COURSE:

UNIT:

SUGGESTED TIME:

TRAINING AIDS:

OBJECTIVES:

DETAILED LESSON OUTLINE

[-Suite

4.3 —ITS: Posting personnel time.

1 hour

Computer projector, screen, PowerPoint presentation, computer
(one for instructor and one per trainee).

Upon completion of this unit, the trainee will be able to:

1. Post time for personnel.

2. Understand the use of special rates.

3. Post time when managing all incidents as one.
4. Delete posted time.

5. Edit posted time by either reposting or by

changing the post time grid.
6. Change AD rates and special codes.

7. Discuss why posted time is locked to an
established employment code.

8. Post return travel time.

9. Review an OF 288.
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INTRODUCE THE UNIT.
PRESENT UNIT OBJECTIVES.

POSTING TIME IS PERFORMED THE SAME WAY IN
BOTH THE INTEGRATED AND THE STAND-ALONE
ENVIRONMENTS.
L INTRODUCTION:

A. Post time for personnel.

B. Understand the use of special rates.

C. Edit posted time by either reposting or by changing
the post time grid.

D. Delete posted time.
E. Change AD rates.

F. Discuss why posted time is locked to an established
employment code.

G. Post return travel time.

H. Review/print an OF 288.

INSTRUCTOR AND STUDENTS LOG ON TO ITS.

INSTRUCTOR QUICKLY REVIEWS MAJOR FEATURES
ON THE POST TIME SCREEN.

NOTE THE LOCATION OF THE POST TIME BUTTON.

NOTE THE LOCATION OF THE “USE ENTER KEY AS
TAB FOR POSTING” CHECK BOX.

EXPLAIN THAT YOU CAN EDIT THE STOP AND START
TIMES, SPECIAL, AND RATES FIELDS DIRECTLY
FROM THE PERSONNEL POST DETAIL.
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EXPLAIN THAT YOU CANNOT ENTER THE DATE, BUT
CAN DELETE A POSTING AND THEN REPOST THE
TIME WITH THE CORRECT DATE.

EXPLAIN THAT DATE AUTOMATICALLY CHANGES
FOR POSTING TIME THAT EXTENDS BEYOND
MIDNIGHT, AND THAT IF YOU POST OVERLAPPING
HOURS YOU MUST FIRST VERIFY BEFORE
PROCEEDING.

IIL. EXERCISES

EXPLAIN THAT FOR THIS FIRST EXERCISE, YOU WILL
USE CREW TIME REPORTS (CTRS) TO POST TIME.

A. To post personnel time using CTRs.
1. Click the Post Time button.

2. On the Incident Post screen on the
Personnel tab, click the Select Personnel
drop-down arrow, and then click to select
the Person of your choice.

3. Click the Account Code drop-down arrow,
and then click to select the Account Code
of your choice.

4. In the Date box, type the Date, in the format
MMDDYYYY.

NOTE THAT WHEN COMPLETING THE DATE BOX,
THE CURSOR WILL AUTOMATICALLY ADVANCE TO
THE NEXT DATE FIELD AS YOU TYPE.

TO ENTER THE CURRENT DATE, TYPE = (EQUAL
SIGN). TO ENTER YESTERDAY’S DATE. TYPE - (MINUS
SIGN).

5. Click the Start Time drop-down arrow, and
then click to select the Start Time of your
choice. Click the Stop Time drop-down
arrow, and then click to select the Stop
Time of your choice.
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6. Click the Special drop-down arrow, and
then click to select the Special code of your
choice.

7. To commit the posting, click the Commit
Posting button.

B. To post time when managing all incidents as one.

WHEN MANAGING ALL INCIDENTS AS ONE, YOU
MUST BE SURE TO POST TIME TO THE CORRECT
PERSON AND ACCOUNT CODES.

1.

On the ITS toolbar, click to sclect the
Manage All Incidents as One check box.

On the Incident Post screen on the
Personnel tab, click the Select Personnel
drop-down arrow, and then click to select
the Person of your choice.

Click the Account Code drop-down arrow,
and then click to select the Incident/Acct
Code combination of your choice.

SHOW THE ACCOUNT CODE TABLE THAT DISPLAYS
WHEN MORE THAN ONE INCIDENT AND ACCOUNT
CODES ARE AVAILABLE.

4,

Complete the remaining information as
appropriate.

a. Date.

b. Start Time.
C. Stop Time.
d. Special.

To commit the posting, click the Commit
Posting button.
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DISCUSS THE DIFFERENCE BETWEEN BEING IN EDIT
MODE AND BEING IN OPEN MODE.

