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Presenter
Presentation Notes
Good Day, this training is for the Health Alert Network (HAN) and the Missouri Health Notification System (MO-HNS)



What is the HAN Network? 

• HAN stands for Health Alert Network and  
is CDC’s primary method of sharing cleared 
information about urgent public health incidents 
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http://emergency.cdc.gov/han/ 

Presenter
Presentation Notes
What is the HAN Network?
The HAN is the Center for Disease Control’s primary method of sharing information about urgent public health incidents

The information is shared with:
 Public Information Officers
 Federal, State, Territorial and Local Public Health practitioners
 Clinicians
 Public Health Laboratories

HAN collaborates with Federal, State, Territorial and City/County partners to develop protocols and stakeholder relationships that will ensure a robust interoperable platform for the rapid distribution of public health information



Who is Connected to HAN? 
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Presenter
Presentation Notes
HAN Jurisdictions: a vast majority of the State-based HAN programs have over 90% of their population covered under the umbrella of HAN

Jurisdictional HAN programs from 50 states and the District of Columbia, 8 territories, Chicago, Los Angeles and New York City



What is MO-HNS? 

• The Missouri Health Notification System (MO-HNS) 
is a secure web-based system accessible anytime 
and anywhere Internet access is available for 
emergency planning and response communication 
with public health partners 

• The Missouri Department of Health and Senior 
Services administers MO-HNS to facilitate alerting 
and collaboration between federal, state, local 
Public Health Departments, clinics, hospitals, and 
other public health emergency partners on a 
24/7/365 basis 
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https://mo-hns.org/faq.php 

Presenter
Presentation Notes
The Missouri Health Notification System (MO-HSN) is part of a nationwide, secure, web-based communication system designed to enable a two-way, 24/7 flow of critical health information between the Missouri Department of Health and Senior Services (DHSS) and local personnel and health care professionals including physicians, nurses, hospitals, laboratories, clinicians, public health workers, emergency management personnel, public health responders and others.

MO-HNS is administered by the MO DHSS to facilitate alerting and collaboration between federal, state, local Public Health Departments, clinics, hospitals, and other public health emergency partners on a 24/7/365 basis



What is the Purpose of MO-HNS? 

• MO-HNS allows users to receive and confirm Health 
Alerts/Advisories/Updates [Health Alert Network 
(HAN) alerts] in minutes from federal, state, and 
local government during emergencies, urgent 
events, disasters, and transmit relevant information 
about emergency issues to public health and 
medical partners 

• MO-HNS is also used to send messages through 
the Emergency Notification System (ENS)  

• Where the HAN messages are usually sent via 
email ENS messages are sent through telephone 
messages 
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https://mo-hns.org/faq.php 

Presenter
Presentation Notes
HAN is used to distribute information federal, state, and local government during emergencies, urgent events, disasters, and transmit relevant information about emergency issues to public health and medical partners.

ENS is used to alert and recall individuals during a time of emergency.   ENS messages are usually sent via telephone messages, HAN alerts are usually sent via email.



How do I Participate in MO-HNS? 

• You may enroll in the MO-HNS either on the 
home page or via a paper registration 

• After completing your registration, it will be 
reviewed by the HAN Coordinator who will 
determine whether the applicant fulfills a role in 
a public health emergency response 
– HAN Coordinator is assigned by the LPHA 

Administrator 
• If approved, you will receive a message from the 

HAN Coordinator in your county/jurisdiction and 
begin receiving messages through the system 
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https://mo-hns.org/faq.php 

Presenter
Presentation Notes
Such organizations that are represented in the MO-HNS who are eligible to receive messages through the �MO-HNS can include Local Public Health Agencies (LPHAs), physicians, nurses, hospitals, laboratories, clinicians, public health workers, emergency management personnel, public health responders and others. 

Information provided via the HAN can be sensitive and/or preliminary and may not be appropriate for those who do not fulfill a role in a public health response. You will then receive a message from the HAN Coordinator in your county/jurisdiction indicating if you are approved to begin receiving messages through this system.

HAN Coordinator is assigned at the LPHA.  The LPHA Administrator and the HAN Coordinator have the ability to make changes to LPHA staff information within MO-HNS.




