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DETAILED LESSON OUTLINE 

COURSE: I-Suite 

UNIT: 4.6 – ITS: Entering and editing contracted resources. 

SUGGESTED TIME: 2 hours 

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

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

 1. Understand the relationship between contractors, 
agreements, and resources. 

2. Understand the use of primary and special rates, and 
unit of measure. 

3. Add and edit contract resource data. 

4. Add operator(s) to a contracted resource 

5. Understand how to manage multiple resources that 
share the same request number. 
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INTRODUCE THE UNIT. 

PRESENT UNIT OBJECTIVES. 

EXPLAIN THAT IN ITS, YOU MUST ADD AND ATTACH 
CONTRACTOR AND AGREEMENT DATA TO A 
RESOURCE TO PROCESS PAYMENT DOCUMENTS. 

 

I. INTRODUCTION: 

A. Understand the relationship between contractors, 
agreements, and resources. 

B. Understand the use of primary and special rates, 
and unit of measure. 

C. Add and edit contract resource data. 

D. Add operator(s) to a contracted resource 

E. Understand how to manage multiple resources that 
share the same request number. 

 

INSTRUCTOR AND STUDENTS LOG ON TO ITS. 

INSTRUCTOR QUICKLY REVIEWS MAJOR FEATURES 
ON THE CONTRACTS RESOURCE ADD/EDIT SCREEN. 

NOTE THE LOCATION OF THE CONTRACTS BUTTON.  

 

A. Understand the relationship between contractors, 
agreements, and resources. 

EXPLAIN THE FOLLOWING TERMS: 

• A CONTRACTOR IS A BUSINESS ENTITY 
THAT HAS AVAILABLE RESOURCES. 

• AN AGREEMENT IS AN OF-294, AND IS 
ATTACHED TO THE CONTRACTOR.  A 
CONTRACTOR MAY HAVE MANY 
AGREEMENTS. 
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• SPECIFICATIONS ARE CONDITIONS THAT 
THE RESOURCE MUST MEET TO FULFILL 
THE AGREEMENT. 

 

B. Understand the use of primary and special rates, 
and unit of measure. 

EXPLAIN RATE TYPES AND UNITS OF MEASURE: 

• ALL CONTRACTED RESOURCES MUST 
HAVE A PRIMARY RATE DESIGNATION. 

• A CONTRACTED RESOURCE MAY OR MAY 
NOT HAVE ONE TO FIVE SPECIAL RATE 
DESIGNATIONS. 

• UNITS OF MEASURE INCLUDE DAILY, 
EACH, HOURLY, AND MILEAGE. 

• BE SURE TO MATCH THE CORRECT RATE 
TYPE WITH THE CORRECT UNIT OF 
MEASURE. 

 

C. To review the list of existing contractors.  

USE THE ATTACHED EERAs TO COMPLETE THIS 
EXERCISE. 

EXPLAIN THAT YOU MUST FIRST VERIFY THAT THE 
CONTRACTOR EXISTS BEFORE ENTERING A NEW 
ONE. 

YOU ONLY NEED TO ENTER A CONTRACTOR NAME 
ONCE. 

1. Click the Contracts button. 

2. On the Contracted Resource Add/Edit 
screen under Select Type, click to select 
one of the following resource Types: 

a. Contract Equipment. 

b. Contract Crews. 

c. Other Contracts. 
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CHOOSE CONTRACT EQUIPMENT. 

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

DETERMINE IF THE AGREEMENT NUMBER ALREADY 
EXISTS. 

4. Click the Agreement Number drop-down 
arrow, and then review the available 
Agreement Numbers. 

EXPLAIN THAT, SINCE THE CONTRACTOR HAS NOT 
BEEN ADDED TO THE INCIDENT DATABASE FROM 
IRSS, THE STUDENTS WILL GO AHEAD AND ADD A 
NEW CONTRACTOR. 

EERA for A&F Enterprises 

D. To create a contractor. 

1. On the Contracted Resource Add/Edit 
screen on the Add tab, complete the 
following information as appropriate 

a. Name. 

b. EIN/SSN. 

c. Address. 

d. City. 

e. ST. 

f. Zip. 

g. Phone. 

2. Click the Save button. 

EXPLAIN THAT YOU WILL NOW CREATE AN 
AGREEMENT AND ATTACH IT TO THE CONTRACTOR. 
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E. To create an agreement and attach it to the 
contractor. 

