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 Section A – Overview of Basecamp software program

 Section B - Setting up your account and changing notifications

 Section C - How do I use Basecamp when the County EOC is 

activated?

 Section D - How do I add more staff to Basecamp?

 Section E - Who do I contact if  I  need help?
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SECTION A –
BASECAMP OVERVIEW



 What is Basecamp? 
 A project management web based software program that Lincoln Co. 

EOC is using to coordinate internal EOC operations and interactions 
with our Cooperators
 Internet based with mobile phone application for both Android and IOS 

devices
 Provides platform to schedule/assign to do items, document storage, 

message chat to specific groups, calendar for specific projects
 Allows authorized members to add additional staff quickly and easily

 How will  Lincoln Co. use Basecamp to manage EOC activations? 
 Lincoln Co. has divided Basecamp into three sections: 
 Admin Hub 
 Teams – Internal Co. EOC Sections (library of forms, tools)
 Projects – Cooperators folder and EOC activation folder (live EOC response 

documents)

BASECAMP OVERVIEW



 EOC Staff  wi l l  be given access to two areas in  Basecamp

 TEAMS Section
 Used for the EOC Sections (CMD, OPS, Finance, PLANS, LOGS) and special positions 

such as Resource Mgmt, Situational Assessment
 Team folders house the library of forms, tools, contact information, spreadsheets 

needed for EOC positions to complete their tasks

 PROJECT Section (EOC - New Activation)
 Used to house ALL of the information related to the activation of the EOC
 There is a default template folder ready to go for the next activation; the name will be 

changed for the current event – then all activity for the activation will be saved in that 
project folder

 Cooperators wi l l  be given access to only one area in  Basecamp –
Cooperators folder.  They wi l l  be able to drop off  and pick up needed 
documents and download EOC templates to assist  them with their 
act ivations

EOC STAFF ACCESS AND USE



ADMIN HUB (TOP OF BASECAMP SCREEN)

• Each circle represents a 
person who has access to 
this area

• Your Avatar 
(name/photo) is at 
the top right – you 
also click here to 
change your settings

• Our EOC agency logo and 
account name



TEAMS: INTERNAL EOC SECTION FOLDERS

• This section is for 
internal County EOC 
staff 

• Library of the forms, 
tools, contact 
information, 
spreadsheets you need 
to complete your 
assigned EOC positions

• Take a few minutes to 
tour each of the folders 
to identify what is in 
them



PROJECTS: COOPERATORS, CURRENT EOC & 
DOC ACTIVATION FOLDERS

• Cooperators folder
• Drop-off/Pick-up event information
• Some EOC Staff will need to access this 

folder regularly to pick up or drop off 
information

• EOC Activation 
Template Folder-
accessible only to 
internal EOC Staff

• Public Health Dep. 
Operations Center  
Activation Template 
Folder- accessible only 
to internal PH DOC 
Staff



SECTION B –
SETTING UP YOUR 

ACCOUNT AND 
NOTIFICATIONS



 1st You’ll  receive an invite from Lincoln County Emergency 
Management

 Create your user name and password
 If you have a google account you can use this to access

 Set-up your profile information and notifications
 Add your picture – this is super helpful so others who are activated can 

see who you are if you are in another location/room and they may not 
know you
 Notifications – you will most likely want to “turn off” your notifications 

until we have a real activation…Basecamp is a little “chatty”, turning 
them off until an activation occurs will be helpful to you

SETTING UP YOUR BASECAMP PROFILE



EMAIL FROM BASECAMP/SET-UP

• Initial Basecamp Invite will 
come from Jenny Demaris 
or EM Volunteer Bruce 
Miller

• If you invite more of your 
staff to have access then 
the invite will come from 
your email

• You may have access to 
more than one Basecamp 

• Lincoln County Emergency 
Management (Oregon)



LOG IN/SETTINGS - NOTIFICATIONS

• Do not use the Google 
option to sign-in – for 
County Employees

• Consider turning off your 
notifications until the EOC is 
activated



LOG IN/SETTINGS - NOTIFICATIONS

• This is another area to 
edit your notification 
settings 

• You can download the 
mobile app which is quite 
easy to use and great to 
connect to EOC when 
you are away from your 
desk top for activations