What are the Categories of Health Alert 
Messages? 
• Health Alert 

– Highest Level of importance –Immediate Action 
• Health Advisory 

– Important information for specific incident 
• Health Update 

– Updated information regarding specific incident 
• Information Service 

– General Information—Not necessarily considered to 
be of an emergent nature 
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https://mo-hns.org/faq.php 

Presenter
Presentation Notes
Health Alert: conveys the highest level of importance and warrants IMMEDIATE action or attention

Health Advisory: provides important information for a specific incident or situation and may not require immediate action

Health Update: provides updated information regarding an incident or situation and is unlikely to require immediate action

Information Service: provides general information that is not necessarily considered to be of an emergent nature



How Will I Receive Health 
Alerts/Advisories/Updates? 
• The majority of HAN messages will continue to  

be received via e-mail 
• The new MO-HNS is web-based and will enable 

DHSS to forward CDC HAN messages, as well 
as DHSS HAN messages via e-mail 

• This system will support secure alerts if 
necessary 
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https://mo-hns.org/faq.php 

Presenter
Presentation Notes
There is an option to not send an email, but the message will only show when staff log into the MO-HNS.  That is why most message sent from the Emergency Response Center will include an email.



As a Local Public Health Agency, Will I Still 
be able to Forward HAN to My Local 
Partners? 
• Yes, each LPHA will have designated a HAN Coordinator  

who will have administration and distribution rights at the  
local level  

• Local HAN Coordinators will be able to forward HAN 
messages to their local recipients which will include DHSS 

• LPHAs would transfer key local HAN contact information to 
the DHSS for import into the new system. However, each 
LPHA will continue to have oversight of their local lists 
– New users of the system will have the ability to self-register, 

Thus, staff hours in maintaining local HAN lists should be reduced 
– HAN Coordinators will have the ability to approve new users to 

receive HAN messages based on their public health response role 
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https://mo-hns.org/faq.php 

Presenter
Presentation Notes
The LPHA Administrator and the HAN Coordinator will have the ability to forward information on to their local staff and partners.

Although the LPHA will have support from the Emergency Response Center for Public Health, the LPHA is responsible for oversight of their local lists.



What is a Health Alert Network (HAN) 
Coordinator? 
• HAN coordinators are responsible for the 

coordination, implementation, and maintenance 
of the Missouri Health Notification System (MO-
HNS) for their agency or jurisdiction 

• HAN Coordinators are a critical link between 
state agencies, local jurisdictions and public 
health emergency partners 

10 

https://mo-hns.org/faq.php 

Presenter
Presentation Notes
The DHSS Emergency Response Center (ERC) staff are System Coordinators and can assist the HAN Coordinators with questions and can usually complete functions that the HAN Coordinator may require assistance with.

ERC staff also have administrative rights in the MO-HNS to make edits in profiles if necessary.




Sign Up for HAN E-mail Updates 

1. Go to the CDC - Quick Subscribe GovDelivery page. 
2. Enter your e-mail address and delivery preferences and 

click Save. 
3. Select the Emergency Preparedness and Response / 

Health Alert Network (HAN) check box from the Quick 
Subscribe window and click Save. 

 
Once you complete the previous steps, you will receive 
HAN alerts by e-mail when new HANs are distributed 
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https://mo-hns.org/faq.php 

Presenter
Presentation Notes
You can sign up to receive HAN Update Alerts when a new HAN is added to the system by using the following steps.  This is directly from the CDC

The messages that you will receive by signing up are the same as the ones that you will receive from the state.  However, the notifications from the state may include specific information related to Missouri. 

https://public.govdelivery.com/accounts/USCDC/subscriber/new?pop=tDC


Registering 

Go to: 
https://mo-hns.org/ 
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MODULE I 

Presenter
Presentation Notes
Time to get registered.


https://mo-hns.org/


If this is your first time using HAN ,and your 
administrator has not added you, you will need to 
click on REGISTER NOW.   

If you already have an  
account skip ahead to slide 16 
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Presenter
Presentation Notes
There are multiple ways to Register. If this is your first time using HAN ,and your administrator has not added you, you will need to click on REGISTER NOW. 

If you already have an  account skip ahead to slide 16
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Presenter
Presentation Notes
Self Registration looks like this.  Anything marked with an * must be filled in.
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Presenter
Presentation Notes
Terms of Service should be reviewed, however you must mark the click box to move on in registration process.
 
Remember the * Must be filled in.
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Presenter
Presentation Notes
If the System Coordinator or Administrator sets up the secret PIN, typically 1234 is used.  This can be changed if necessary at a later date.
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Presenter
Presentation Notes
When selecting a contact method there are several options. Prioritize in order of contact; work, cell…

The “ADD ORGANIZATIONS” section is very important. It is necessary to include this so that you are assigned to your county / organization



Paper registrations can be 
downloaded by clicking 
here 

18 

Presenter
Presentation Notes
If you should prefer to fill out paper, a paper registrations can be downloaded by clicking here and this takes you to…
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Paper Registration 

• After downloading the 
paper registration form, 
completely fill out the 
required fields and 
submit to the local HAN 
Coordinator 
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Presenter
Presentation Notes
The paper registration is typically not used but can serve as a last resort. 

After filling out the form it should be given to your Local HAN Coordinator  (at the LPHA)



Logging In 

Go to: 
https://mo-hns.org/ 
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MODULE I.a 

Presenter
Presentation Notes
Once you are registered you need to log into MO-HNS.


https://mo-hns.org/


Once you are a registered 
user, enter your username  
and password here 
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Presenter
Presentation Notes
You will use your user name and password to log into MO-HNS.  Should you have a problem you do have options to click on the Forgot Username or password.  This will send a request to the System Administrator so they can rest your password.
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Home Page 

Presenter
Presentation Notes
When you log into the system, you will be taken to the Home page. Your Home page is a starting point for getting situated in the system and catching up on the activity that happened while you were logged out. It shows the most recent updates and has the tools you need to begin your first task.   This page will look slightly different as updates are made to the system.

The sections on the Home page are:
Profile: this section displays your profile activity and overview
Recent Messages: this section contains new messages that you have recently received. You can click on the section name to go to your inbox.
Organizations, Documents, Recipients and Administration.  We will be going through these sections more as we go.
 
 



Edit Options 
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MODULE II 

Presenter
Presentation Notes
In this section we will discuss editing options.
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My Profile 

Presenter
Presentation Notes
To access your identity information, go to My Profile.  This will take you to…



Identity 
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Presenter
Presentation Notes
To make changes to the information on this page or to provide an additional contact method, click the “Edit Information” button

The system automatically keeps track of all changes made to your “Identity” page. To see the changes log, expand the “History of Changes” section by clicking the triangle to the left of the section title




Contact 
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Presenter
Presentation Notes
Last names cannot be changed by the user; this has to be done by someone with administrator rights. This could be the administrator or the HAN Coordinator or a System Administrator (state).
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Contact: History of Changes 

Presenter
Presentation Notes
Systems keeps track of changes.



Affiliation 
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Presenter
Presentation Notes
This function might not be available to you due to the configuration of your system – may only be available to System Coordinators (STATE/ERC staff)

To modify or add new HAN roles, click “Edit Information”  button and use the Back and Forward arrows to make your selection. When finished, click Save Changes to update the profile with the new information.

The System automatically keeps track of all changes made to your Membership page. To see the changes log, click on History of Changes.



Account Settings 
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Presenter
Presentation Notes
To access your account settings page, go to My Profile: Account Settings

Every user account in the system has a status that determines how the account can be used. These statuses are explained below: 
Active Account is one that has access to the system and can receive and review messages.
Inactive account can be reactivated to be used in another location.
Closed accounts, should only be used when someone is no longer apart of a LPHA or other Health Care organization that might need access to they system.
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Account Settings: Edit Options 

Presenter
Presentation Notes
Continuation of last slide.
This is the section of what can be changed.  This is based on your system authority. 



HAN Standard Permission Matrix 
Home and My Profile 

Page System 
Coordinator 

Local 
Administrator User 

Home x x x 

My Profile x x x 
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X = Access Allowed 
O= Access is based on the user View Permission 

Presenter
Presentation Notes
HAN Permissions matrix helps you see what and who can make changes in the system.  FYI: “Local Administrator” and the HAN Coordinator have the same rights for making changes to accounts,   (deleted).  “System Coordinator” refers to the State level (ERC staff) permissions.



