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Organization Capture in PARTS

PARTS has the capability to capture Organization information and where
applicable connect resources belonging to that organization in the repository as
well. The organization section of PARTS acts as a repository or reliable
information pertaining to local agencies, organizations, and asset providers to be
accessed and leveraged in the event of an emergency.

Information Required for Organizations

For each Organization, there are required fields to be completed as mandated by
federal guidelines. These fields include primary and secondary points of contact,
emergency contact information, address, among other unique attributes. (To add
multiple organizations, see Import functionality)

How to add an Organization

1. Begin by logging into PARTS and selecting “Add Organization” from the
Organizations tab across the top.
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2. Complete the required fields on the Details tab.
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ORGANIZATION

2 Organization

@ Name:

| | Phone: | ) |
Acronym: | | Emergency: | Y- |
® Address 1: | | Fax: | I |
Address 2:
| | D Local Government Agency
@ City: | | State Government Agency
@ sState: | Select pv | Regional Government Agency
@ Zip Code: | | Federal Government Agency
Private Sector Business/Corporation
@ Primary Point of Contact: |arlmm [L] DCﬂnsnrtiumj‘Assnciatmn
Web Site: | | Private Sector Healthcare Institution
Parent: |5&\act vl Private Sector Non Profit
Resource Coordinator
Status: [select [~]

DTr\ba\ Government
Resource Refresh Cycle: Days

Secondary [Select

Escalation Point of Contact:

(<] E]

Tertiary ‘ Select...

Description:

Comments:

Save ) | Cancel |

3. Select the Contacts tab and update information to complete the Organization
record. (Contact data is required for additional functions: i.e. alerts.)
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ORGANIZATION

8% Contacts:

Add Mew Contact | Select Existing Contact | Total: 1

Contact Details: Remove Contact |:|

Salutation: Select.. [L‘l Address 1:

@ Last Name: Address 2:

@® First Name: City:

Middle Name: State: ‘ Zelect.. [L]
Name Suffix: Zip Code: ‘ |
Availability: |Se\ect.. M Occupation: ‘ Select... [L]
Position: | ‘ Category: ‘Select . [L]
shift: [zelect.. [»] relationship: [select... [+]
Status: |Se\ect [L‘l 1D Mumber: ‘ |

#| Contact Channels

There are no contact channels defined for this contact.

Save ) | Cancel )
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