
Getting help

Access the I-Suite website at: http://isuite.nwcg.gov
Contact the I-Suite Helpdesk at: (866) 224-7677

Quick ReferenceQuick Reference
ITS toolbar and toolbar buttons

Working with incident information

To review and edit incident data
1. On the Incident Data menu, click Incident Add/Edit.
2. Click the Incident # drop-down arrow, click to select the

Incident of your choice, and then click the Edit tab.
3. Modify the following information as appropriate

- Incident Name
- Incident Number
- Accounting Code
- Location
- State
- Start Date.

4..To save your changes, click the Save button.

To manage all incidents as one
Remember, when working in this mode you must select an
incident to post each resource’s time.

From any ITS screen, click to select the Manage All
Incidents as One check box.

Working with personnel data

To edit personnel data
1. On the Personnel Add/Edit screen, click the Edit/Lookup

tab.
2. Click the Select Personnel drop-down arrow, and then click

to select the Person of your choice.
3. For AD personnel, type the person’s Social Security

Number in the Social Security Number box, in the format
123456789.

4. Click to select the Account Code and Employment Code of
your choice.

5. To specify a contracted resource, click to select the
Contracted Resource check box.

6. For AD personnel, complete the Payment Information tab as
appropriate.

7. On the Personnel Mailing Address tab, complete the
following information as appropriate.

8. To save your changes, click the Save button.

Tocreate/edit a crew and add crew members
1. On the Crew/Operator Roster screen, click the Add/Edit

Crew/ Operators button, and then click the Add or Edit  tab
as appropriate.

2. On the Crew/Equipment tab, complete the crew information
as appropriate, and then click the Save button.

3. On the Crew/Operator Roster screen, click the Add/Edit
Crew/ Operators button, click the Add or Edit  tab as
appropriate, and then click the Member/Operator tab.

4. Click the Crew/Equipment to Add To drop-down arrow, and
then click to select the Crew or Equipment of your choice.

5. Complete the crew member information as appropriate.
6. Complete the information on the Payment Information tab

and then Personnel Mailing Address tab.
7. Click the Save button.
8. Add or edit the remaining crew members as needed.  Click

the Save button after each new entry.



Contracts, agreements, and resourcesContracts, agreements, and resources
Understanding the relationship

Contractor. A business entity that has available resources.
Agreement. One or more OF-294 - Emergency Equipment
Rental Agreement (EERA) attached to the contractor. A
contractor may have multiple agreements.
Specifications. Conditions the resource must meet to fulfill
the agreement.

Working with contractor data

To review the list of existing contractors
Determine if the contractor already exists before creating
a new one.

1. Click the Contracts button.
2. On the Contracted Resource Add/Edit screen under Select

Type, click to select the Types.
3. Click the Contractor Name drop-down arrow, and then click

to select the Contractor of your choice.
If the contractor does not appear on the drop-down list,
then create one!

To create a contractor
1. On the Contracted Resource Add/Edit screen, complete the

following information as appropriate
- Name - Address - ST
- EIN/SSN - City - Zip - Phone.

2. Click the Save button.
3. Proceed to the next task, Attaching an agreement to a

contractor.

Attaching an agreement to a contractor

To create an agreement and attach it to the
contractor

Before proceeding, be sure to verify that the correct
Contractor displays in the Contractor Name box!

1. On the Contracted Resource Add/Edit screen, click the
Agreement tab.

2. On the Add tab in the Agreement Number box, type the
Agreement Number.

3. Type the Begin Date and Expiration Date of the
agreement, in the format MMDDYYYY.

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

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

6. Click the Save button.

Editing resource specs and linking it to
the contractor/agreement

To edit resource specifications and link it to a
contractor and agreement

In the integrated environment the resource is added from
IRSS.

1. On the Contracted Resource Add/Edit screen, select the
Type, the Resource, and the Contractor/Agreement of
your choice.

2. On the Resource tab on the Edit tab, edit the resource
specifications, create a Unique Name for it, complete the
Rate Types and Units of Measure, and then press TAB

twice to advance the cursor to the next Rate Type box.
3. Verify that the correct Request Number, Contractor Name,

and Agreement Number display on the upper portion of
the Contracted Resource Add/Edit screen, and then click
the Save button.

4. On the Warning - Check for Correct Agreement/
Contractor dialog box, click Yes.



Posting timePosting time
Posting personnel time

To post personnel time
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. Complete the Date, Start Time, and Stop Time boxes.
Current Date, type =; yesterday’s Date, type -, increment
next Date, type +.

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.

To post time crew time
1. Click the Post Time button, and then click the Crews &

Operators tab.
2. Click the Crew Name/Equip UniqueID drop-down arrow,

and then click to select the Crew Name or Equipment
Name of your choice.

3. Under Crew Members, click to select the Crew Member(s)
of your choice.
To select all Crew Members, click the Select All button.
To select more than one Crew Member, press and hold
CTRL, and then select the Crew Members of your choice.
To select a range of Crew Members, press and hold SHIFT,
and then click the starting and ending Crew Members for
that range.

4. Complete the Date, Start Time, Stop Time boxes.
5. Complete the Account Code and Special code of your

choice.
6. Click the Commit Posting button, and then click OK.

Posting crew time

To post return travel time
Posting end travel time sets the number of Hours to 0
(zero) and the Special code to TVL.

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

3. Complete  the Date and Start Time boxes.
4. To commit the posting, click the Commit Posting button.

Posting units of measure for contracted resources

To post Do this
Daily rate Complete Start Date and

End Date.
Hourly rate Complete Date and Start

and Stop times.
Mileage Complete Date and Miles.
Each Complete Date and Each.
equipment being used on any Enter a minimum of 15
given day but still under hire minutes of work time and

1 mile.

Posting time for contracted resources

To post time for contracted resources
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, and then click the Contractor Name drop-down
arrow, and then click to select the Contractor Name of
your choice.

3. Complete the Equipment Unique ID, OR the Request
Number of your choice.

4. Complete the Account Code.
5. Under Post Options, complete the Rate Type, and if

appropriate, click to select the 1/2 Rate check box.
6. Post the required information as appropriate for that Rate

Type and Unit of Measure.
7. To commit the posting, click the Commit Posting button.



Posting deductions and additions

To post deductions to a personnel resource
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 Date.
4. In the Commodity column, type the name of the Commodity.
5. In the Purchase Amount column, type the Purchase

Amount for those commodities.
6. To save the charges and advance to the next new line,

press TAB.

To post contractor deductions to a resource
1. Click the Commissary/Debits & Additions button, and then

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

- Contract Equipment - Other Contracts
- Contract Crews.

3. Select the Contractor Name of your choice, and then select
the Contract Resource of your choice.

4. Complete the Activity Date, Commodity, and Purchase
Amount for those commodities.

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

To post a contractor addition
1. Click the Commissary/Debits & Additions button, and then

click the Contractor tab.
2. On the Contractor tab under Select Type, click to select the

Type of your choice, and then click to select the Contractor
Name and Contract Resource of your choice.

3. Complete the Activity Date, Commodity, and Purchase
Amount for those commodities.
Remember to post the Purchase Amount as a negative
number!

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

Commissary debits and additions and tipsCommissary debits and additions and tips
Working with invoices

To print the original 286
Be sure to set the Last Date Included on Invoice to
include all the time that is posted!

1. On the Incident Post: Posting Equipment screen, click the
Print OF286 button.

2. On the OF-286 dialog box under Select Type, click to
select the equipment type of your choice.

3. Complete the Contractor Name, Agreement, and
Equipment of your choice.

4. Click the Last Date Included on Invoice drop-down arrow,
and then click to select the Last Date for the payment.

5. Complete the Release Date/Time, and then click Save.
Do not complete the Release Date/Time if this is a partial
payment.

6. Under Print Options, click to select Preview/Print
ORIGINAL Invoice.

7. Under Report Options, click the report option of your
choice.

8. To preview and then print the report, click the Preview/
Print Report button, and then click the Print Report icon.

To correct an invoice that has already been printed
To make a correction to an invoice that has already been
printed, you must delete the old invoice before you can
create a new one!  Make the correction, and then print
the invoice again.

1. On the Reports menu, click OF-286.
2. On the OF-286 dialog box, complete the Contractor,

Agreement, and Equipment boxes.
3. Click the Delete Last Invoice For Selected Resource

button, and then click Yes on the Warning dialog box.
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