HAN Standard Permission Matrix 
Messages 

Page System 
Coordinator Local Administrator User 

Inbox x x x 

Sent Items x x x 

Drafts x x x 

Compose a message x x x 

Compose a notification X X 

Send Voice and Email messages X X 

Add Internal Message Attachments X X 

Upload Audio Message X X 

Enter a Call Bridge Number in 
Response Options X X 

Create Templates X X 

Use Templates X X 

View Templates O O 
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X = Access Allowed 
O= Access is based on the user View Permission 

Presenter
Presentation Notes
HAN Permissions matrix helps you see what and who can make changes in the system.  FYI: “Local Administrator” and the HAN Coordinator have the same rights for making changes to accounts,   (deleted).  “System Coordinator” refers to the State level (ERC staff) permissions.




HAN Standard Permission Matrix 
Organizations and Document Library 

Page System 
Coordinator 

Local 
Administrator User 

My Organizations X X X 

All Organizations X O O 

My Documents X X X 

All Documents X O O 

Document Search X O O 

View Unaffiliated Users X 

Retire Organizations X 
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X = Access Allowed 
O= Access is based on the user View Permission 



HAN Standard Permission Matrix 
Users 

Page System 
Coordinator 

Local 
Administrator User 

Search for Users X X 

Quick Search Bar at the 
Top X X 

Register Users X X 

Manage Groups X O 

Create Groups X O 

View Groups X O 

Change User Name X O 

Edit User Profile X O 

Reset 
Username/Password X O 
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X = Access Allowed 
O= Access is based on the user View Permission 

Presenter
Presentation Notes
There may be some confusion, but  to clarify, the System Coordinator—State ERC staff—can make changes that you may not be able to make at the local level.  If you are a Local Administrator/HAN Coordinator and attempt to make a change to a user’s account, but experience a problem, it meals that you should contact the ERC for assistance with that change.



HAN Standard Permission Matrix 
Administration 

Page System 
Coordinator 

Local 
Administrator User 

Reports and Logs X X 

Accounts X X 

Export X X 

Integrations X 
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X = Access Allowed 
O= Access is based on the user View Permission 

Presenter
Presentation Notes
 O doesn't mean you can’t do something, it means it depends on how the system is set up at the state level



HAN Standard Permission Matrix 
Miscellaneous (1 of 2) 
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X = Access Allowed 
O= Access is based on the user View Permission 

Page System 
Coordinator 

Local 
Administrator User 

Change / Set User Roles 

User X X 

Call Center 
Representative X X 

Local Administrators X 

Regional Administrators X 

System Coordinators 

Presenter
Presentation Notes
 O doesn't mean you can’t do something, it means it depends on how the system is set up at the state level



HAN Standard Permission Matrix 

Miscellaneous (2 of 2) 

Page System 
Coordinator 

Local 
Administrator User 

Search Result Actions 

Sent Message X O 

Add to Existing Group X O 

Add to New Group X O 

Export as CSV X O 
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X = Access Allowed 
O= Access is based on the user View Permission 

Presenter
Presentation Notes
There may be some confusion, but  to clarify, the System Coordinator—State ERC staff—can make changes that you may not be able to make at the local level.  If you are a Local Administrator/HAN Coordinator and attempt to make a change to a user’s account, but experience a problem, it meals that you should contact the ERC for assistance with that change.

Copied from slide 26.  O doesn't mean you can’t do something, it means it depends on how the system is set up at the state level.



Edit Options 
 

•Organization information 
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MODULE II.a 



Organizations 

• The My Organizations tab allows you to view 
only the organizations that you most frequently 
use. 
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Presenter
Presentation Notes
Organization tab allows the HAN Coordinator and the LPHA Administrator to view the people in their local group/facility and make changes as necessary.



Viewing Organizations 

 
 
 
 
 

• Use display filters to change how the 
organizations are displayed on your page 
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Presenter
Presentation Notes
Use the display filters to change how you organizations are displayed on your page, this allows you to customize what information you want displayed.




All Organizations 
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Presenter
Presentation Notes
The All Organization tab displays all organizations that exist in the system and the relations between them.
Tip: By selecting an organization you can see its preview on the right.

Click the Dashboard link to go directly to the organization’s dashboard page



Creating an Organization 
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Presenter
Presentation Notes
In the window that opens, provide the name of the organization

Click Create to create the organization and return to the All Organizations page
Click Create and Add Details to provide organization details
Note: all top-level organizations share a common parent called System

To create a sub-organization within a parent: 
Go to All Organizations
Locate a desired parent organization and click next to it
Then follow the steps for creating an organization.




Edit Organization Details 
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*Not all users have sufficient permissions to perform this task 

Presenter
Presentation Notes
In All Organizations click on the Dashboard link next to the desired organization

Click the Details tab

Click on the Edit link

Edit the organization information

Click Save to update the organization with new information



Managing Organization Members 
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*Not all users have sufficient permissions to perform this task 

Starr 

Presenter
Presentation Notes
To manage organization members you will go to All Organizations, click on the desired Dashboard link and click Go to Members link

Click Add Members 

Enter a user’s name or part of the name into the search field and click Search

From the search results, select users

Click Add Users

After you add users to an organization, their membership status is automatically set to Accepted



Approving or Rejecting Org. Member 
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Presenter
Presentation Notes
Approving or Rejecting a member within your organization.  
As you can see we show a Pending member.
Choose Pending this will show you who is pending, and you have options here to make this person’s status Accepted, Pending, Rejected or Researching.  You only want to use rejected if you are sure the person should not be part of your organization.



Adding Members to Access Levels 
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*Not all users have sufficient permissions to perform this task 

Presenter
Presentation Notes
Access Levels are permission sets that allow members to perform different tasks within an organization.  By assigning organization members to access levels, you determine the information they can see and actions they are allowed to perform.

It is important to note that access levels are not system roles.  Permissions given to users by access levels do not apply to any module other than Organizations.

Members must first be added to an organization before they can be added to an access level.  The members are first assigned to the default access level, but they can be reassigned if necessary using the instructions below.

Go to All Organizations
�Click on the desired dashboard and click on the Access Levels tab

Click the #Members in the Members column

On the page that opens, click Add Members

Select the members you want to add

Click Add



Adding Multiple Members to Access Levels 
at the Same Time 
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*Not all users have sufficient permissions to perform this task 

Presenter
Presentation Notes
Members must first be added to an organization before they can be added to an access level.  The members are first assigned to the default access level, but they can be reassigned if necessary using the instructions below.

Go to All Organizations
�Click on the desired dashboard and click on the Access Levels tab

Click the #Members in the Members column

Select check boxes next to the user names

From the Action Drop Down menu in the lower left corner of the page, select Set Access Level

Click the Submit Action button

In the window that opens, select the desired access level from the drop-down list

Click Assign Access Level



Joining an Organization 
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Presenter
Presentation Notes
Go to Organizations: All Organizations

Select an Organization by clicking its name. Organization preview appears on the right

Click Join button in the preview section. Your membership request is sent to the organization administer.

Note: If the Join button is not available, you might not have permissions to join the organization or you may have exceeded the limit of organizations you can join in this network.
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Administration Tab (1 of 4) 

Presenter
Presentation Notes
The Administration Tab has four sections in it that help an Administrator or HAN Coordinator add new members, view system reports, export information, and  view the Integrations of PHIN Cascade information for your system (this section is not used by Missouri at this time.)

Accounts is the location where new employees are added into MO-HNS.  This page shows the fields that must be entered by use of the *.  Each person must be given a system role.  The most used role is Recipient.
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Administration Tab (2 of 4) 

Presenter
Presentation Notes
Group Affiliation refers to the groups that the person belongs to.  The HAN Coordinators/Administrators will only have access to Groups they have created or been granted access to.

Again the fields that have an * must be filled to add the new person.  Other information is useful and  it is best practice to fill in as much information as you can.
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Administration Tab (3 of 4) 

Presenter
Presentation Notes
Under Employment Information it is not required to enter the Primary Employer, however it is still good information to have.  

Secret PIN is required, when I enter new people I use the same generic PIN, then when the new person goes into the system they can change their PIN to something they will remember.  My generic PIN is 1 2 3 4 .

A Primary Email Address is required for each new account, so if you have a generic email that more than one person uses, you will not be able to apply that email to more than one person.  
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Administration Tab (4 of 4) 

Presenter
Presentation Notes
Each account must have a minimum of one Contact phone number.  Other numbers can be added as well.

Each person must be assigned a minimum of one HAN Role, but can be given more than one role.  This is the same with HAN Organizations.  

Organizations:  this is very important!  Adding the local Organization  is how you ensure you have access to your staff under the Organization Tab.

After entering the information it is most important to SAVE the information using the key at the bottom.  If entering multiple people you can use the SAVE & Register Another button



Composing & Sending 
Messages 
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MODULE III 
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General Messages: Viewing Mail 

Presenter
Presentation Notes
General Messages

All messages are displayed in the table of messages. To view an individual message, click it’s subject line in the table of messages. The page with the message details and content opens.
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Compose a Message 

Presenter
Presentation Notes
General Messages

All messages are displayed in the table of messages. To view an individual message, click it’s subject line in the table of messages. The page with the message details and content opens.
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Compose a Message: Selecting Sender 

Presenter
Presentation Notes
Messages can be sent from the System the Organization or  Myself.  Typically sent from the system.
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Compose a Message: Add Recipients 

Presenter
Presentation Notes
Add individuals, administrators, groups and organizations who should receive the message when the template is used. Note that you can only add organizations and groups you have permissions to message.

Typically the “System” is used as the sender, but there are other options.
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Compose a Message: Add Recipients 

Presenter
Presentation Notes
You do have to options to import a contact list.  To do so you will import the file and upload it to the message.
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Message Details 

Presenter
Presentation Notes
See Note about the “COST”  The LPHA(you) must have prior approval from the State to send messages that cost.  To obtain this approval you will have to send an email to the DRMS email address and we/State will obtain approval.
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Compose Message: Long Message 

Presenter
Presentation Notes
Long message: Specify whether you want the message delivered as an email or fax. Note that the Internal check box stays selected by default and ensures that recipients get a copy of the message internally.  Enter the message text, limited to 1000 characters.

Currently the ERC is not using FAX or TXT messages to telephones.
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Compose Message: Short Message and 
Adding Attachments 

Presenter
Presentation Notes
Short message: Specify whether you want to send a short version of the message as a text or pager message. Selecting any of these check-boxes activates a message text field. If desired, enter the text that will appear in the message. Limit the message to the limited number of characters shown near the field.  

Click the add attachments button to select a file and attach it to the message. Click the Browse button and then select the document to attach. If you have access to the Documents Library module, select the Document Library option at the top and then select the document. 

Click Upload File to attach the file. A message can have no more than four attachments.

*Attachments can be in Word or PDF formats.
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Compose Message: Voice Message 

Presenter
Presentation Notes
Voice message: a voice message is a voice version of the long message and is what is frequently used by DHSS-ERC. You can record your own message, upload an audio file or provide message text that is converted to a recording using the text-to-speech technology. Voice messages are delivered to the recipient’s provided phone numbers.
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Advanced Delivery Options 

Presenter
Presentation Notes
Delivery Delay: 
Indicate how many minutes to delay sending the message to multiple devices.

Send time: Specify whether you want to send the message immediately or delay the message delivery until a certain time.

Priority: Sets the message priority.

Message Delivery. Select between Escalation and Blast options. If you select the escalation option, the system consecutively sends the message to the recipient’s contact numbers in order of their priority.  If you select the blast option, the system simultaneously sends the message to all contact numbers specified by the recipient. In addition, the recipient receives a copy as an internal message.

Time message is available for response: the time you choose will depend on your reason for sending the message.  If you are doing a recall you may make this a short time so you can quickly determine who is available to respond.

Validate Recipient:  allows you to verify the correct person is getting the message.

Leave message: lets you decide if you would like to leave a message or not.  If you are leaving a message, you can choose wither or not you reconnect after leaving a message. This is done by choosing an option under Do not reconnect if:  ….

Number of times to contact is where you tell the system the number of times the system should contact the individual with a message.  

Related to the number of times to contact question is the Time between each contact attempt.  Here too you have multiple options of how long to wait to re-contact the person you are trying to reach.
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Compose Message: Response Options 

Presenter
Presentation Notes
Response Options: 
Each response option is numbered, so when the recipients respond to the message, they can provide the number that corresponds to their response option. If a response is requested via email, the recipient can select one of the options and click the SUBMIT button in the body of the message. The system automatically sends the response back to the administrator.
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Edit Message / Test Message 

Presenter
Presentation Notes
Testing a message is a great tool the system has available.  This is to allow the sender to review the message prior to sending out to the designated recipients.  By sending the “test” message to yourself, you get to see/hear what the message will be prior to sending it out.
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Message Statistics 

Presenter
Presentation Notes
Recipient Statistics: shows the totals and percentages for each response option, as well as recipients that did not submit a response or were not contacted. This information can be used to help you keep track of the responses you received and the overall response dynamics.