1. On the Agreement tab, click the Add tab. 

2. In the Agreement Number box, type the 
Agreement Number. 

3. In the Begin Date box, type the beginning 
date of the agreement, in the format 
MMDDYYYY. 

4. In the Expiration Date box, type the 
expiration date of the agreement, in the 
format MMDDYYYY. 

5. In the Point of Hire box, type the location 
at the time of hire. 

 

6. Click the Administrative Office for 
Payment drop-down arrow, and then click 
to select the Administrative Office of your 
choice. 

7. To attach the agreement to the contractor, 
click the Agreement Number drop-down 
arrow, and then click to select the 
Agreement Number of your choice. 

8. Click the Save button. 

 

EXPLAIN THAT, IN THE INTEGRATED ENVIRONMENT, 
THE RESOURCE IS ALREADY ADDED TO THE 
INCIDENT DATABASE FROM IRSS.  IN ITS, YOU WILL 
NEED TO EDIT THE RESOURCE SPECIFICATIONS AND 
CREATE A NEW NAME FOR IT, THEN LINK THE 
RESOURCE TOGETHER WITH THE CONTRACTOR AND 
AGREEMENT. 

SHOW WHERE THE STUDENT CAN SELECT EITHER 
THE NAME OR REQUEST NUMBER, UNDER SELECT 
RESOURCE BY, TO LOCATE THE RESOURCE. 
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F. To edit resource specifications and link it to a 
contractor and agreement. 

1. Under Select Resource By, click Name or 
Request Number. 

2. Click the Unique Name or Request 
Number drop-down arrow, and then click to 
select the Name or Request Number of 
your choice for the Contractor/Agreement 
of your choice. 

3. On the Resource tab on the Edit tab, 
complete the following information 

a. In the Unique ID box, create a 
unique name for the resource. 

b. Complete the Make, Model, and 
Remarks boxes, as appropriate. 

c. Click to select the Gov’t Operator 
and Gov’t Supplies check boxes, as 
appropriate. 

d. Complete the Hired Date and Time 
boxes and the Released Date and 
Time boxes, as appropriate. 

e. Click to select the Withdrawn 
check box, as appropriate. 

f. Click the Rate Type drop-down 
arrow, and then click to select the 
Rate Type of your choice. 

g. Click the UOM drop-down arrow, 
and then click to select the Unit of 
Measure of your choice. 

h. Click in the Rate box, and then type 
the appropriate Rate for that Rate 
Type and Unit of Measure. 
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i. Press TAB twice to advance the 
cursor to the next Rate Type box. 

4. Verify that the correct Request Number, 
Contractor Name, and Agreement 
Number display on the upper portion of the 
Contracted Resource Add/Edit screen. 

5. Click the Save button. 

6. On the Warning – Check for Correct 
Agreement/Contractor dialog box, click 
Yes. 

G. To add an operator to a resource. 

1. Under Select Resource By, click Name or 
Request Number. 

2. Click the Unique Name or Request 
Number drop-down arrow, and then click to 
select the Name or Request Number of 
your choice for the Contractor/Agreement 
of your choice. 

3. On the Resource tab on the Edit tab, click 
the Add Operator(s) button. 

4. On the Crews & Operators Add/Edit 
screen, on the Add tab on the 
Member/Operator tab, add or edit the 
following information as appropriate 

EXPLAIN THAT IF A LEADER WAS ADDED BY IRSS 
INTO THE INCIDENT DATABASE, YOU WILL ONLY 
NEED TO EDIT THE OPERATOR INFORMATION. 
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EXPLAIN THAT ADDING A MEMBER/OPERATOR IS 
THE SAME AS THE PROCESS EXPLAINED IN 4.4 – 
ENTERING AND EDITING CREWS. 

a. First Name. 

b. Last Name. 

c. Social Security Number. 

d. Account Code. 

e. Kind/Position. 

f. Status. 

g. AD/Fed/Other. 

h. Agency. 

i. Remarks. 

5. Complete the Payment Information tab as 
appropriate. 

6. Click and then complete the Personnel 
Mailing Address tab as appropriate. 

7. Click the Save button. 

 

ADD ADDITIONAL CONTRACTED RESOURCES USING 
THE INFORMATION LISTED ON THE EERAS. 
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