IN EDIT MODE, A PENCIL DISPLAYS IN THE FAR LEFT
COLUMN OF THE GRID.

SHOW AN EXAMPLE OF THE PENCIL. THE FOLLOWING
EXERCISE OUTLINES HOW TO REPOST TIME
CORRECTLY.

EXPLAIN THAT THE GRID AREA IS SENSITIVE.

IF YOU ARE UNFAMILIAR WITH WORKING IN THE
GRID AREA AND ATTEMPT TO REPOST TIME
INCORRECTLY, YOU CAN BLOW OUT OF ITS.

C. To repost a day of time with different hours.

1. On the Incident Post screen on the
Personnel tab, click the Select Personnel
drop-down arrow, and then click to select
the Person of your choice.

2. In the Date box, type the Date, in the format
MMDDYYYY.

3. Click the Start Time drop-down arrow, and
then click to select the Start Time of your
choice.

4. Click the Stop Time drop-down arrow, and
then click to select the Stop Time of your
choice.

5. Click the Special drop-down arrow, and
then click to select the Special code of your
choice.

6. To commit the posting, click the Commit
Posting button.

7. On the Overlapping Hours dialog box,
click Yes.
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IN OPEN MODE, A RIGHT-FACING TRIANGLE
DISPLAYS IN THE FAR LEFT COLUMN OF THE GRID.

SHOW AN EXAMPLE OF THE TRIANGLE.

YOU MUST BE IN OPEN MODE TO DELETE A ROW OF

TIME.

POINT OUT THE LOCATION OF THE DELETE BUTTON.

D. To delete a row of time.

1.

On the Incident Post screen on the
Personnel tab, click the Select Personnel
drop-down arrow, and then click to select
the Person of your choice.

Click in cell for the row you want to delete,
and then click the Delete button.

E. To change an AD rate and Special code (one-time
change only).

1.

On the Incident Post screen on the
Personnel tab, click the Select Personnel
drop-down arrow, and then click to select
the Person of your choice.

Locate the row containing the Class and
Rate you want to change.

Click to select the Class box, and then type
to replace the existing AD designation with
the new AD designation.

Note: For AD-5 rates, type the Rate on the
ITS:AD-5 Rate dialog box, in the format
99.99, and then click OK.

Locate the row containing the Special code
you want to change.

Click the Special drop-down arrow, and
then click to select the Special code of your
choice.
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F. To permanently change an AD rate for all future
personnel postings.

EXPLAIN THAT YOU CAN CHANGE A RATE IN THE
PERSONNEL HEADER SO THAT ALL SUBSEQUENT
POSTINGS WILL USE THE NEW RATE.

USE THIS PROCESS IN THE EVENT THAT A PERSON IS
REASSIGNED TO A NEW POSITION ON AN INCIDENT.

1.

Click the Personnel button, click the
Edit/Lookup tab, and then locate the
Person who has the AD rate you want to
change.

2. On the Payment Information tab, click the
Class drop-down arrow, click to select the
AD Rate of your choice, and then click the
Save button.
G. To post return travel time.

EXPLAIN THAT POSTING END TRAVEL TIME SETS
THE NUMBER OF HOURS TO O (ZERO) AND THE
SPECIAL CODE TO TVL.

I.

On the Incident Post screen on the
Personnel tab, click the Select Personnel
drop-down arrow, and then click to select
the Person of your choice.

Click to select the Check here to Post
Return Travel Day check box.

In the Date box, type the Date, in the format
MMDDYYYY.

Click the Start Time drop-down arrow, and
then click to select the Start Time of your
choice.

To commit the posting, click the Commit
Posting button.
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H. To view and/or print an OF-288.

NOTE THAT AN OF-288 LISTS ALL INCIDENTS AND
ALL ACCOUNTING CODES FOR THE SELECTED
REQUEST NUMBER, CREW NAME, PERSON, OR ALL
PERSONNEL.

1. On the Reports menu, click OF-288.

2. On the OF-288 dialog box, perform one of
the following

a. to view the OF-288 by request
number, click the Request Number
drop-down arrow, and then click to
select the Request Number of your
choice.

b. to view the OF-288 for a person,
click the Person drop-down arrow,
and then click to select the Person of
your choice.

3. To view the final OF-288 for a resource
leaving the incident, click to select the Final
check box.

4. To preview the OF-288, click the Preview
Report button.

5. To print the OF-288, click the Print Report
button.
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