COURSE:

UNIT:

SUGGESTED TIME:

TRAINING AIDS:

OBJECTIVES:

DETAILED LESSON OUTLINE

[-Suite

4.7 — ITS: Posting contracted resource 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. Understand primary and special rate options.
2. Understand posting for each unit of measure.
3. Understand 2 day and the guarantee function.
4. Post contracted resource time.

5. Repost time.

6. Delete a row of time.

7. Review an OF-286 for contracted resources.
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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. Understand primary and special rate options.
B. Understand posting for each unit of measure.
C. Understand %2 day and the guarantee function.
D. Post contracted resource time.

E. Repost a day of time.

F. Delete posted time.

G. Review an OF 286 for contracted resources.

INSTRUCTOR AND STUDENTS LOG ON TO ITS.

INSTRUCTOR QUICKLY REVIEWS MAJOR FEATURES
ON THE POST TIME SCREEN FOR CONTRACTED
RESOURCES.

NOTE THE LOCATION OF THE POST TIME BUTTON
AND THE CONTRACT EQUIPMENT, CREWS AND
OTHER TAB.

II. EXERCISES:

A. Understand primary and special rate options,
posting for each unit of measure, and 2 day and the
guarantee functions.
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EXPLAIN THE FOLLOWING OPTIONS FOR POSTING
CONTRACTED RESOURCE TIME:

TO POST A DAILY RATE, COMPLETE THE
START DATE AND END DATE BOXES.

TO POST AN HOURLY RATE, COMPLETE
THE DATE, AND START AND STOP TIME
BOXES.

TO POST MILEAGE, COMPLETE THE
DATE AND MILES BOXES.

TO POST EACH, COMPLETE THE DATE
AND EACH BOXES.

TO POST FOR EQUIPMENT NOT
CURRENTLY BEING USED ON ANY GIVEN
DAY BUT STILL UNDER HIRE, ENTER A
MINIMUM OF 15 MINUTES OF WORK
TIME AND 1 MILE OF MILEAGE.

THE GUARANTEE AMOUNT IS SHOWN
ONLY ON THE OF-286, BUT DOES NOT
DISPLAY ON THE INCIDENT POST-
POSTING EQUIPMENT SCREEN.

B. To post contracted resource time.
FOR THIS EXERCISE, YOU WILL POST TIME TO A
CONTRACTED EQUIPMENT.
1. Click the Post Time button, and then click
the Contract Equipment, Crews and
Other tab.

2. Under Select Type, select the equipment
type of your choice.

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

a. Click the Equipment Unique ID
drop-down arrow, and then click to
select the Equipment of your
choice.

b. Click the Request Number drop-
down arrow, and then click to select
the Request Number of your
choice.

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

6. Under Post Options, click to select the
Rate Type of your choice.

7. If one-half rate applies, click to select the %
Rate check box.

8. Post the required information as appropriate

for that Rate Type and Unit of Measure.

0. To commit the posting, click the Commit
Posting button.
C. To repost a day of time.

WHEN YOU REPOST CONTRACTED RESOURCE TIME,
YOU CAN ADD TO THE ORIGINAL POSTING OR
OVERWRITE THE EXISTING ENTRY.

FOR THIS EXAMPLE, YOU WILL OVERWRITE THE
EXISTING ENTRY.

1. Click the Post Time button, and then click
the Contract Equipment, Crews and
Other tab.

2. Under Select Type, click Contract
Equipment.
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Click the Contractor Name drop-down
arrow, and then click to select the
Contractor Name of your choice.

Perform one of the following

a. Click the Equipment Unique ID
drop-down arrow, and then click to
select the Equipment of your
choice.

b. Click the Request Number drop-
down arrow, and then click to select
the Request Number of your
choice.

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

Click to select the Post Options for the
Rate you want to repost.

Complete the appropriate Start Date and
End Date boxes.

To commit the posting, click the Commit
Posting button.

On the Already Posted dialog box, click the
Overwrite button.

To delete a row of posted time.

FOR THIS EXERCISE, YOU WILL DELETE POSTED
TIME USING THE SAME CONTRACTED RESOURCE.

POINT OUT THE DELETE BUTTON ON THE ITS
TOOLBAR.

Click the cursor in the Acct column for the
row of time you want to delete.

Click the Delete button.
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E. Review an OF 286 for contracted resources.

1.

On the Reports menu, click OF-286 w/
Deductions.

NOTE THAT AN OF-286 IS AN INVOICE FOR A
CONTRACTED RESOURCE ON AN INCIDENT.

IT LISTS THE RATES AND DATES THE CONTRACTED
RESOURCE WAS USED ON THE INCIDENT.

2.

On the OF-286 dialog box, complete the
following

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

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

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

Under Report Options, click to select one
of the following

a. OF-286 with Itemized Deductions.
b. OF-286 Only.

C. Itemized Deductions Only.

To preview the report, click the Preview
Report button.

To print the report, click the Print Report
button.
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