BUILDING A TABLE OF CONTENTS IN LDRPS 10

Click on Document and Report Manager
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Welcome to LDRPS User: Dawn Moen (IDMMOEN) |

Living Disaster Recovery Planning System

Dictionaries
Enter details aboutthe Core Components, Logistics, Resources and People used inyour business operations.

Plans

EGd and manage your LORPS Plans, Assign gmpanents, Logistics, Resources and People to the Plan; set Plan-specific details, and create Call Lists.

Document and Report Manager

Manage LDRPS Reports, upload Documents to LDRPS, aeff define Tables of Contents used for publishing LDRPS data and Documents.

."'I Configure LDRPS features; set User security; define your Plan Structure; build Plan Navigators; customize screens and terms; import, export and manage data; communicate via Messaging.

E Publish Plans
Print LDRPS Plans using Tables of Contents, thereby ensuring consistency in the output of your Plans.

Then you will need to scroll down and find Table of Contents on the left hand side and
click on All.
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Table of Contents Don't know Bismarck District Administration  LDRPS 8 Migrated Table of Contents
Glabal Default Glabal Default Recavery Recovery
Continuity of Operation, Interim Reparts Bismarck District Administration  LDRPS 9 Migrated Table of Contents
ITD ManagementTable of Cont.. ITD ManagementTable of Conte... ITD ITD TOCs
ITD s/390 ITD S/2390 Table of Contents 1o ITD TOCs
ITD Telecom ITD Telecom Table of Contents 1o ITD TOCs
1Q Test TOC This is Janell's test toc. Test TOC This is a test TOC.
Restaration NDID Tower Plan - Table of Co... Table of contents for NDID Tower... Continuity of O... Table of contents for NDID Tower (Sth floor State Capitol Building) plan.
Resumption Risk Management Risk Management COOP Standard Standard LDRPS Table of Contents
Standard Site Event Management Site Event Management Standard Standard LDRPS Table of Contents
eI G TEST RISK MANAGEMENT 2 TESTING 2 Recovery Recovery
TEST TABLE OF CONTENTS 200... TESTING TOC'S 2008-09-03 Test TOC This is a test TOC.
TG wsl WSI Continuity of Operations Standard Standard LDRPS Table of Contents
WSI Teams Short version without appendices Team Contents WSI Teams
WSI TESTING TESTING ADDINGTOC'S Recovery Recovery
ZZ0000000001 CMT -Emerg Resp Quick Referen.. LDRPS 9 Migrated Table of Contents
770000000002 CMT - Resumption/RecoveryQui. LDRPS 8 Migrated Table of Contents e
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Then click on the plus symbol for a new record.
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Next type in the Group Name, then you will need to click the Browse to select a

Category for your Table of Contents.
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Then the screen below will come up for you to select a category. If one of the
categories already in the list does not meet your needs hit the plus sign to add a new
category. Once you have the category selected you wish to use click on the Ok button.
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Then enter your description. Your Agency Number and Agency Subsection Number
should automatically be filled for you. If they are not there then select the correct ones

for the drop down arrow.
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Next select the Documents and Reports tab. Then hit the Edit button.
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Hit the Modify Assignments to begin selecting reports and documents to be added to
your table of contents.
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Begin selecting Reports you want in your table of contents. It is recommended you
have a good idea what reports you are looking for before you get to this point. In order
to add documents click on the Document tab at the top to select documents.
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‘Accounts with Access to All Plans  This report highlights the user acco... : ‘Accounts wit]
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Alternate Site in Plan Details This report lists all the characteristi...
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After you have selected the reports and documents you wan in your table of contents
you can decide if you want certain reports or documents in the appendix. Highlight a
report or document as shown below. Then click on the Table of Contents Section
Details. From the drop down you can chose between Main Body or Appendix. Then hit
save. The reports or documents will automatically be put in the Main Body. After you
have completed adding your reports and documents click on OK.
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The reports and documents are going to show up in the order you selected them. You
can move them around with the green arrows on the right side of the screen. You can
also Restart Numbering and add Chapters if you wish. After you have completed the
order you would like them in then select Close.
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Then this is the screen will show you have your table of contents will publish your plan.
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