationfunction,
theadministratorwillhavetoprovidetheassessorwithabackenddatabase,
FEMA452dB_Data.mdeandAssessmentSupportingInformation.

Creating an Assessor Database

Anassessordatabasecanbecreatedfollowingthesesteps:

Preparation:AssessmentSupportingInformation

1. Createanassessmentsitefolder(itcanbenamedanythingaslongasitis
referencedproperlywhencompletingAssessmentInformationinstep4),
andpopulatealloftheAssessmentSupportingInformationfolderswith
desiredfiles.Besuretokeepthefollowingfilestructure:

2. CopyandpastealloftheassessmentsitefolderstotheC:\FEMA_452dB_
Assessorfolder.
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WorkingintheFrontEnd

1. OpentheFEMA452dB_application_v1.mde,loggingonasan
Administrator.

2. Createalogonaccountfortheassessor(ifoneisnotcreatedalready).

3. Create(an)assessmentlocation(s)usingtheNewAssessmentLocation
functionontheAssessmentLocationsform.

4. Create(a)newassessment(s)usingtheNewAssessmentfor:(Organization
justcreated)buttonfunctionontheAssessmentLocationsform.

5. Loadanymiscellaneousfilesthatmaysupporttheassessment.

6. LoadanyphotosorGISimagesthatmayhavebeentakenorcreatedfor
theassessment.

7. Adefaultphotofortheassessment,whichwillappearontheAssessments
MainPageintheassessor’sdatabase,maybeselectedusingthedrop
downmenulocatedontheAssessmentMainPage:

8. Closethedatabase.
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WorkingintheBackEnd

Onlystep1isnecessaryifthisisthefirstassessmenttogotothefield,thereis
onlyoneassessment,orifthereisonlyonegroupofassessments

1. CopytheFEMA452dB_Data.mdeandFEMA452wg.mdwfile,andpasteit
intheC:\FEMA_452dB_Assessorfolder.

Thepurposeofthefollowingstepsistosafeguardanysensitivematerialthat
mayhavebeencollectedonpreviousassessments.Aftercompletingthese
steps,assessorswillonlybeabletoaccessinformationprovidedtothem.

2. OpentheFEMA452dB_Data.mdefilebydoubleclickingonthe
AssessorDatashortcutandloggingonastheadministrator,toopenthe
AdministrativeFunctionsMenu:

3. ClicktheCreateFieldDatabasebuttontoopentheAssessmentstoSendto
theFieldform:
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4. Foranysitesyouwanttosendtothefield,clickthecorrespondingboxes
forthesiteinthe“SendToField”column.

5. ClicktheCreatebutton.(Thisisadestructiveprocess–allofthe
assessmentlocationsthatarenotmarkedwillbecompletelydeletedfrom
thedatabase.)

6. Compactandrepairthedatabase(Tools➝DatabaseUtilities➝ Compact
andRepairDatabase…).

7. Closethedatabase.

Providing an Assessor with the Database 
Application

TheassessorneedstheFEMA_452dB_Assessorfolderinitsentirety(database
front-end,databaseback-end,workgroupfile,assessmentsupportingmate-
rials)andtheFEMA452AssessorDatabaseshortcut.Besuretoprovidethe
assessorwiththeirlogonnameandpassword(withoutanysecuritychanges,
thiswillbe“Editor”and“Editor,”respectively.

BurnthisfolderandfilestoaCD,putitonaUSBdrive,orpostthemonaftp
sitetowhichtheassessorhasaccess.

Importing the Assessor Data into the Main Database

1. OpentheFEMA452dB_Data.mdefileusingtheAssessorDatashortcutand
Administratorlogon.

2. Linkthefollowingback-endtablestotheFEMA452_Data.mdedatabase
theassessorprovidedusingtheLinkedTableManager.

• tblAssessmentPeople1,

• tblAssessmentVulnerabilities1,

• tblBuildings1,

• tblCFMatrix1,

• tblCIMatrix1,

• tblExecutiveSummary1,

• tblObservations1,and

• tblPeople1.
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3. Compactandrepairdatabase(Tools➝DatabaseUtilities➝Compactand
RepairDatabase…).

4. FromtheAdministrativeMainMenu,clicktheImportDataFromField
buttontogettheImportAssessmentsform:

5. Makesuretherecordyouwanttoimportfromtheassessor’sdatabaseis
selectedinboththeMasterDatabaseandtheRemoteDatabase.

6. ClicktheImportAssessmentID(#)(fromredtoblue)buttonandclickOK
foralloptionsforallassessmentlocationdatayouwanttoimport.

7. Compactandrepairdatabase(Tools➝DatabaseUtilities➝Compactand
RepairDatabase…).

8. Closethedatabase.

LINKED TABLE MANAGER

TheLinkedTableManagerisutilizedtolinkthebackenddatabasetoanas-
sessordatabasewhenimportingdatafromthefield.

TheLinkedTableManagerisaccessedonthetoolbar:


