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DETAILED LESSON OUTLINE 

COURSE: I-Suite 

UNIT: 4.8 – ITS: Working with commissary forms and posting debits 
and additions. 

SUGGESTED TIME: 15 minutes 

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. View and print commissary authorization forms. 

2. Post personnel debits. 

3. Post contractor debits and additions. 
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INTRODUCE THE UNIT. 

PRESENT UNIT OBJECTIVES. 

 

I. INTRODUCTION: 

A. View and print commissary authorization forms. 

B. Post personnel debits. 

C. Post contractor debits and additions. 

 

INSTRUCTOR AND STUDENTS LOG ON TO ITS. 

INSTRUCTOR QUICKLY REVIEWS MAJOR FEATURES 
ON THE PERSONNEL DEBITS SCREEN AND THE 
CONTRACTOR DEBITS SCREEN. 

NOTE THE LOCATION OF THE COMMISSARY/DEBITS 
& ADDITIONS BUTTON AND THE PERSONNEL AND 
CONTRACTOR TABS. 

EXPLAIN THAT WORKING WITH THE 
COMMISSARY/DEBITS AND ADDITIONS FUNCTION IS 
VERY STRAIGHTFORWARD. 

ONCE YOU SELECT A RESOURCE, YOU ENTER THE 
DATE, DESCRIPTION, AND AMOUNT. 

YOU CAN REVIEW THE DETAILS OF THESE 
TRANSACTIONS ON THE OF-288 AND OF-286. 

 

II. EXERCISES 

EXPLAIN THAT YOU CAN VIEW AND/OR PRINT A 
COMMISSARY AUTHORIZATION FORM BY REQUEST 
NUMBER, CREW NAME, OR PERSON. 

A. To preview a Commissary Authorization form. 

1. On the Reports menu, click Commissary 
Authorization. 

 



 4.8-3 

OUTLINE AIDS & CUES 

2. On the Commissary Authorization dialog 
box, perform one of the following 

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

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

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

3. Click the Run Report button. 

4. To print the report, click the Print Report 
icon. 

EXPLAIN THAT FOR THE NEXT EXERCISES YOU WILL 
BE PERFORMING GRID TRANSACTIONS TO POST 
DEDUCTIONS AND ADDITIONS. 

THE INFORMATION YOU ENTER IS AUTO-SAVED, AS 
SOON AS YOU PRESS [TAB] TO CREATE A NEW BLANK 
LINE. 

B. To post deductions to a personnel resource. 

REVIEW THE COMMISSARY ISSUE RECORD TO BE 
USED FOR THIS EXERCISE. 

1. Click the Commissary/Debits & Additions 
button. 

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

3. In the Activity Date column, type the 
Activity Date, in the format MMDDYYYY.

4. In the Commodity column, type the name 
of the Commodity. 

FOR EXAMPLE, SOCKS, TOILETRIES, TOOTHPAST, 
AND BOOTS ARE ALL COMMODITIES. 

5. In the Purchase Amount column, type the 
Purchase Amount, in the format 99.99. 
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6. To save the charges and advance to the next 
new line, press TAB. 

C. To post contractor deductions to a resource. 

REVIEW THE FUEL AND OIL ISSUE TO BE USED FOR 
THIS EXERCISE. 

1. Click the Commissary/Debits & Additions 
button, and then click the Contractor tab. 

2. Under Select Type, click to select one of the 
following 

a. Contract Equipment. 

b. Contract Crews. 

c. Other Contracts. 

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

4. Click the Contract Resource, drop-down 
arrow, and then click to select the Contract 
Resource, if appropriate. 

5. In the Activity Date column, type the 
Activity Date, in the format MMDDYYYY.

6. In the Commodity column, type the name 
of the Commodity. 

FOR EXAMPLE, FUEL, REPAIRS, AND SOCKS ARE ALL 
COMMODITIES. 

7. In the Purchase Amount column, type the 
Purchase Amount, in the format 99.99. 

8. To save the charges and advance to the next 
new line, press TAB. 

REMEMBER, PRESSING [TAB] CREATES A NEW BLANK 
LINE, WHICH SAVES THE DATA YOU ENTERED IN THE 
PREVIOUS ROW. 
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D. To post a contractor addition. 

REVIEW THE ADDITION TO BE USED FOR THIS 
EXERCISE. 

EXPLAIN THAT THE HYPHEN IS USED TO IDENTIFY A 
NEGATIVE NUMBER. 

TO POST AN ADDITION, TYPE A HYPHEN (-) IN FRONT 
OF THE PURCHASE AMOUNT. 

1. Click the Commissary/Debits & Additions 
button, and then click the Contractor tab. 

2. Under Select Type, click to select the Type 
of your choice. 

3. Click to select the Contractor Name and 
Contract Resource, if appropriate, of your 
choice. 

4. In the Activity Date column, type the 
Activity Date, in the format MMDDYYYY.

5. In the Commodity column, type the name 
of the Commodity. 

FOR EXAMPLE, FUEL, REPAIRS, AND SOCKS ARE ALL 
COMMODITIES. 

6. In the Purchase Amount column, type – 
(hyphen) and then Purchase Amount, in 
the format -99.99. 

7. To save the charges and advance to the next 
new line, press TAB. 

NOTICE THAT THE NEGATIVE SYMBOL IS REPLACED 
BY PARENTHESES IN THE PURCHASE AMOUNT 
COLUMN. 

E. To review an OF-288 for resources with posted 
deductions and additions. 
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EXPLAIN THAT THE DEDUCTIONS PAGE DISPLAYS ON 
A SEPARATE WINDOW, BEHIND THE OF-288 AND THE 
OF-286. 

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

2. On the OF-288 dialog box, click to select 
one of the following 

a. Request Number. 

b. Crew Name. 

c. Person. 

3. To view the final OF-288, click to select the 
Final check box. 

4. To preview the report, click the Preview 
Report button. 

SHOW THE ICONS LOCATED AT THE TOP OF THE OF-
288 REPORT. 

SHOW THE GO TO NEXT PAGE ICON. 

5. To review the deductions page of the OF-
288, click the Minimize button on the OF-
288 window. 

6. To print the of-288, click the Print Report 
button. 

F. To review an OF-286 for resources with posted 
deductions and additions. 

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

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. 
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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. 

 

3. Under Report Options, click to select one 
of the following 

a. OF-286 with Itemized Deductions. 

b. OF-286 Only. 

c. Itemized Deductions Only. 

4. To preview the report, click the Preview 
Report button. 

SHOW THE ICONS LOCATED AT THE TOP OF THE OF-
286 REPORT. 

SHOW THE GO TO NEXT PAGE ICON. 

5. To review the deductions page of the OF-
286, click the Minimize button on the OF-
286 window. 

6. To print the OF-286, click the Print Report 
button. 
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