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1. Log in to the FIU Ready system by first navigating to the web
address www.fiu.kuali.co. Use FIU email and FIU Ready
credentials to access the system dashboard. It is important to
note that FIU Ready credentials are not automatically updated
along with single-sign-on passwords.

< C & fiukualico/ready/users/sign_in

FIU 1y Ready

Florida International Unlver3|ty

Welcome to Florida International University. Please sign in or create an account.

Sign In

Email

'blehler@ﬁu.edu

Password

) Remember me

Sign In
Forgot your password?
Don't have an account? Request access

Need more help? Contact Us.



www.fiu.kuali.co

2. After logging-in to the FIU Ready system, the dashboard is
displayed, which shows different COOPs that users may access.
Select the COOP were the appropriate document will be placed.

FIUL ), Ready

Enmergoncy
Management

B3 Dashboard

© Hep

2 Lucas Biehler

My Plans
Plan Name Status Created Last Updated
DOS FIU Ready Test** In Progress May 02, 2019 May 02, 2019 © V4
DOS - Department of Emergency Management Due for Review Nov 14, 2011 Sep 23, 2020 © v
My Action Items

Action ltem Plan Status Critical Due Date

ﬁlnhﬁnn

3. Once the appropriate COOP has been selected, the first screen
to display will show the department information page of the

COOP.

Department Information
Action Iltems Summary

Department Documents

Department of Emergency Management | Due for Review

Plan Details Contacts Critical Functions Key Resources

Department Information

Department Name
Department of Emergency Management

Department Description

The FIU Department of Emergency Management is responsible for coordinating
the preparation, mitigation, response and recovery from any large scale event that
may affect the University community, environment, infrastructure and/or daily

operations.
Major Division Acronym
Division of Operations and Safety DOS

Head of Unit

*
Information Technology Instruction
# Edit Page
#= Print PDF
® Guidance v

* The definition of academic
appointee varies from campus to
campus. Your HR office knows who
these are. Some typical examples
are:

« professor

s * lecturer

Amy Aiken sohni
* librarian

_




4. Select the “Key Resources” section from the top panel of the
dashboard. Then select “Documents” from the left-side panel.
This will show the appropriate page to upload any document
that should be included in a department COOP.

Department of Emergency Management | Due for Review

]
Plan Details Contacts Critical Functions Key Resources Information Technology Instruction
Staff Basics Documents
Work From Home
Uploaded # Edit Page
Teams Name On
DEM Strategic Plan 06/06/19 © view f=h Print PDF
Skills
n ifi d Cor i r / © view
Staffing Requirements Emergency Notification and Crisis Communications Plan 06/06/19
Documents | FIU Alert Reports 06/01/17 2ol ® Guidance v

5. Select the “Edit Page” button from the right-side panel to enable
changes to the COOP. Once “Edit Page” has been selected, a
blue button will appear in the upper right-hand corner of the
screen, labeled “Add Document”.

Department of Emergency Management | Due for Review

2
Plan Details Contacts Critical Functions Key Resources Information Technology Instruction

Staff Basics Documents Add Document

Work From Home

N gphade“ New Action Item
Teams ame n
DEM Strategic Plan 06/06/19 & edit iy delete © View Page
Skills
Er ency Notificat nd Crisi . i
Staffing Requirements Agiasrlailo e L 06/06/19 & edit iy delete f= Print PDF
Communications Plan
Documents . )
FIU Alert Reports 06/01/17 # edit  fff delete




6. Once the “Add Document” button has been selected, the
document upload window will be displayed. Fill in the
appropriate information as prompted by the system.

New Document

* Name of Document or Record

(YOUR DEPARTMENT) Repopulation Plan

Owner (department)

Description of Document (brief)

The working repopulation plan for (YOUR
DEPARTMENT)

N

Backup or Loss-Prevention Measures (be
specific)
Examples: Physical copies, copies on
SharePoint, copies on Teams, copies
on USB.

Attachment

Medium

Electronic (computer) v

Location Where Stored (Physical)
Example: VP's Office

Location Where Stored (URL)
SharePoint Web Address

Principal Contact Person(s)

Comment (if needed)

® Guidance v

Please identify any documents that are
very important to this function -
whether they are individual documents
(such as policy manuals) or sets of
records (such as patient files, research
files, vendor invoices, etc.).

The documents listed here may be
paper or electronic.

Do not include records that are stored
within a database application such as a
financial system, an HR system, a
medical records system, etc. These will
be treated elsewhere.

» Documents uploaded via this
screen are copied to a secure
server, for access by authorized
people only. They also remain in
their current location on your own
computer or server.

If a document is confidential or

sensitive, please describe it but do
not upload it. Although your plan
lives on a secure server, the group
of people authorized to see your
plan may not all be authorized to
see that document.




7. To attach the document, click anywhere inside the box drawn in
grey dotted line, located at the bottom of the document upload
window. From there, the appropriate document may be found
and selected.

Example: VP's Office very important to this function ~
whether they are individual documents
(such as policy manuals) or sets of
Location Where Stored (URL) records (such as patient files, research
SharePoint Web Address

files, vendor invoices, etc.)

The documents listed here may be

aL
Description of Document (brief) @ Open
The working repopulation plan for (YOUR " S TE R > Dot <o
DEPARTMENT)
Organize ~  New folder
® This PC A Name Date modified
Backyp or Loss-Prevention Measures (be P 30 Objects 64 Writing Webinar Notes 20 418 PM
specific) = =
B Desktop @% Repopulation Document 9/23/2020 11:24 A-
Examples: Physical copies, copies on Elboamet 89 SUS notes 9232020
SharePoint, copies on Teams, copies & Downloads @2 conference call notes 9.21.2020 Microsc
on USB = B ©9 FIU Emergency Mgmt SITREP COVID-19 21 September 2... Microsoft Word D.
- usic B ouy e o " " v .
& Dirtirac N i€ >
Attachment
File name: | Repopulation Document ~| | AuFites ~
Repopulation Document.docx

ach a fil plan may not all be authorized to
see that document.

Caution: All types of files can be
uploaded. Downloaded files can only

8. Once the appropriate document has been selected and all
information has been entered, click the “Save” button at the
bottom of the document upload window. This completes the
upload process.

Example: VP's Office very important to this function -
whether they are individual documents
(such as policy manuals) or sets of
Location Where Stored (URL) records (such as patient files, research
SharePoint Web Address

files, vendor invoices, etc.)

The documents listed here may be
paper or electronic.

Description of Document (brief) Principal Contact Person(s)
The working repopulation plan for (YOUR LRI T T
within a database application such as a
DEPARTMENT) financial system, an HR system, a
medical records system, etc. These will
be treated elsewhere,
Backup or Loss-Pr ion M (be Ci t (if ded)
specific) « Documents uploaded via this
i screen are copled 10 a secure
Examples: Physical copies, copies on server, for access by authorized
SharePoint, copies on Teams, copies people only. They also remain in
on USB. : their current location on your own
- computer o server.
« If a document is confidential or
Attachment

sensitive, please describe it but do
not upload it. Afthough your plan
Repopulation Document.docx lives on a secure server, the group
of people authorized to see your
Bianand diceafile oF dlick4
3g and drop a

afile plan may not all be authorized to
see that document

Caution: All types of files can be
uploaded. Downloaded files can only
be opened if users have the
appropriate software for that file type
Consider accessibility requirements
when uploading files. Use this software
only as a secondary repository.

% Cancel + Save 4 Save and New Originals should be kept in a secure
location.