SECTION C –
USING BASECAMP WHEN 

COUNTY EOC IS 
ACTIVATED



EOC ACTIVATION FOLDER

• The two areas the EOC 
Staff will use the most is 

• MESSAGE BOARD 
and 

• DOCS & FILES



EOC ACTIVATION FOLDER

• To Do’s will be used 
primarily by CMD staff 
but depending on the 
response scenario some 
tasks may be assigned 
through this feature

• For those who may 
have to activate the 
EOC…We STRONGLY 
encourage you to 
look at these tasks

• Schedule will be used for 
EOC scheduled meetings, 
conference calls or 
cooperator planning 
sessions



EOC STAFF: MESSAGE BOARD

EOC Staff will be able to have conversations with other EOC 
Staff and with Cooperators through the MESSAGE BOARD
• To talk to Cooperators you must go to their Message Board 

in their Cooperators Folder 

Types of Messages



EOC STAFF: MESSAGE BOARD

• Messages in Message Board should be crafted so they are easy to follow and identify 
who the message is intended for. 

• All EOC Staff can see the messages in Message Board but you can ‘send’ them to specific 
people.

• Use this guide when creating new messages.

1) What Type of Message is it?

• Announcements  - for new information
• FYI – for updates to prior announcements
• Question – use to obtain answers for information 

you need



EOC STAFF: MESSAGE BOARD

2) What is the message about?

• Message Title:
• Start with the purpose of the message “Meeting:” then state what meeting it is
• Keep the title brief but if possible put pertinent info so it is easy to read from 

mobile devices or for staff who only have time to scan messages to see if they 
apply to them

• Message Body:
• Add additional information or specifics here



EOC STAFF: MESSAGE BOARD

3) Who does the message need to go to?

• Depending on how large the activation is there may be 25-30 people working in the 
EOC, the messages can get overwhelming so when possible, try to narrow down who 
the message is for.

• If the message is for all staff or the group is too large to cherry pick who needs it then 
just send to everyone – again, this is why it is important to use clear Message titles so 
they can be quickly scanned for applicabilty



EOC STAFF: DOC’S AND FILES

• Docs and Files is a place to 
store COMPLETED or IN 
PROGRESS EOC documents

• Basecamp will now be the 
primary way the County EOC will 
house active EOC documents and 
interact with Cooperators

• Naming convention for files:
• “YEAR MO DAY – Title”



SECTION D –
ADDING PERSONNEL TO 

BASECAMP



 EOC Staff who were originally invited to Lincoln EOC Basecamp can 
add additional personnel pre event or during activations.
 **Do not add individuals unless they are a designated employee or 

volunteer without EOC Director approval
 **Inform these individuals the information in Basecamp is for official use 

only with the exception of Media Releases and Public Summary Updates
 If there is an agency representative or emergency support function (ESF) 

staff person “working” in the EOC they can be added to the current EOC 
Activation folder or they may need to be added to the COOPERATORS group
 There may be County staff or volunteers who may only need access to the 

current EOC Activation folder and not full site access
 EOC Staff or County Leads can remove agency reps at any time 

and/or by sending an email to County EM to ask for them to be 
permanently removed

 County EM will  periodically review active members and delete, 
archive as appropriate with communication to the Agency Lead

ADDING ADDITIONAL PERSONNEL



ADDING ADDITIONAL PERSONNEL

• To add County Staff or Volunteers you 
need to go to the main directory at the 
top first

• Then select 
Add/Remove People



ADDING ADDITIONAL PERSONNEL

• Enter their name, email 
information

• You can add more than 
one person at a time

• You can pick from people 
who are already in 
Basecamp

• Include an intro message 
as to why they are being 
added



SECTION E –
WHO DO I CONTACT FOR 

ASSISTANCE?



 Contact Jenny Demaris or Jessica Palmaand we will  walk you 
through any issues you may be having. 

 If  you have any feedback for us please let us know as we want to 
ensure this is an easy transition and an effective tool.

NEED HELP?

BASECAMP: https://basecamp.com/

Virginia "Jenny" Demaris
Emergency Manager
Lincoln County Sheriff's Office
225 W. Olive St., Newport, Oregon 97365
vdemaris@co.lincoln.or.us
(541) 265-4199 Office
(541) 270-0702 Cell

Jessica Palma
Assistant Emergency Manager
Lincoln County Sheriff's Office
225 W. Olive St., Newport, Oregon 97365
jpalma@co.lincoln.or.us
(541) 265- 0657 Office
(541) 270-8548 Cell

https://basecamp.com/
mailto:vdemaris@co.lincoln.or.us
mailto:jpalma@co.lincoln.or.us
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