Delivery Statistics: Shows the total for each type of message that was delivered, responded to, did not receive a response or failed to reach its destination.
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Delivery Status 

Presenter
Presentation Notes
You can see who has the message and who has not received it.
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General Message: Display 

Presenter
Presentation Notes
This is where you can review messages sent by other administrators if they have allowed 
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General Message: Actions 

Presenter
Presentation Notes
You can share messages.
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Message Summary 

Presenter
Presentation Notes
Under message summary you can click on Total Recipients and it will give you detailed information on who has received and who has not.



Delivery Methods 
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Method Description 

Internal Message: The recipient will receive this message through the CORES account. In 
addition, the system will send a notification about the new internal message 
to the recipient’s primary email address*. Note that if multiple delivery 
methods are selected, the recipient will not receive the email notification. 

Email: This method ensures that the recipient gets the message through the 
external email service. 

Fax*: The recipient will get this message via fax. 

Text Message*: This message will be delivered to the recipient’s cell phone as a text 
message. 

Pager: This message will be delivered to the pager number specified by the 
recipient 

Voice 
Notification*: 

This message will be delivered as a voice mail to the primary phone number 
specified by the recipient. 

Multiple Methods: This message will be delivered using more than one method. 

*There is a cost associated with sending faxes, telephone messages and/or text messages. You must have DHSS approval 

Presenter
Presentation Notes
Remember that some delivery methods have additional cost added to the message.  Also you will need to get approval from the State to use any of the methods of delivery that have an additional cost.



Message Templates 

• A message template can be used to quickly 
send messages with common text and 
properties without having to recreate the 
message multiple times 

• Along with the preset text, templates store 
information about the message delivery and 
response options that are inherited by all 
messages based on the template 

• Templates are available to designated 
administrators only; users without administrative 
privileges cannot create, see or use templates 
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Presenter
Presentation Notes
Using templates make the jobs run smoother during an event or activation.
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Pre-set Templates 

To view available message templates, go to Messages: General Messages and  
click the Templates tab 

Presenter
Presentation Notes
To use a template that is already set up you click on select template.



Creating a New Template 

• There are two ways to create a new template: 
– Set up a template and save it 
– Compose a message and save it as a template 
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Presenter
Presentation Notes
You can create a Template by going to the Template tab and then clicking on the Create Template button.  You will then enter your message information and at the bottom you will answer yes to the question “Do you want to save this message as a template?”



Editing Template Features 

• When you create a template, you can specify 
which system users can see and use the 
template.  

• The access to the template can be limited to 
only you, organization administrators or system 
administrators. 
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Presenter
Presentation Notes
To choose who can see and/or use the template.  To do this you use the Viewable By option.



Reports Generation 
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MODULE IV 

Presenter
Presentation Notes
There are several Reports that are available in MO-HNS. 




View Reports 
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*Not all users have sufficient permissions to  access the Reports tab. This screenshot may not reflect the reports viewed on your 
screen. 

Presenter
Presentation Notes
It is important to note that not all users will have access to the Reports tab. This depends on the user’s access level permissions.  If you have access, the reports that appear are dependent on your system configuration.

To view reports for an organization: 

Go to Organization: All Organizations

Click on the desired “Dashboard” link

Click “Go to Details”

Click the “Reports” tab that takes you to the next page

Click a report name to view information for the organization.

Note: All system reports are located in Administration: Reports



Export a Report 

• Export options will appear in the upper right 
corner of the opened report 
 
 
 

 
• You can choose between Export CSV or  

Export PDF 
– Follow browser prompts to open or save the report 
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*You will need to have Adobe Reader installed on your computer to open reports in the .pdf format.  

Presenter
Presentation Notes
CSV means Comma Separated Values
 
PDF means Portable Document Format



Print a Report 

• The print view icon will appear in the upper right 
corner of the opened report. 
 
 
 

 
• Click on Print View and the report will open in a 

new browser window. Use the browser print 
function to print the report. 
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Presenter
Presentation Notes
To print a report go to the print view icon.  This will open the report in a new window, then use the browser print function to print the report.



Call if you need further assistance contact 
the Emergency Operations Center (ERC) at: 

 

800-392-0272 option 1  
or  

DRMS@health.mo.gov 
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Presenter
Presentation Notes
The training you have just viewed should give you a better understanding of MO-HNS.  If you have questions you can always contact the ERC  at the 800-392-0272 or send an email to DRMS@health.mo.gov.
Please let us know if we can be of further help.
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